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Effective management in any organisation is dependent on its workforce, in accordance with the effectiveness of teamwork and communication. From a management point of view, communication entails the process through which a workforce is guided and informed to achieve the best results. Communication does not only involve the ordering and presentation of thoughts but also in a way that captures the audiences’ attention. It is the means through which organisations are designed, composed, established and sustained (Schoeneborn and Vásquez, 2017). 
In simpler terms, it refers to the exchange of information through different mediums like body language, writing or speaking (Tiwary et al., 2019). A working team requires effective communication among its members. Teamwork increases learning opportunities, accountability and enhances work productivity within an organisation (Adams, 2019). A team refers to two or more people who interact in various ways to achieve a common objective (Salas, Thayer and Bedwell, 2015). 
Teams are engaged in tasks, which are work-related activities that compose an essential function to an organisation. The effective functioning of a team requires good communication. This report covers the different models and essential aspects of communication. It also entails different forms of communication within an organisation.
[bookmark: _Toc79614916]Models of communication
Models provide insight into the dynamic process of communication. They provide an understanding of the process and nature of communication which is varied. They vary in complexity depending on the scholarly experience and knowledge from which they were derived. A model reveals the flow of information from a sender to a receiver, the elements of human communication and the independence between them. 
[bookmark: _Toc79614917]Aristotle Model of Communication
According to the model, the speaker communicates in a way that listeners can comprehend and get influence to respond accordingly. The sender of information prepares content carefully by selecting words very carefully. In order to influence the listeners, the speaker initially explores the target audience before preparing the message. This model is the most common and widely accepted form of communication where a sender sends a message with the aim of influencing the receivers (Petersons and Khalimzoda, 2016).
It has widely been applied and considered a golden rule in lectures and seminars, including public speaking, where a sender influences an audience through the designing of impressive content. In this model, the receiver is the passive participant while the speaker is the active participant. It has three elements which are the audience, speaker and the message/speech, with a basic function of persuading the audience. It is mainly done through face-to-face communication.
[bookmark: _Toc79614918]Claude Shannon and Warren Weaver’s Model (1949)
This is an engineering model of communication-based on the telephone. The source of information creates the message and uses vocal cords as a transmitter and air as a channel which in the telephone represents the wire or sound waves to the receiver or hearing mechanisms. It introduced the concept of noise which is the existence of disturbance within the communicating channel that may interfere with transmitted signals ( Canon Prieto, Romero-Gelvez and Herrera-Cuartas, 2019). 
The model mainly deals with external noises from external sources, which may affect the integrity and flow of information. It also deals with concepts like the message, transmitter, receiver, channel, decodes and encodes, information source and destination. This model explains the structure, role and components of communication.
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Figure 1: Shannon and weaver model. Source: ( Canon Prieto, Romero-Gelvez and Herrera-Cuartas, 2019)
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David Berlo’s model equalises the sender and the receiver, unlike the Aristotle model, and takes into account the different components of the message, which include the code, structure, elements, content and treatment. It operates on the SMCR model, which represents sender, message, channel and receiver (Turaga, 2016). According to the model, the sender and receiver of the message should equally be conversant with communication skills, including factors such as similar culture, social system, attitude and knowledge. 
Though the model has been criticised for lack of feedback, filters or barriers, it contributes to the idea that meanings are in the message users and not in the message, hence places preference on the communicators and their background. The four elements of the model can be sources of message failure where the right channel can be used at the wrong time, use of wrong word choice in the message, a sender misidentifying the interest of a receiver and a receiver being influenced more or less than the sender intended (Kuznar and Yager, 2020). 
[bookmark: _Toc79614920]Wilbur Schramm’s Model (1971)
Schramm’s Interactive model embodied the idea of a two-way interchange of messages between the sender and receiver while stressing the importance of noise and feedback, which are important elements in communication. In a way, it presents communication as circular in nature, with encoding and decoding processes being maintained by both the sender and receiver. 
Each person within the communication process plays the role of sender and receiver, with the encoder originating and sending messages while the decoder receives the message and interprets it (Petersons and Khalimzoda, 2016). In this model, feedback is the response of a receiver to the source of communication, while noise is physical and nonintentional, which may cause phrases and words not to be understood as intended. 
Other theories exist such as Harold D. Lasswell’s model (1948), Theodore M. Newcomb’s model (1953), Charles E. Osgood’s model (1954), Gorge Gerbner’s model (1956), Bruce H. Westley's and M.S. MacLean's Model (1957) among others not discussed in this section.
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These models are useful because they highlight different elements within communication, their interrelationships and the roles of each element within the process. They help in understanding communication within different backgrounds and how it can be managed. Referring to a case study on medical practice by Perera (2015), communication is an essential aspect of healthcare. Both the sender and receiver, in which case both play each role, have to be conversant with each other’s background, knowledge and social system. Based on the study, doctors have to be more communicative to the caregivers and patients, the same way patients are supposed to be open and truthful. Communication in healthcare also requires feedback, which is important in the collection of information. During medical practice, responses from patients and medical practitioners are necessary for improving systems and maintaining standard operations. Communication within healthcare differs from Aristotle model in that it is not linear. It conforms to other models such as Berlo’s model since it equalises both the sender and receiver and also the SMCR idea. 
It also describes Schramm’s Model due to the two-way interchange of messages and the existence of noise and feedback. Though the main communication in the medical practice occurs through emails and face-to-face channels, noise may exist in the form of linguistic barriers, external noise, mental barriers and linguistic barriers. 
Models can be divided into three categories, namely linear, Iterative and transactional models. Linear models such as Aristotle and Lasswell’s model only explain one-sided communication. Iterative models, however, help in explaining two-way communication, while transactional models explain two-way communication with immediate feedback. 
[bookmark: _Toc79614922]Aspects of effective communication
Clarity – Quality information in any organisation requires information that is complete and understandable. The information should be easily accessible and available on time.
Environment oriented – Any communication within an organisation should be related to the activities carried out and geared towards reinforcing commitment. It should be two-way to encourage discussion and communication among the workforce. 
Consistency – Effective communication within an organisation should be coherent with the HR and other departments. It should be guided by clear procedures, timing and appropriate content.
Efficiency and effectiveness – Communication within an organisation should be able to portray the right message in a cost-efficient method (Pimiä, 2015). 
[bookmark: _Toc79614923]Communication skills integral to success within the workplace
Communication skills involve speaking and listening as well as reading and writing (Khan et al., 2017). According to Muste (2016), there are six components of communications skills considered by the Council of Europe: language skills, social competence, discourse competence, sociolinguistic competence, strategic competence and socio-cultural competence. Communication skills do not aim at generating content but at successfully communicating it. 
Active participative listening - refers to a person’s active participation with attention and motivation, which contributes to an understanding of a message (Buluş, Atan and Sarıkaya, 2017). It also promotes a strong relationship and is invaluable in situations where a listener should provide feedback. 
Self-recognition – Refers to having a clear understanding of oneself, including emotions, behaviour, personality and thoughts. Skills in self-recognition help people better understand how to manage responses based on how people perceive others and their effect on them (Yalçin, 2019). 
Ego-supportive language – Learning how to communicate is essential. Skills in ego supportive language bring out the best in a person in expressing themselves and have a positive effect on interpersonal relationships. It helps prioritise sufficiency while eliminating deficiencies in the use of language (Buluş, Atan and Sarıkaya, 2017). 
Empathy –involves understanding a person through their point of view. This includes understanding their emotions, expectations and thoughts on a subject topic. 
Nonverbal cues – This includes tonality, body language, facial expressions and eye contact. It is important not only to pay attention to what is being said but also to nonverbal language. It is also important to be conscious of one’s body language to ensure appropriate cues are being communicated. 
[bookmark: _Toc79614924]Common forms of communication within the workplace
Emails – Electronic mailing is common in many organisations, facilitated by the existence of computers, mobile phones and the internet. They facilitate rapid contact between an organisation’s workforce and customers by increasing the quantity and speed of the flow of information (Aull and Aull, 2021).
Reports – Well-crafted reports not only distribute intended information but also add value to it. They are effective in communicating progress between different levels of management and create a bias towards action. 
Business letter – usually a formal legal document used to communicate between organisations or from a company to its clients, stakeholders and employees. They may vary in length depending on the message and purpose. 
Face-to-face – Refers to the direct contact between two or more people. It is referred to as direct communication since the sender and receiver of the messages are on one to one. It is mainly done through speech, lectures and public speaking (Vermeir et al., 2015). 
[bookmark: _Toc79614925]Example of poor communication
Poor communication occurs in various organisations and businesses. For example, at Queen Mary University, poor communication has been experienced between the management, staff and its students. Even though students are required to provide their email addresses to the administration upon registration, most of the school communication is being done through business letters on notice boards. Most of the students do not access the notice boards, which means not many of them access the message. 
Consistency in communication between the management and staff, plus the students, can be improved through an increase in technology within the school. Free internet provision can be effected in the school so that communication by the management can be done through emails and social media. Communication within the school can also be made consistent through cohesion between departments (Pimiä, 2015). 
Most of the communication at the school, like any other public university, is linear, similar to the Aristotle model. This mode of communication does not pay much attention to feedback, such as factors that may affect the staff or students. Lack of feedback indicates poor communication because common issues which affect an organisation may not be discussed and improved. This can be improved by changing the style of leadership. A change in leadership style can help impact communication style by improving openness, positivity and transparency (Zaumane, 2018). 
[bookmark: _Toc79614926]Conclusion.
Communication is crucial in any organisation. For teams to be effective and meet their objectives, it is necessary for strategic communication to exist. There are different models of communication which exist that help people understand the different elements involved in communication and the relationships between them. The models can be grouped into different categories depending on the direction of communication they describe. For communication to be effective, certain skills are necessary, which make the process efficient and effective. These skills are not only useful in communicating the right content but in sending the right message. Different aspects of communication are considered when determining the efficacy of communication. They can be used to guide communication in the different forms of communication that are available. In conclusion, communication and effective teamwork are important in achieving set objectives. 
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