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[bookmark: _Toc48570125]Introduction 
Communication is the process through messages are conveyed within the group, entity or outside it by using various methods, and understanding like symbols, tools, sign etc. communication at workplace is critical as it allows companies to be more productive and helps in operating it more effectively. Employees feel more confident when they can communicate up and down in the organization. The report will discuss communication skills and its importance in increasing the employee's morale, helps in managing the diversity at workplace, increased productivity; maintain harmony at the workplace etc. There are various barriers to effective communication like gender barrier, language barriers, culture barriers interpersonal barriers, emotional barriers etc.
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[bookmark: _Toc48570126]Models of communication 
Models of the communication are the models based on concepts and helps in explaining the communication process. It is the systematic presentation of the working of the communication at the workplace. Channel and method of communication should be taken into account while choosing the specific communication models. There are three types of model in which the communication process is differentiated (Giles, 2016).
Linear model- linear model is the model where one is a receiver, and another person is a sender. This model is used when one wants to deliver a message to the public at large (Brink, 2015). It is used one company wants to make announcements. No feedbacks are taken from the receivers. This model is right for propaganda setting and audience persuasion. It helps in achieving intentional results. This type of communication is not continuous because there is no concept of taking feedback. It is more about making noise, and there is no way to figure out if the communication has reached the target audience and if it is useful. It is one-way communication.
Transactional model- transactional model is used when one wants to communicate interpersonally in this form of communication, sender and receiver interchange their roles in communicating effectively. Simultaneously feedbacks are taken from both the ends. Feedbacks are received as the new message. This model doesn't differentiate between the sender and the receiver. It provides equal opportunity to the sender and the receivers. It focuses on encouraging more nonverbal communication. It creates noise as both the sender and receiver are involved in the process.
Interactional model- In this model the communication takes place through the internet. This communication doesn't assure proper feedback and results in no feedback or response sometimes. It is used in the field of experience. There are chances of not getting the appropriate feedback results in making communication more linear. Sender and receiver may not communicate because they are not known to each other (Adler et al., 2016).

[bookmark: _Toc48570127]Shannon weaver model it is a linear model, communicates one way. This model is developed to form the communication between both sender and the receiver effectively. Shannon find out that noise majorly affects the communication process. This model aims at improving technical communication. Various concepts are used in this model like information source, noise, transmitter, channel, encode, decode, and information destination etc. 
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Figure 1 Model of Communication
Sender- Sender is the generator of information or message and selects the ideas and information which they want to deliver.
Encoder- through the transmitter, the message is transformed into signals.
Sender message is then transmit the information into binary data which is then transmitted through satellites and cables. 
Decoder- it is the place which receives and converts signals into messages. It is the exact reverse process of encoding. 
Receiver covert the content of binary data into the simple information and which can be easily understandable and comfortable to the recipient of the information. If in case receiver could not be able to receive the right message and exact information, then it may impact the communication process between receiver and sender.
The receiver receives receiver- final message; hence it is the destination of the message (Phutela, 2015).
Noise- when the message is being transmitted from the sender to receiver, it may get affected and distracted by the noise such as thunder noise, crowd noise, horn sounds etc. because of noise information may not precisely be delivered to the receiver and encodes channel may get distracted in the process.
This model clearly explains that external noise affects the signals and messages from sources outside entity. For example, if any problem is there in the network of the company, then it will directly change the mobile phone or internet which will result in distraction of the information and message (Turaga, 2016). 
Practical example- suppose I made a call to my assistant and said I want you here in my cabin and then noised appeared while communicating and the assistant only heard ' I want'  and he asked me "what you want".  Due to the transmission error, the communication flow gets affected, and it disturbed the whole process of communication.  
Criticism of Shannon weaver model- it is one of the most natural methods of communication. It is applied in various communicational theories. It is useful in communication person to person communication rather than mass communication and based on sender and receiver where Primary role is played by sender and receiver plays the secondary position. This is not one-way communication. Example audience listening to a radio, watching television and reading books is a form of one way communication because feedback is absent.

[bookmark: _Toc48570128]Schramm model of communication
Information is useless if it is not correctly put in the right words and conveyed effectively to others encoding plays a vital role in the process of communication by transforming the thoughts into information or content. When the receiver receives the report, the receiver must understand the intent of the sender, and it’s his responsibility. Encoding and decoding are critical factors that define the effectiveness of communication. Without these two factors, information may not flow between the two individual 
(Elleström,  2018) 
According to the Schramm model, decoding and encoding are the essential elements to the process of communication. This model emphasized that disclosure is not valid if the sender doesn't receive feedback from the receivers. For example, suppose subordinate are sharing their problems with the superior and they are not responding to it. In that case, it will not be called a complete communication process because feedback is missing. Schramm says that communication is the two ways process, one party is delivering and other is receiving.
Schramm believes that an individual's experience, knowledge, cultural background plays a critical role in the communication process as this tends to a different interpretation of the message.
	

	



	[bookmark: _Toc48570129]Berlo’s SMCR Model of communication- SMCR stood for the sender, message, channel and receiver in the communication process. Berlo model defines the various components that form the process of communication. They also emphasized on the decoding and encoding of messages and how they can be used to build effective communication at the workplace.
The encoder includes sender and message while Decoder includes channel and receiver. The sender is the primary source which generates the idea or information which need to be delivered. Factor affecting the sender will also affect the receiver. Factors such as communication skills like reading, speaking etc. , the attitude of the sender and relationship they hold with others, knowledge of the sender and receiver about the subject matter makes the communication more effective, a social system such as beliefs, values, rules influence the mode of communication in which sender wants to communicate, cultural differences can impact the understanding of message (Sapienza et. al, 2016)
Message- the body of information which sender want to sent to the receiver. The message can delivered through various modes such as text, video, speech etc. the receiver usually interprets the message. Message can be impacted by information it carries. Elements in the messages include signs, a gesture that may influence the message. Treatment covers packaging of the message. Structure means the design of the message in which it is structure. Code refers to the way through which message is sent like language, video, music, gestures etc. 
Channel- it is the medium through which message is delivered. The medium should be chosen by keeping in mind the sensory system of the receiver like sound, smell, touch and vision, taste etc. Mass communication involves various tools like the internet, phones, television etc.
Receiver- The recipient of the message helps in decoding the coded message. In the linear form of communication, the recipient is at the end to facilitate effective communication. Berlo's SMCR model believes that the receiver thinking pattern is same as of sender. 
[bookmark: _GoBack]Communication is not as smooth as defined by this model. There are various other factors which affect the communication process. Disruptions included distortion or loss while extracting the meaning of the message. Sometimes, sender sent the message it barely contains the information which it wants to deliver. Noise is another major factor that disrupts the signal and causes the recipient only to receive the partial message.
In this model, communication can be synchronous or asynchronous. If there is no direct contact between the receiver and sender, then it is an asynchronous form of communication. But when there is direct communication between sender and receiver, it will be called a synchronous form of communication.















[bookmark: _Toc48570130]Communication skills- It is the ability of the superior, subordinates, colleagues, staff to communicate at the workplace. They must know about the digital form of communication such as via phone, social media or email etc. communication skills are essential for the healthy environment at the workplace. It is the act of sharing ideas or information from one person to another. Developing excellent communication skills helps in success in career, building the network and competitive job advantages. There are four types of methods through communication can take place named as written, verbal, nonverbal and visual. 
[bookmark: _Toc48570131]Methods of communication
Verbal communication- verbal communication is communication through the use of language to deliver the information or ideas. It is one of the most commonly used methods of communication while giving presentation, calls, video calls, video conferring, one to one conversation and meeting. Verbal communication is an efficient way of communication. While presenting the information to a group, I always make sure that I powerfully convey my message so that it can reach to everyone. I remain confident while delivering the message at the workplace to grasp the attention of my colleagues. Listening is a critical skill to hold effective communication (Collins, 2011). While someone is giving a presentation, I actively listen to what they are delivering to gain knowledge and understanding of the information. Sometimes we use filters like "um", "so", "like" to collect the thoughts while speaking, but this may distract the audience. I always prefer to take a deep breath to make sure the audience keep on listening to me.
Nonverbal communication- proxemics is the nonverbal communication take place when one uses body gesture, facial expressions, space, touching and body language to deliver the message.  It is about to try to understand other person feelings and emotions. For example, when I hear a pleasing idea, I usually smile to give affirmation to the idea. If someone is holding hands such as crossed arms, then that means he is nervous or angry. If someone while delivering the message with open body language like both the feet on the floor and hands on the table then it is assumed that he is feeling positive and confident (Burgoon et. al, 2016).
Few steps to develop nonverbal communication- S.O.L.E.R is an active listening model where S stands for square, face square to show you are involved, O for open posture, L for lean forwarding which shows you are listening to others, E stands for eye contact and R for relax to stay calm.  Throughout the day, we feel a range of emotions like happy, frustrated, nervous, anxious etc. we should try to feel those emotions of others as well. Developing awareness about ourselves will help in communicating effectively. When we find that certain facial expressions are beneficial under certain circumstances then we should start using them like someone uses nods their head while approving then we should also try to do the same while agreeing (Abad, 2020).
Written communication- it is from of communication where printing, typing and writing symbols like numbers, letters are used to convey the message. It is essential because it keeps the record of information. Written communication is used to share ideas or information through blogs, letters, books, pamphlets, memos etc. chats and emails are the most common form of written communication. Written communication needs to be simple, clear and concise. It is helpful to write as much as you know, to provide clarity to the audience to understand. While communication through writing, one should not assume the tone of the writer. For example, while communicating jokes, excitement, Sarcasm one may not able to understand it the same way (Stanciu et. al, 2016). One should try to use more simple language as much as possible while communicating at the workplace so that others can easily understand it. 
While addressing the broad public through written communication, it is always preferable to get reviewed your message with the trusted colleague to avoid any mistake and confusion. If in case you receive any email, pamphlet and you feel that it is interesting then you should keep that for later for your writing.
Visual communication- visual communication took place through the use of art, drawing, sketches, graphs, charts and photographs. Visual is usually added to the written communication to make it more understandable. Adding visual to the presentation or emails may be confusing, so it's always better to ask the third party and their perception while deciding about adding visuals in the presentation. While adding visual, make sure they are understandable by the target audience and should not involve chat with unfamiliar data and numbers to make it difficult to understand. One should not use an offensive, sensitive, violent form of visual in the presentation (Loermann et. al, 2018). 
Communication between the management and employees should be such, which will ensure that the objective is effectively delivered to the employees working at the workplace. Management should ensure that information is not disturbed by the noise and other barriers. Effective communication will enhance productivity and increase the confidence of the employees working at the workplace, which will result in achieving the organizational goals.





 
 













[bookmark: _Toc48570132]Conclusion 
The report has briefed about communication skills and its importance at the workplace. It has taken into consideration how effective communication will help the management and employees in gaining organizational goals. Various forms and model of communication had been discussed to increase the understanding about the importance of communication skills and helping the organization to select the most effective method to ensure exact delivery of the message to the employees at the workplace.
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