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1. Introduction
Communication is the process of sharing and receiving information from one person to the other, between groups of different people, or face to face by the help of various methods. Communication can be done through messages, talking, writing, gestures, expressions, emotions, and signals. (Evans, 2021)
The importance of communication is that it helps us prevent misunderstandings, solve problems and issues that may arise in our daily lives. At the same time communication helps us to develop skills needed for employment purposes to meet our needs. It opens windows for interactions amongst different people and teaches us how to maintain old and form new friendships. (Evans, 2021)
Communication aids in structuring the social system of a society by having a set of rules and guidelines to follow which reduces the number of crimes and keeps individuals on the right career path. (Evans, 2021)

2. Communication Models
2.1 Berlo’s Model
This model mainly concentrates on the emotional aspect of the sender as they put their thoughts into words. This is done with the help of communication skills, attitude, knowledge, social structure, and culture. In incidents where the sender needs to give a speech, the speaker must have good communication skills to create a clear message and possess the right attitude. The sender must be knowledgeable about the topic or discussion and know the cultural and religious beliefs about that community. This will create a lasting impression to the listeners at large. The message being conveyed must carry meaning, be interesting, have value added to it, be well structured and accurate without being distorted. This can be achieved in having a clear mode of transmission to enable the recipient to respond and give feedback. (Drew, 2020) The model emphasises that the listener and the speaker must be able to understand each other with good communication skills, have the right attitude, be knowledgeable about the subject being discussed and have the same social circles and cultural norms. 
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2.3. Berlo’s Diagram Explained.
It explains the four steps of how the message is communicated to the receiver using the Source, Message, Channel and Receiver (SMCR). According to Berlo’s model of communication, the sender and receiver must be on the same page or wavelength to have a smooth flowing conversation as shown in the diagram. (MSG, 2015)


3. The Shannon Weaver Model
This model explains that the person who has the original thought is the original source of information or the sender. The information is then transmitted from the brain to the mouth which turns into signals going to the recipient after going through different noises and disturbances. (Drew, 2020)
This is clearly described in the Maria and Pedro Case Study. Which states that any message from the sender meant for the receiver can be distorted by various noises, distractions like crowded streets, car horns, shouts, baby cries, marketplaces, screams and other disturbances while travelling to the receiver.  In this incident Pedro misunderstood Maria because there was a lot of noise coming from the building site. Maria’s message was altered which changed the whole meaning of what she expected Pedro to bring home. Pedro’s work environment was not suitable for him to pick calls due to the noise in the background which prevented him to receive a clear message and give feedback.


3.1 The Shannon Weaver Communication Model.
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3.2 The Shannon Weaver Diagram Explained.
In this model the original source of information comes from the sender who gets a thought then the brain thinks of transmitting it to the mouth to turn into actual words. On its journey to the receiver, the message may be disturbed and distorted by noise before the recipient sends it to its destination. (Drew, 2020)

 
4. The Schramm’s Model
This model explains that communication is of no use until it is clearly put into words and passed on or shared with other people known as the recipients. It emphasises that communication is a two-way process between two people and is still incomplete until the sender gets the expected feedback from the recipient. (Drew, 2020)If the recipient fails to digest information from the sender, the message is useless. (MSG, 2015) Using Maria and Pedro case study, Pedro failed to grasp Maria’s message clearly because of the noise interruptions at the building site. Pedro misunderstood Maria and was then unable to act or respond accordingly in the way that Maria expected him to thus, making the communication incomplete and ineffective. Hearing the noise coming from Pedro’s workplace means that either party could have asked for clarity to achieve the desired response from Maria.
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4.2 The Schramm Diagram Explained.
Schramm model explains that communication is a conversation between two people, and it is meaningless or is incomplete until the sender receives feedback from the recipient. (Drew, 2020)

5. Communication Skills 
Listening is a powerful skill used in most of the communication models because it gives you time to think and respond accordingly. This skill is used when giving different kinds of information. It involves maintaining face to face contact, paying attention, concentration by avoiding any interruptions. (Schilling, 2012) Being open minded and asking questions in case you have not understood which helps to seek clarity and prepare to give feedback. 
Empathy is having the ability to understand and share the emotions of other individuals by putting yourself in the same situation. It could either be a positive or negative situation. Understanding what the individual is going through will enable you to support the person accordingly. (Team, 2020) Using the Professor and the village people case study, the professor forgot that the people were not educated. The professor did not understand their situation.



6. Types of Communication
The non-verbal communication is used in our day-to-day activities of life.  It includes body language, postures, gestures, gazes, appearance, voice tone, facial expressions like smiles or frowns are what we see first before we talk.  These help us to read and understand what the other person is trying to communicate and play an important role. The easiest way to interpret all the actions used without missing anything is by paying close attention. (Cherry, 2021)
The verbal communication in the workplace setting mainly takes place between different people. It helps us interact amongst ourselves and enables us to build close relations with other people. This demonstrates your ability to speak, promotes active listening, assertiveness, clarification, clear speaking while being able to engage the audience. (Doyle, 2020)
Responsiveness is an important skill to possess. Being a quick responsive individual shows how serious you value other people and work in giving feedback. Remember to give a timescale of when to respond. This makes you effective wherever you are. (Indeed, 2020)
Respect is a vital skill used in communication. It is always best to know when to speak, what to say and who you are talking too. If it is a meeting or discussion, avoid interruptions, gauge the audience, and always give clear necessary responses. (Indeed, 2020)
7. Importance of Communication at the workplace 
Communication is the exchange of ideas amongst fellow employees, their employers, and any other workforce team.
The Purpose of communication in the workplace is beneficial in a way that having the right communication skills boosts teamwork, increases morale, promotes positiveness, productivity, encourages innovation and creation of new ideas. (Bosworth, 2016)
It increases efficiency in a way that staff are free and can ask questions for clarity on any given tasks. The staff are then able to produce results effortlessly, which is time saving and resourced are not wasted. (Zambas, 2021)
It improves internal communication between the team below and top management by creating trust and building stronger relationships across the different levels. This bridges the gap between the bosses and junior staff by promoting loyalty and commitment amongst employees. (Evans, 2021)
8. Barriers to communication in the workplace and how it can be improved effectively.
Language barriers being that we come from different countries where English is not the first Language. We all use different accents and dialects, tones, choice of words and unclear speech. When the above is combined it then creates language barrier. (Harappa, 2021)This happened at a home for individuals with learning disabilities. I told one of the service users to “get ready” which was misinterpreted and misunderstood as a command but in actual sense It was a simple sentence. 
This can be improved by practice of English speaking patiently, do not use complicated words, and arrange words in the right context to create meaning such that individuals are able to remember what was said. Repeat yourself if you must for clarity. (Harappa, 2021)
Cultural barriers is another hinderance to communication at the workplace. Most workplaces have a diversity of different religious beliefs. At my friend’s live-in care home, she was asked to prepare a dish that was against her religious beliefs. At that point in time, she agreed to do it because there was no other person to fill in her shift. 
This can be improved by having employers that understand and respect our beliefs. Employees should feel valued and important regardless of their religion or cultural differences. Joining such workplaces enable us to have a sense of belonging, feel accepted and included within the group. (Bechervaise, 2018)
Gender Barriers do spring poor communication in a way that one male individual at work had failed to work with the female sex in preference to the male sex only. This is wrong because both the male and female sex, can join forces or can produce the same results. 
Gender barriers can be improved by changing or thoughts and feelings about other people involved in the circle. Because we all see the world differently. (Garner, 2020)
Physical Disabilities like hearing and visual impairments are some of the differences that cause segregation at the workplace. This affects the day to day lives of the individuals at the workplace and in the community. (Glassdoor, 2021)This can be improved by educating other employees about the inclusion and disability rights by building a support structure for positive results.
Workplace communication can be improved and effected by being open minded and concentrate on what is being said and shared by fellow colleagues in case of a meeting. Listen carefully and wait until it is your turn to speak. This helps you to take in the required amount of information, digest it carefully before responding. (Bosworth, 2016)
Encourage questions by giving others chance to speak which creates a chance of generating various views and ideas about the discussion at hand. This gives others chance to ask clarifying questions for better understanding. (Bosworth, 2016)
Building Rapport is important among co-workers by starting up simple conversations with them. Listen carefully as they talk, smile, laugh back and try to use proper language using a tone that shows confidence. (Kashyap, 2021) 

9. Conclusion
Communication models teach us how to transfer our own thoughts into words, how to send meaningful messages with hope of receiving responses. Communication skills help solve problems, arguments by talking everything through. The Barriers help us learn differences amongst ourselves and communicate more effectively with in the workplace setting. (Garner, 2020)
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