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[bookmark: _Toc70680407]1.0 Introduction

Effective teamwork and communication is highly important to ensure high productivity within the team reason being, understanding the communication is crucial for the success. Communication refers to exchanging and imparting of information via writing, speaking or using another sort of medium. It’s a process which individual use to exchange information by symbol, behavior or sign (Deluliis., 2016). Through effective communication team would able to build a common goal among members which will eventually help them to achieve business goal. Through frequent communication can support team member to develop a sense of belongings as well as strengthen relationships. For business growth team building and its necessity create long-term productivity (Duck and Mcmahan., 2020). In this report model of communication will be demonstrated such as Berlo’s model of communication, Schramm’s model of communication and the Shannon and Weaver model of communication. Apart from that, example of poor communication within the researcher workplace will be discussed along with how it can be improved will be through the findings will be added. 
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In the era of globalization and technological advancement different means one can use to communicate and it turned much easier to communicate a message towards another party in compare to it was decades ago. Hence, every business where its located, what are their expertise, scale they operates have realized the overall importance of good communication. This communication for business take place both within the business and other external stakeholders (Bertram., 2019). Hitherto, it is vital for any business to get in depth knowledge about communication model to enhance their potentiality of effective communication across the business. 

[bookmark: _Toc70680409]2.1 Shannon and weaver model 

This model considers as earliest communication model which was developed by Claude Shannon and Weaver back in 1948. Through this communication model foundation of communication has been enhance and this model consider as grandfather of different communication models (Robinson et al., 2011). The illustration of Shannon’s model is following; 

[image: hannon's Model]

The above diagram portrays how overall communication system take place as well as help one to establish what may go wrong. In this model, the data and information sources typically refers to a person who later send message with use of the transmitter. This transmitter can be in any form of instrument today such as computers to phones or other devices. The signal that received and sent could be relying upon the communication method. The noise box at the bottom refers to the signals which may interfere with the message which has been carried and it depend on the communication method. On the other hand, the receiver is the person or the instrument which on other side receives the message. This model considers as simplest model of the communication within communication process (Duck and Mcmahan., 2020). 

To get richer understanding about communication Maria and Pedro’s case study can be drawn here which discussed the practices, conceptions and reflections about the practices of mathematics teacher. The result of this paper identified the communication issues within the classroom, putting her practice under scrutiny as well as developed richer process of communication between her and her students. Through this paper some effective communication tactics have found such as 

· Avoid giving orders instead asked to do 
· Students involvement. 
· Values students autonomy, identify student’s difficulties. 
· Reflection on practices. 
· Offer illustration of the practices. 
· Concern about language in class (Maria and Pedro., 2009). 

After ensuring all these Maria develop an effective plan, access and review new teaching experiences that help her seek new form of work within the classroom. 
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This model is developed back in 1954 where Schramm emphasized both the receiver and sender plays the role of decoder and encoder while communicating (Businesstopia., 2019). The prosed model of Schramm is following; 

[image: chramm's Model]

                      Source: Businesstopia., 2019


The communication model of Schramm is cyclical which includes all the basic communication principles. The three elements of this model are discussed below; 

Sources (encoder) 

The sources of the message are the sender basically the party that send the message. The source need to be clear while sending the message and need to demonstrate why its important for recipient to read it. here, sender need to ensure the provided information is relevant, useful and accurate (Janse B., 2019). 

Recipient (decoder)

Recipient is the person or the group to whom the message has been sent. The recipient could decode the message through different aspects. Decoding a message is sort of psychological process as once the message has been received the stimulus is sent towards the user brain for interpretation. This communication can be successful if the recipient correctly interprets the messages via the sources (Janse B., 2019).

Message

Within the study of the communication and rhetoric message is defined as an information and this information is communicated via words, symbols and character. A message could contain verbal content like emails, phone calls, speech, sign language as well as could contain non-verbal content like posture, gesture, eye contact, timing and events artefacts (Janse B., 2019).


[bookmark: _Toc70680411]2.3 Berlo’s model

This model is another popular communication model where Berlo stresses over the link between the sending the message and the person receiving the message. As per this model, messages need to be properly decoded or encoded as well as communication of the both source and the receiver need to be best (Ferguson et al., 2014). The illustration of the model is given below; 


[image: erlo's Model ]

                                           Source: Businesstopia 2019. 

This communication process will be smooth if two points are skilled. Berol’s models hold four major components where each component holds sub groups that assist factors of each which is discussed below; 

Sender

Sender consider as source of the message or the person who have developed it and source and person basically send the message towards the receiver. The factors below are linked with sender as well as receiver (businesstopia., 2019).

Communication skills - a person’s communication skills are aspects that impact overall process of communication. If the sender holds communication skills then the message would be communicated better (businesstopia., 2019). 


Attitude - the attitude of the receiver and sender develops the message effect and its changes the effect and meaning of the message (businesstopia., 2019). 


Knowledge - through knowledge familiarity of the message can be more effective and makes communicator send the message efficiently (businesstopia., 2019). 


Message 

A message is a substance which is being sent via sender and receiver and it could be the form of audio, voice, text or video. The major factors affect the message are; elements, contents, structure, treatment and code (businesstopia., 2019). 


Channel

Channel is medium that is used to send the message and five senses of the human being is consider as channel which includes seeing, hearing, smelling, touching and tasting (businesstopia., 2019). 


Receiver 

Receiver is person who receive the message send via the process and here the message should be sync while receiver should have good knowledge when receiving it (businesstopia., 2019). 

[bookmark: _Toc70680412]3.0 Communication Skills 

There are three types of communication that one can use which are; 

Verbal communication: it can either face to face conversation, spoken or oral or over the video or phone (Deluliis., 2016). 

Non-verbal communication: this communication can be done through the process of conveying meaning without using any words whether spoken or written such as tone, posture, gesture, signs and signals (Deluliis., 2016). 

Listening: there are two types of listening active listening and empathetic listening (Deluliis., 2016). 


Active listening - this is a technique of careful observation and listening of non-verbal cues (Deluliis., 2016). 

Empathetic listening - it’s a structured listening that allow one to enhance link with stronger understanding of what being conveyed (Deluliis., 2016). 

[bookmark: _Toc70680413]3.1 Example of poor communication 

Poor communication is something that inhibit the delivery of efficient work, stressed team work and result in poor job satisfaction (Bertram., 2019). I used to work in a nursing home where I had supervisor she used to explain what needed to be done in a poor way and she was always busy and gave us less time to ask question and clarification we failed to get clear instruction. In nursing home, clear instruction and communication with explanation is important as it can impact patient lives. As a result, our team had consequences of poor communication which is following; 

· Losing time as instruction was not clear and we all end up doing repeat work. 
· Staff stressed was developed as staff was unsure about their tasks. 
· Product was wasted due to having poor instruction. 
· Staff turnover was high and they feel left out. 
· Messages was misunderstood and misinterpreted. 
· Patients safety was at risks (Duck and Mcmahan., 2020). 

Taking all this consequences in consideration some improvement can be made to overcome poor communication these are; 

· Use right communication tool e.g. verbal communication, highlight key issues and establish a baseline. 
· Make commitment to change and drive accountability. 
· Report to the senior management about supervisor poor communication. 
· Open room for more discussion. 
· Carry out daily, weekly and monthly conversation, one-to-one conversation, feedback, effective training and coaching can mitigate the risk associated with communication Duck and Mcmahan., 2020).


[bookmark: _Toc70680414]4.0 Conclusion

In this report, the field of study has disused various aspects incorporated within effective communication such as communication model, case study, types of communication, poor communication within workplace and how to overcome these challenges. Through this report, it has also been identified that effective teamwork and communication is highly important to ensure high productivity within the team as understanding the communication is crucial for the success. In this report, therefore model of communication was demonstrated such as Berlo’s model of communication, Schramm’s model of communication and the Shannon and Weaver model of communication along with Mario and Pedro case study. Apart from that, example of poor communication within the researcher workplace has been discussed with communication problem has been highlighted from researcher personal experiences and how it can be improved also be added to ensure communication is highly effective for all staff members. 
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