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[bookmark: _Toc68932778]Introduction
Communication has been defined as the process feelings and ideas are expressed or relaying of information from one person to another or from one place to another (Luhmann, 2012). Communication involves the use of codes where the interlocutors exchange signals which can either be verbal or use of graphics. This report will describe the models of communication and communications skills with its application in relevant case studies. Further, examples of poor communication at Marshfield Bakery Ltd and how it would be addressed given.
[bookmark: _Toc68932779]Models of communications and communication skills in a workplace
communication models are visual representations which identify, classify and describe the various parts of the communication processes (McQuail, and Windahl, 2015). The main features in the communication process include; sender, message, media and receiver. The models used in communication involve; linear and transactional. Linear model is the basic model whereas the transactional model builds up on the linear model. The significance of the communication models used to give insight in the communication process in a workplace. Communication models are important that help individuals to acquire an efficient understanding of the communication process (Narula, 2006).
Communication skills are defined as the abilities used when giving and receiving different kinds of information e.g., listening, observing, empathising and speaking. Communication skills are beneficial in communicating effectively with others. Good listening skills are beneficial in the communication process as it helps in understanding the information provided (Maguire and Pitceathly, 2012).
Models of communication
Models of communication include; Laswell model, Shannon and weaver model, Charles Osgood’s Model and Bruce Wesley and the MacLean models. 
Laswell model was developed by Harold D. Laswell as a linear model of communication where important concepts that need to be taken into account such as who is saying something, channels to convey the message, the receiver of the message, the channels used to convey the message. This model is commonly used by public relations and communication science to make the classic sender and receiver model. This is because more emphasis is put on the information to be communicated and the channels used in the process of communication (Wenxiu, 2015).
As shown in figure 1. Below Laswell model generally focuses on five components including; the communicator, the message, medium through which the is channelled, the receiver of the message and the effect the message creates (Sapienza et al., 2015).
[image: ]
Figure 1. A graphic representation of Laswell model of communication
Laswell focuses on the transmission of messages and raises the issue of effect rather than the meaning. These means that changing one of the elements will change the effect. In that changing the communicator changes the message, the channel used and the receiver and changes should bring an appropriate change in the effect. Laswell model was normally used in mass communication more especially in the media (Sapienza et al., 2015). 
Shannon and Weaver model was developed by Claude Shannon and Warren Weaver. It is referred to as the transmission communication model because individuals are able to use this model to transfer information. The message is transmitted to the receiver through the channel. This model uses the source to generate the message which is communicated into various types of messages. In this model concepts such as error in transmission, noise and disturbances have been introduced. 
As shown in figure 2 below, Shannon and weaver model has five components including; source of information, the transmitter, receiver, destination and feedback. Compared to the Laswell model, the Shannon and weaver model has feedback and source of noise.
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Figure 2. Presentation of Shannon and weaver model
Balancing entropy need to be maintained which is a degree of redundancy. This shows that for effective communication to occur, the noise has to be reduced in communication to reduce redundancy. However, this type of communication does not take into account the element of feedback which is regarded as important to make the process of communication complete. The models suggests that communication in a medium is direct and unidirectional but its indirect in the real world of media. Moreover, the model tries to use notions of structure to determine the relationships in data and information (Al-Fedaghi, 2012). The model has been applied in the all kinds of communication for effective communication and has been used academically for calculating transmission of machines.
Shannon weaver model is beneficial as it helps in identifying the noise and removing it for effective communication.  Moreover, it is a two-way process hence applicable in general communication. However, the model has faced criticisms including; it is more applied in interpersonal communication rather than mass communication, feedback is seen as less important and the critics have taken the communication as misleading.
Charles Osgood’s model indicates that communication is a dynamic process where a relationship exists between the receiver and the sender. This model highlights that a two-way process occurs in the communication process i.e., the individuals involved send and receive messages. When concluding the communication process, the individuals give remarks and a feedback system. As shown in figure 3 below the Charles Osgood model of communication breaks the sender and receiver model and its more practical. 
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Figure 3. Representation of the Charles Osgood model
This model normally relays information when the individuals are communicating where methods of decoding, message interpretation and encoding are implemented. The model is commonly used in interpersonal communication where the sources and receiver of the message are present physically. A common example of this model is in teaching where the teacher prepares to teach, interaction takes place through exchange of ideas and asking questions (Mayring, 2015). 
The advantages of the model include; its dynamic and shows that situations can change, feedback is the central feature, it assumes that communication is circular in nature and the sender and the receiver is the same person. However, the model is disadvantageous because it does not talk about noise and assumes encoding and decoding.
Bruce Westley and M.S. MacLean’s Model   is an extension of the Newcomb’s model. This model is used in mass media and is based on the assumption that messages are passed through different points before the audience is reached. There exists a mediator who facilitates the communication between the sender and receiver and its common in mass media during anchoring news. The mediator makes decisions on what message is to be transmitted and modification of the content before it is transmitted. The important features in this model includes; source of information, sender, mediator, audience and feedback. However, this model is only used in mass communication and the relationship between mass media and other systems (Westley and MacLean, 2011). Figure 4 below shows the Westley and MacLean model of communication processes.
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Figure 4. Bruce Westley and M.S. MacLean’s Model graphic presentation
In this communication model, the process of communication starts when the communicator creates the message from the environment around and then to the sender, to the gatekeeper who is the person that edits the message, feedback and to the receiver again.
[bookmark: _Toc68932780]Poor communication in organisations: A case of Marshfield Bakery Ltd
Poor communication in workplaces have detriments which may cripple the performance. A friend of mine works at Marshfield Bakery Ltd which is involved baking of cakes. The bakery is involved in the manufacturing of quality handmade cakes, biscuits, snack bars and seasonal goods which are distributed in Europe and the UK. Examples of poor communication experienced at Marshfield bakery Ltd include; lack of specific communication channels, use of incorrect medium to relay important messages, failing to listen, passive and aggressive communication and intimidation of others. Passive and aggressive communication is classified as a form of poor communication and has a negative effect on the feelings of people in the workplace (Rancer and Avtgis, 2016). This behaviour is an issue to the staff of Marshfield Bakery Ltd because the person affected may feel neglected repeatedly and the relationship of people at the workplace is damaged. For instance, leaders or other staff who refuse to talk directly to co-worker are being passive-aggressive or purposely avoiding to work on a project. 
Intimidation is a form of poor communication in the workplace as it creates a toxic environment which is filled with fear. In some occurrence bosses in Marshfield Bakery Ltd bully their employees so as to get high returns. Similarly, intimidation can occur between workers of this company who are competing for promotion. This is often expressed in direct verbal language or physical threats e.g., loud speech, taking over the work space physically or standing close to the person which causes discomfort (Dull and Fox, 2010). 
Blame game is closely linked to ethics and responsibility which is regarded as a form of poor communication. Some of the workers of Marshfield Bakery Ltd fail to own a mistake or take responsibility for not delivering of the tasks assigned shows lack of responsibility. Blaming others might be counterproductive and cannot solve issues as well as damaging working relationships. Failing to listen at Marshfield Bakery Ltd is also a form of poor communication and this normally occurs when the employees and their leaders engage as disconnected individuals who fail to listen to those around them (Dyck et al., 2012). Other examples of poor communication experienced at Marshfield Bakery Ltd include; failure to listen to the customers who always give a negative feedback on the products or services provided can make them dissatisfied and move to buy elsewhere.
Poor communication experienced at Marshfield Bakery Ltd can be resolved in various ways including; developing a straightforward process of onboarding, making clear and measurable expectations, developing an open-door policy, developing an internal newsletter and making resources in the workplace easily available. Developing a straightforward process of onboarding such as training programs where the Marshfield Bakery Ltd staff can access and review in case, they have any questions. The company’s culture should be easily understood with clear guidelines on the values of the organisation. The boarding process should be done in a social way where the employees are given a platform to ask any questions (Dyck et al., 2012).
Making clear and measurable expectations for the employees of Marshfield Bakery Ltd helps in outlining the steps to follow success which is beneficial in assessing the performance. Development of an open-door policy in Marshfield Bakery Ltd reduces intimidation of the employees and the employees will feel comfortable in sharing and approaching their leaders as well as help in clearing up confusion. Availability and accessibility of resources and internal documents enables free and efficient flow of information which clears confusion and answers questions efficiently. Moreover, an internal newsletter for the company will help in sharing the information and news quickly to all the staff in a workplace (Dull and Fox, 2010).
[bookmark: _Toc68932781]Conclusion
In conclusion, communication skills are beneficial in communicating effectively. Good listening skills are beneficial in the communication process as it helps in understanding the information provided hence exercising of good judgement. Moreover, the models of communication are beneficial in understanding processes of communication. the models include; Laswell, Shannon and Weaver, Charles Osgood and the Bruce and MacLean’s Models. Through understanding these models, the flow of information from the sender to the receiver is understood. Examples of poor communication in Marshfield Bakery include; lack of specific communication channels, use of incorrect medium to relay important messages, passive and aggressive communication and intimidation of others. They can be resolved in various ways including; developing a straightforward process of onboarding, making clear and measurable expectations, developing an open-door policy, developing an internal newsletter and making resources in the company easily available.
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