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[bookmark: _Toc79748101]INTRODUCTION
Communication is the process of sharing ideas, thoughts and feeling with other person by making proper use of available medium. Working in an organisation requires good command over communication skills as different type of people with different skills operates under combine goal (Srivastava et al., 2020). Communication can be performed using verbal and non-verbal means to express the feeling of an individual. Effective communications in a team builds the strong network and guide the team mates towards one common goal (Mishra, 2020).  As team work states the working of different people with different strengths and weakness together all aligned towards one common organisational goal, it necessary to build strong communication network in order to avoid miscommunication and grudges in a team (Srivastava et al., 2020). The quality of communication fills the gap between effective functioning of the team and helps to build strong organisational structure. The portfolio covers different models of communication and communication skills. It will also cover the poor communication skills and how it affects the functioning of the organisation.
 



[bookmark: _Toc79748102]PROCES OF COMMUNICATION 
Communication plays vital role in determining organisational goals. Inadequate communication leads to grudges and misunderstanding. This affects the organisational functioning. Effective communication guides, motivates and support the team member to achieve personal goals in context to common organisational goals (Mishra, 2020).   Communication is the crucial aspect when it comes to performing a task as a team. In organisation it is necessary that the information, message or order should be delivered in same way as given, if not, it can hinder the effective working of organisational functions leads to miscommunication of delivered information. Selection of right medium to deliver the message also plays vital role in communication (Hastings et al., 2020). Various components of communication process are:
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[bookmark: _Toc79748110]Figure 1: Process of Communication
(Source: Guffey, 2021)
· Sender- Initially sender encodes the message as per requirement. Sender is the person who delivers the message. Sender chooses the effective medium as per the message to be delivered and sends the desired message to receiver (Hastings et al., 2020).
· Receiver- The receiver is the person for whom the message is designed. The main task of the receiver is to decode the message and send the feedback to sender, in order to get an clear idea whether the delivered message is understood or not (Guffey, 2021).
· Message- This is the main body of communication process. Whole process is designed considering the requirement of message. The selection of right medium depends upon what type of message is to be delivered. Message contains all the necessary content of communication process (Hastings et al., 2020).
· Channel of communication- Once the message is decided, then the medium through which the message is to be delivered is taken into consideration. For example
: email, phone call, radio broadcast, verbal communication, etc. (Guffey, 2021).
· Interface (noise, disturbance, network issues, etc.)- This are termed as barrier that affect the process of effective communication. 
· Feedback- The process of communication is incomplete without adequate feedback. Feedback helps the sender to gain the understanding of whether the delivered message is understood by the receiver in same context as delivered or not (Guffey, 2021).
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Communication model states the process of communication along with the selected medium and barriers affecting the communication process (Rizqi, 2021). Models of communication also states the purpose for the communication is taking place. Various aspects of communication such as sender, re3ceiver4, message, medium, barrier and feedback are aligned in a specific form to state the communication model (Srivastava et al., 2020).
LINEAR MODEL OF COMMUNICATION
· Linear model of communication is a one way process in which the sender sends the message. No feedback is received by the sender in form of verbal or nonverbal form. The message delivered flows directly from sender to receiver. The receiver here, only perform one task that is to receive the message. He/she cannot send the feedback to sender in any form (Rizqi, 2021). 
· This model was stated by Shannon and Weaver in 1949, which states the traveling of message only in one direction. This form of the communication model is considered as non-interactive communication as there is no transfer of information from receiver (Srivastava et al., 2020)
· Communication process is said to be successful only when the delivered message is understood by the receiver in same context as delivered by the sender. This can be understood with help of feedback. In linear model of communication there is no way of sending feedback to sender. 
· For example: in mass communication network there is no option for reverting to message, radio concerts, broadcasts, speech delivered or sending memo through mail, video or any other medium. Many barrier acts to hinder the transfer of message to receiver and receiving feedback from them (von Lühmann et al., 2020).
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[bookmark: _Toc79748111]Figure 2: Linear Model of Communication
(Source: von Lühmann et al., 2020).
INTERACTIVE MODEL OF COMMUNICATION
Interactive model of communication is also known as convergence model, exchange ideas, thoughts and messages between both sender and receiver. In this model the message or feedback can be delivered in verbal as well as non-verbal form (Bolten, 2020). It is two ways process, initially sender encodes the message in desired form. The encoded message is then transferred to receiver with the help of desired medium. Later on receiver receives the message and decodes it according to his understanding. After decoding the process gets revert and receiver now sends the message to sender in form of feedback. Feedback here plays a vital role as it gives the understanding of whether message delivered is understood by the receiver in same context or not (von Lühmann et al., 2020).The formation of message here is affected by the “field of experience” of both the parties. It comprises of factors like culture, social and psychological situations. Noise, language, network issue, etc. works here as a barrier. Internet is the best example of interactive communication model as feedback can be placed with use of newspaper, article, blogs, etc. (Srivastava et al., 2020).
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(Source: Bolten, 2020)




[bookmark: _Toc79748104]COMMUNICATION SKILLS
Communication is the process of sharing thoughts and understanding with other person (Rizqi, 2021). Working in business environment requires command over communication skills, in order to build effective team (Rizqi, 2021). Working in a team requires individual to act according to the prevailing condition and should communicate considering various social, cultural as well as personal aspect. Communication skills enhance individual’s personal and professional skills (Mir Kamali, 2020).   Showcasing and improving communication skills enhance individual’s personality and provides competitive advantage. Different type of communication skills are stated below:
Listening actively- Active listening is the crucial aspect in communication process, as it eliminated the risk of misunderstanding. Active listening creates a sense of trust within the speaker. He feels that he is considered and his thoughts are valued (Mir Kamali, 2020).  One must on interrupt while the person is talking. Asking questions, rephrasing, engaging with person and paying attention build the strong listening skills (Rizqi, 2021). One should get indulge in the listening process with other person, so as to understand the view point speaker, if in case you are not willing to agree with the speaker politely disagree them once they are completed with  expressing their thoughts (Bolten, 2020).
Sharing feedback- Feedback plays vital role in communication process. It helps to give the understanding of whether the deliver message is understood by the receiver in same context as delivered or not (von Lühmann et al., 2020). Providing feedback eliminates the misunderstanding. Providing and receiving feedback is important skill that is required at work place as it gives clear understanding of the communication process.  The feedback should be received by the sender in positive manner and should be analysed and implemented accordingly (Rizqi, 2021).
Respect- Working in a team at workplace with different type of people, with different skills, thought process and understanding, it is important that one should respect other people’s opinion. Many times the differences in opinion, feedbacks, decisions and conclusion to a topic can take place (Bolten, 2020). It is necessary that one should respect other people’s opinion and perspective. It doesn’t necessarily mean that you agree with their opinions; it just provides clarity and respect towards one opinion. One can politely disagree to other person’s opinion but should not disrespect it (von Lühmann et al., 2020).
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Working in organisational culture, requires being patient and calm while conducting the communication process. Poor communication can result into frustration, demotivation and confusion within the employees (Bolten, 2020).  It is necessary that one should utilize the effective communication skills and should implement it in order to conduct effective communication process (Şihmantepe et al., 2021).  Observing my friend’s telecommunication organisation, I found various poor communications that leads to differences in opinions and creates misunderstanding. Some of the observed poor communication skills are stated below:
Cultural diversity- Since employees in my friend’s telecommunication organisation belongs to different culture and community; it comes difficult to communicate in a regional level. Employees belong to different race, caste, religion, beliefs and works under same workplace (Mir Kamali, 2020).  It is not possible to relay on common grounds of delivery of message and understands non-verbal clues. This hinders the effective communication in organisation (Şihmantepe et al., 2021).
Demoralized employees- If the employees are demoralized they lose the interest in their work. Demoralized employees do not wish to communicate efficiently and it creates barrier in organisation. At my friend’s workplace employees feels unappreciated, unvalued, disrespected and disregarded which affects their communication skills. Employees should be valued and considered irrespective of differences in opinions (von Lühmann et al., 2020).
Personal issues- Though working at workplace some of the employees were disturbed due to several personal issues. Employer should consider the understanding and should grant some time to resolve the issue (Bolten, 2020). Various employees feel demotivated and lack the spirit to work due to their personal issue. Instead of arguing and pressurizing employees, organisation should consider the issue and allot some mental space and freedom to bounce back (Bolten, 2020).
Undefined objectives- The objectives of individual and organisational objectives should go hand in hand. In order to boost the employee morale and motivate them to work efficiently their objectives should be well understood and should be aligned to organisational objectives (von Lühmann et al., 2020). At my friend’s workplace, employees were disturbed and unorganised as their objectives were not clear which do not motivate them to work harder. Lack of clearly defined objectives creates communication gap between top level management and employees which hinders the effective communication process and affects the organisational goals (Şihmantepe et al., 2021). 
[bookmark: _Toc79748106]CONCLUSION 
It can be concluded that effective communication provides support to individual’s goal and objectives. Working with different type of people in a team requires command over communication skills. Individual should inculcate communication skills in order to achieve growth at work place. Working in a team with different people with different opinions, beliefs, race, caste, etc. one should respect other people’s opinion. Showing empathy towards other person builds the sense of trust and reliability. Communication plays vital role in shaping one’s personal and professional growth. Poor communication skills hinder the working of organisational growth and leads to low morale in a team.  Effective communication skills comprises of active listening, showing empathy, respecting and considering other person’s opinion, use of non-verbal signs, effective body language, etc. in order to boost the communication process and carry out the task with ease. Poor communication leads to misunderstanding, lack of motivation, unorganised staff and miscommunication of thoughts within a team. This affects the overall working of team and affects the organisational goals.
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