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1. Introduction 

Communication is a process of transferring information from one place to another, one person to another. This communication can be done through writing, speaking, idea, image, or any other nonverbal communication. Communication must have one sender and one receiver. The sender will communicate the receiver for specific message to share. The main purpose of communication is to reduce mistakes, unnecessary problems and deliver better performance. The ability to communicate well will improve the productivity of the organization and it will create strong team which will result in good performance. Different barriers to communications such as dissatisfaction, inability to understand others, lack of mutual trust, communication styles and cultural differences. The disruption and noise of the communication will reduce the effectiveness of the communication. The barriers will harm the main purpose of the communication which is costly to bear for the organization. So, the organization has to be very careful in designing message according to the sender's point of view. The sender can research the receiver’s interest, style, wish of the message to reduce mistakes in the communication process. Communication can be useful if both the party of the message is considering the probable problems of message sharing. 

1. Three Models of Communication

Model of communication means the conceptual way of describing human communication. In the workplace, company can use different types of models. From the most important and famous model of communication, three of the model is discussed below:

2.1 Shannon and Weaver Model of Communication

This model is specially designed for the sender and receiver to make efficient communication. 
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Sender- is the source of message that sends it to receiver. The sender is the originator of the message who designs the message differently to understand the receiver what they want to communicate (Brown, 2020). . Barry manager of a restaurant is the sender who will send the message to the employee for better work. 

Encoder- it is the person or machine that encodes the message so that the media can send the message to the receiver easily (Decuyper etal,. 2010). The encoder will encode the message as the receiver wants. 

Channel- it is the infrastructure that transmits the message from sender to receiver through encoding and decoding. We call it a medium. Barry tries to give the message to keep the food safe by writing on the board all over the kitchen. 

Noise- is the interruption of the message while it transmits through sender to receiver. The barriers of communication indicate this stage. Noise can harm clear message to unclear or rough. So, Barry has to be careful about the barriers of the message to send the perfect message several times to the employee. The noise can be internal or external. Barry’s message is not reaching the employee due to their ignorance and insincerity. 

Decoder- is the opposite version of encoder that transmits collect the message from the medium or channel and transmits it according to the receiver (Erickson, 2017). . It helps to reduce the noise of the message. It transmits the machine or person’s message to the receiver’s language so that receiver can be beneficial from the process. 

Receiver- is the party from who sender creates the message. Receiver collects information or message from the decoder and uses it for their purposes. The employees are the receiver in the case of Barry’s restaurant. But the employees are not responding to the manager well due to their inability to feel the same food safety emergence with the manager. 

Feedback- Final step of Shannon’s model of communication. The receiver response to the message of the sender and will send feedback to the sender whether the message is clear without barriers and problems (Jackson III, 2016). . Barry became very much frustrated due to the behavior of the employee and tries hard again to remind them to stay put about food safety. 

2.2 Schramm model of communication

The Osgood-Schramm model of communication is circular whereas Shannon’s model is linear. Schramm simply divides the Shannon’s into simple way so that the communication becomes easier and simple to use. 
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Sender- the person who sends the message by encoding it and sends it directly to the receiver. It reduces one step of Shannon’s model to reduce time cost. 

Message- Described by Ortega et al., (2013)The main content of the communication process for which both of the parties communicate with each other .

Receiver- Destination or receiver decodes the message and uses it to make decisions (Hunt, 2017). The destination decodes the message according to their need which reduces mistakes in the message sending. 

Semantic barriers- the emotions, beliefs and thoughts of the message and sender and how the receiver transmits the message and reacts to the message indicate semantic barriers. 

By this model one sender can send one message to the receiver and in a short period, they can exchange their feedback as well. 

2.3 Berlo’s SMCR Model of Communication

Berlo focuses deeply on the system to set the best communication among the parties. 
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Sender
Sender is the source of the message who designs the message for sender like Barry in our case (Hyrkäs et al., 2012). He transmits the message to the employee for understanding about the food safety. Below some elements of sender is described well:

Communication skills- it indicates the ability to read, write, speak. 

Attitude- It is the relationship between receivers or senders with the each other. Attitude indicates feeling, emotions, mutual understanding. Employee’s attitude towards Barry was unhelpful. 

Knowledge- indicates the familiarity of the receiver with the message. The employee of the restaurant fails to understand the main message of Barry due to a lack of knowledge. 

Social systems- Difference of beliefs, values, understanding, and knowledge (Simpson Miller & Bowers, 2003). Different cultural people from different regions work in the restaurant where most of them do not understand clear English. 

Cultural- the cultural difference between the manager and employees disrupt the message. 
Message
Message is the main package of information and data that is shared for decision-making and other purposes. Barry’s message was to keep the food safe from harm. 

Content- it means the main idea of message from start to end. 

Elements- it denotes nonverbal aspects which indicate the message. Barry uses signs of KEEP HOT FOOD and others are the elements of his message. 

Treatment- it is the way or system to send the message. Barry sent the message to the employee verbally and in writing. 

Structure- it refers to the system of structure of the message.

Code- it refers the message form such as in text, video, recording etc. Barry sends the message to an employee in writing form at last. 
Channel
The medium of sending the message to receiver is called channel. The channel must have the ability to sense the message and receive it (Pritchard-Wiart & Phelan, 2018).. Channel transmits the message to the receiver by making it understandable. It includes vision, sound, taste or touch. It also includes hearing, smelling, tasting, touching the message to understand the real feeling of the message. 
Receiver
The person who receives the message and decodes it according to the use, receiver send feedback to the sender about the message whether it was understandable or it got noise in the way. Berlo suggests the receiver to think as the sender thinks about the message. This way can help Barry if the employee can thinking according to Barry the problem of the restaurant will be solved be easy. 
2. Communication Skills 

Communication skills are the ability to share the message to required person or media. There are a lot of communication skills a company can use in the workplace to build a strong team. Some of them are verbal communication, nonverbal communication, and Listening. Below these three communication skills are described to understand the skills. 

1.1 Verbal communication 

It indicates the communication through oral, spoken or word used methods to communicate with other people (Kyurova, 2017).. Verbal communications can be written also according to the need of the receiver. It indicates all about the words a sender needs to send to the receiver. Verbal communication indicates speaking the message to the required authority and delivering the message to the right people. Barry tries to reach the message to the employee firstly in a verbal way and try to understand them about the importance of keeping the food safe. As the verbal message Barry tries to reach is not working he can use the latest model of verbal communication to reach the message to the employee. They are: 

Questioning- He can divide the employee into different team and give them any specific terms. After that, he can ask questions about what he wants them to do. 

Clarifying- he can clarify the works he gave each group to keep the food safe.

Summarise information- After collecting their feedback and responses he can summarise the information and get their opinion about the message and works. 

Closing communication- If the employee understands the message, Barry can close the communication pool and work for another problem in the same style. 

1.2 Non-verbal communication 

The communication process which communicates the message with body language such as gestures, facial expression, tone, the pitch of voice etc. is called non-verbal communication (Ojo, 2015).. Eye contact is a very much important issue of non-verbal communication. Nonverbal communication interprets three main purposes in interpersonal communication.

Feedback- According to Lake (2020), Non-verbal communication allows sender and receiver to get each other’s feedback instantly. In this system, if the receiver keeps a good eye on the sender means he/she is interested. Barry can use this idea to test the employee's ability to receive the message he wants to send. 

Let partner know when to speak- Eye contact can sign the partner that he can now start talking. Barry can use this method to listen to the employee and their problem. 

To communicate something about a relationship- if the employee dislikes the suggestion of the employer they will avoid eye contact. But it will be according to the relationship between the sender and receiver. Barry has to understand how the employee will easily understand the message. 

1.3 Listening communication skills

It is the ability to receive the message the sender wants to share. It is the key to the most effective communication process (Last & Fulbrook, 2003).. Without the ability to listen well, the communication process will be irritated and the purpose will be sacrificed. Listening can be done in two ways:
Active Listening-it is great skill of communication that can be earned through much practice. The listener will give full concentration on the message of the sender. It results in effective communication. Barry can make their employee practice active listening to improve their ability to grab the message the manager want to share. 
Empathetic Listening- it is the way to give the receiver everything to understand the message. It indicates listening to the message even the message is not suitable for the receiver. The receiver may not have interest in the message but they should be empathetic to the sender. Barry can listen to the employee in this way to understand their problem. 
3. Conclusions

The modern era largely depends on information and technology. The more information an organization has, the better will be their working process and idea generation which gives a competitive advantage in the market. In this report, the definition of communication is given to understand the latest mode and use of information in the workplace. The barriers to communications will help the organization to avoid them in the workplace. Different consequences of the barriers are also discussed in the report. The three most important model of communication is discussed to understand how the communication process can be designed easily for the workplace. From the three communication models company can use any of them to increase their productivity. The different communications skill is described in the report which will help to understand which communication skill can help the organization better. Moreover, the communication skills module can help to improve the overall development of the organization. 
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