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Introduction
Communication is defined as the process by which information, thoughts and ideas are exchanged between two or more individuals; resulting into mutual understanding between them, through a common system. (Maund, 2017). Communication is also often defined as the glue that holds people or an organization together but, in some instances, if misused, it can bring about negative repercussions causing misunderstandings between individuals. This process requires at least one sender, the message intended which should be simple and clear, the receiver of the message, and a channel of communication. Communication begins with the conception of an idea in the mind of the sender. He or she then encodes this idea in the form of meaningful symbols and chooses a suitable medium of communication through which these symbols can be transmitted and accessed by the receiver. Examples of these media of communication include face to face conversations, a text message, a piece of art, and electronic transmissions. Once the receiver has received the message, he or she must decode the message in order to interpret and understand the intent of the sender. For the communication process to be complete and satisfactory, the receiver must then send feedback to the sender illustrating that the message has been understood. (Maund, 2017). 

1.0 Types of communication
Over the past decades, there are four main types of communication that have been predominant and have been used to convey information between persons and different entities. These types of communication have not only been of great importance to organizations but also to the world at large making it ‘a small village.’ The four types of communication are verbal communication, non-verbal communication, written communication and virtual communication. (Bhasin, 2020). 

1.0.1 Verbal communication
Verbal communication can be simply termed as any communication that happens orally between individuals. It also entails verbal filters used during communication (e.g. uum, like). (Maund, 2017). It is also known as oral communication. This type of communication is usually common, quick, and precise as compared to other types of communication. (Bhasin, 2020). Verbal messages are normally created through language. For communication to be effective using this type of communication, both the sender and receiver must share a common language. Furthermore, the receiver must accurately understand the intent of the sender. In work places, this type of communication can be used between employers, managers, supervisors, subordinates, and customers. This occurs in different settings for instance, training sessions between subordinates and supervisors, group meetings between employees, performance appraisals between employees and employers, during sales between the organization and customers, and many more. (Doyle, 2020).

1.0.2 Non-verbal communication
As the name itself suggests, non-verbal communication involves no words. Technically speaking, it is referred to as the process of sending and receiving messages without using words which are either spoken or written. It is commonly known as body language. (Nordquist, 2020). Non-verbal communication is important as it gives us valuable information that may not be conveyed through other types of communication such as the responsiveness of a person towards information communicated, the mood of a person, and how to approach a person. Examples of this type of communication include body gestures, physical appearance, body movement, facial and eye expressions, touch, posture and vocal expression. What is more, it is important for a person to know how to read and interpret these non-verbal cues as people use them differently. This is a difficult skill to acquire and hence, it is important for one to ask how a person feels about the information communicated in order not to misinterpret the non-verbal cues. (Maund, 2017). In work places, this type of communication is commonly used between subordinates and their superiors to assess the responsiveness towards information conveyed.

1.0.3 Written communication
Written information involves any type of message that makes use of written word. (Manker, 2015). This type of communication is usually effective in work places and can be used internally and externally to pass information. Examples of forms of written communication used internally in a work place include memos, reports, job descriptions, employee manuals, emails, and many others. Examples of forms of written communication used externally include emails, letters, proposals, faxes, telegrams, websites, contracts, and many others. (Manker, 2015). Even though this type of communication is effective in a work place, it comes with its disadvantages for instance delayed communication as it may take a while for the information to reach the intended and lack of secrecy as anyone may read the information conveyed. (Manker, 2015).


2.0 Effective communication skills
Communication is more than just exchanging information. It is about one understanding the intentions behind the information conveyed and giving feedback to the sender to his or her satisfaction. In order to achieve this, various skills of communication are applied for instance active listening, assertiveness, clarity, providing feedback and confidence. (Jane, 2015). 

2.0.1 Active listening
Active listening is usually the key to understanding what the other person is saying. During the communication process, there are various distractions which one may collide with. These distractions may either be mental or physical. Mental distractions include daydreaming about a past experience, preparing what one will say next, wishing one was somewhere else, and also jumping into conclusions pre maturely. Physical distractions may include noise, concentrating on the physical attributes of the other person, and many more. As a result of this, one must find a way to resist all these distractions for information to be effectively communicated. This is what is known as active listening. To be an active listener, one must mind their posture, be good in probing the other party in order to fully understand what is being communicated, be good in paraphrasing so as to shorten whatever is being said for easier understanding, and finally, be able to use hypothetical questions in order to test one’s state of mind. (Maund, 2017) 

2.0.2 Assertiveness 
Assertiveness is the ability to express one’s ideas honestly without disrespecting the other party either directly or indirectly. This is mostly used in group discussions where one stands up and presents his ideas or opinions without necessarily disregarding anyone involved in the discussion. Moreover, other people in the discussion group must learn to accept other people’s opinions without being passive or aggressive towards them. The use of words such as I feel as though, I have noticed, I think, and many more come in handy to ensure that there is no disrespect caused in the presentation of opinions and ideas. Assertiveness therefore helps in maintaining a good relationship and mutual respect between people in the workplace.

2.0.3 Clarity
As it is frequently said, less is more; clarity.  Hence, one must learn to use short, concise sentences during communication so as to achieve easier understanding between both parties. On top of this, one must use a language that is common to all the parties involved in order to be effective in communication. (Jane, 2015).

2.0.4 Providing feedback 
Feedback is one of the most important sections in the process of communication as it completes the cycle of communication. Lack of feedback deems communication as being incomplete leaving the other parties involved ‘hanging’. It is therefore important to learn how to give out feedback that is satisfactory. (Jane, 2015)

2.0.5 Confidence 
Confidence shows that one believes in what he or she is saying therefore making the other parties involved comfortable in embracing your ideas and opinions. In spite of this, one must learn the difference between being confident and being arrogant and aggressive so as to avoid disrespecting the other parties. (Doyle, 2020). 
These skills are essential for effective communication in an organization. For instance in my workplace, it is important for me to possess all these communication skills so as to maintain a good relationship between the organization and the customers.

3.0 Models of communication
Communication models are representations of the process of communication and they help in understanding how communication can be made effective. They do this by use of symbols to break down communication from a complex process to a simple process keeping the components involved in communication intact. Communication models are used in work places to establish how recipients of information will interpret the messages conveyed and also help organizations explore their options in order to find out how they will use communication to achieve their goals. Before an organization chooses a specific model of communication, they must consider the channels and methods of communication to be used and the purpose of communication. (Businesstopia, 2018). There are three general types of communication models in which all other models of communication are categorizes and they are; linear model, transaction model, and interaction model.

3.0.1 Linear model
Linear model is the simplest model of communication where communication is one way and it flows in a straight line from the sender to the receiver and no feedback is required (Businesstopia, 2018). This model usually focuses on the sender and the message within the communication process as the receiver is merely viewed as an end point and not an integral part of the communication process. Since feedback is not involved in this communication model, we are left to assume that the receiver of the message has understood the information conveyed. This model is mainly used in mass communication. (Ashman, 2020). Like any other model of communication, linear model has its pros and cons. The advantage of this model is that it is good at audience persuasion, propaganda setting; getting intended results whereas its disadvantage of it is that there is no way to know whether communication was effective and there is no feedback whatsoever. The different models that follow linear model of communication include; Laswell’s model, Aristotle’s model, Shannon Weaver model and Berol’s S-M-C-R model of communication. (Businesstopia, 2018).

3.0.2 Transaction model 
Unlike the linear model of communication, transaction model uses both the sender and the receiver as communicators and they both play and equal and important role in the communication process. In this model of communication, feedback, even if in non-verbal form, is significant. This model describes communication as a process which describes communication as a process in which social realities are generated within social, rational, and cultural contexts. Instead of merely labelling the participants of this model of communication as senders and receivers, they are described as communicators. The advantage of this model of communication is that feedback is instant and there is no discrimination between the sender and the receiver while the disadvantage of this model of communication is that in as much as it encourages non-verbal communication, at times it is difficult to interpret the non-verbal cues The different models that follow this model of communication include Barnlund’s model, Helical model and Becker’s model. (Businesstopia, 2018).

3.0.3 Interactive model 
Interactive model is also known as convergence model. It is similar to the transaction model of communication as they are both a two-way communication model. However, the two differ in that this model often uses new media of communication for instance the internet, videos, news and many others. Here, people can exchange their views and ideas easily. The advantage of this model of communication is that it can be used in mass communication while the disadvantage of it is that the sender and the receiver might not know each other well. An example of this model of communication is the Schramm’s interactive model. (Businesstopia, 2018)
According to case study Vesracorp and Protégé were given a task of designing an advertising campaign for a private jet service. Versacorp made a mistake in that they did not use the transaction model of communication in order to interview the customers and know their wants and desires. This proved to be fatal and led to their downfall. Furthermore, one of the group members, Sam, did not possess the skill of being clear in his communication as he kept going off topic. He also did not have any respect towards his group members as he kept lying on the floor of the conference room taking a nap. Furthermore, the group leader, Jason also had his flaws as he did not listen to the contributions of the other group members therefore showing that he lacked the skill of assertiveness and also had pride since he considered his opinions as the best. Even though protégé won the competition, they had their flaws as the group members did not possess the skill of assertiveness. During discussions, the tempers of group members were all over the place and other members of the group disregarded the opinions of others and termed them as invalid therefore forming a crack between the members of the group. Protégé won mainly because they used the transaction model of communication to know the needs and desires of the customers and meet them.
4.0 Poor communication skills and how to improve them in a work set up

4.0.1 One-way communication
This happens whenever my supervisor instructs me to do a certain task without caring whether I have one task at hand or whether I have time to do it. This has made me frustrated over the period of time I have worked here. In addition to this, my supervisor does not answer any of the questions I have in regards to the task given and hence this makes me do the task shoddily. In this case, I would advise the supervisor to adopt the transaction model of communication as it would help him know my feelings towards the task given. I would also ask him to pay attention to my non-verbal cues as they would help us develop a healthy relationship between us.  

4.0.2 An un-interactive way of communication
In my workplace, we are divided into groups where the groups have group leaders and they are required to give a report on how supplies have been made during the week. The members of my group are not assertive as they do not respect other people’s opinion. The group leader is also proud and a dictator as he terms his opinions as the final one. I would urge my group to be assertive and respect other people’s opinion. My group should also practice the transaction model of communication as it would help us communicate effectively hence helping us achieve our goals.

Conclusion
In conclusion, communication is a very important tool in an organization as it helps in achieving the set goals of the organization, helps in maintaining a healthy relationship between the internal and external stakeholders of the organization and also helps to maintain a smooth flow in the day to day activities of the organization. An organization must therefore evaluate the various types of communication it uses, help their employees in acquiring various communication skills and then choose a suitable model of communication that helps them achieve their goals.
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