


Executive summary
The process of sharing information between two or more people in a way that ensures the message is understood and received with clarity and purpose is known as effective communication. Relationships can be strengthened, creativity can be expanded, productivity can be raised, and miscommunication may be avoided. Conceptual frameworks known as communication models serve as examples of how communication functions. They support us in evaluating, comprehending, and enhancing our communication abilities. Different models of communication exist, including transactional, interactive, and linear models. Communication models can assist us in determining the advantages and disadvantages of our communication as well as the various factors that impact it, like background noise, the surrounding environment, culture, and individual characteristics.
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[bookmark: _Toc149915860]Introduction

This report has been put together upon the request to analyse Effective communication by looking at Communication Models. The report was requested by Bettina Silsby, lector at Effective Teamworking and Communication on 28 September 2023, and it was completed by Oana-Maria Burlacu(2241262), a student at UWTSD on 17 November 2023.
The purpose of this report is to help understand the importance of Effective Communication in a workplace, by analysing different models of communication.
To create this report primary and secondary sources have been analysed: books, websites, and journals.
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[bookmark: _Toc149915862]Effective communication

According to Jalaoaso (2023), the exchange of ideas, thoughts, opinions, knowledge, and facts to ensure that the message is understood and received with clarity and purpose is known as effective communication. Therefore to effectively communicate, one must comprehend the motivations and feelings underlying the information being shared. In a workplace, trust, collaboration, and higher efficiency are all dependent on effective communication.

Effective communication promotes cooperation, trust-building, and increased output. If proper communication is not used the organization and the employees are susceptible to failure, according to Herzberg's Theory (1966) if several factors are not met motivation is low the achievements are accordingly and the work environment becomes hostile (Herzberg et. al., 1997).

Julie Jansen (2008) states that, if several steps are followed the communications patterns can be improved and an effective workplace results in a successful organization.
Therefore actively listen to comprehend what the interlocutor is attempting to express; recognize when and what to talk about; use proper channels for transmitting the information; be succinct and clear; communicate with respect in order to build trust; and give input, it aids people in recognizing their advantages and disadvantages and enhancing their performance; use adequate body language to improve the effectiveness of your message. 

[bookmark: _Toc149915863]Communication models

Communication is vital in any field of work, effective communication creates a better work environment, gives everyone a voice, helps the organization grow, and builds strong management (Plaza, Windon, Robotham, 2022). 
There are different methods of communication. Some of these are Verbal, Non-verbal, and Written.

Based on the different methods of communication several models have been developed to help with work communication. Understanding these models helps to better prepare for future communication situations, reflect more on past interactions, and learn more. 

Linear models of communication are considered unidirectional as Shannon-Weaver (1948) and Berlo (1960). These models are based on analysing how messages are sent and received. This type of communication model has been criticized heavily for implying that communication happens just in one direction. It also does not demonstrate how communication is impacted by context or our individual experiences (Sadri, Flammia, 2011).

Interactive models of communication are analysed as two-directional as Schramm (1955). In this paradigm, communication is seen as a two-way process and feedback is emphasized as being crucial. It considers the experience in the communication field as well. The downside to this model is that it assumes that the interlocutors are taking turns in the process of communication instead of transmitting information at the same time (Drew, 2019).


Transactional models of communication are also analysed as two-directional as Dean Barnlund (1970) states in his article ‘A transactional model of Communication’. In this type of model sender and recipient alternate positions in this ongoing process, and both are equally significant. Both parties provide continuous feedback as the message is passed along. A message for one is a feedback for another. Some of the disadvantages of this type of model are poor expression of emotions and ideas, wrong interpretation of the message, and trouble communicating complicated concepts (Kumar, 2020).

[bookmark: _Toc149915864]Reflection – Communication Issue at Work

My supervisor and I had a communication breakdown over a project deadline. He emailed me to finish by Thursday night, but I thought it was Friday. I emailed him back, but he did not reply until Friday morning. He did not choose the best channel for transmitting the information because I was not able to get a reply in time. He said he made a mistake and meant Friday night. He apologized for the confusion. This could have been avoided if he followed Adair’s Leadership Theory (1960) and balanced the task, team, and individual needs.
I resolved this problem by communicating and avoiding conflict as Thomas-Kilmann's research from 1977 shows. According to Belbin`s team roles (2012), I am a completer/finisher so I was anxious and confused after reading his email and I told him that I would appreciate it if he could give me instructions that were clearer and more consistent going forward. He said he was wrong and promised to communicate more carefully from now on. I also let my teammates know the accurate deadline through communication. Together, we completed the job by Friday night and sent it to our supervisor.
This experience has shown me how important it is to communicate clearly to prevent miscommunications and disputes at work. Instead of assuming or leaping to conclusions, I've learned that it's critical to get any questions or queries concerning instructions or expectations cleared up as soon as possible. I've also discovered how crucial it is to always communicate politely and respectfully, even when there is an issue or an error. I was able to overcome this by speaking clearly.
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Any workplace needs effective communication skills because they can enhance relationships and organizational performance. Models of communication can assist us in comprehending and enhancing communication. Every model has advantages and disadvantages and can be applied in various scenarios. In any workplace, miscommunication can occur for a variety of reasons, including background noise, miscommunication, and misinterpretation. We must seek out input and clarification while communicating in an open, sincere, and empathetic manner to resolve these problems. By doing this, we can accomplish our objectives, avoid or settle disputes, and develop rapport and trust.
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Based on research and analysis the Barnulund (1970) model of communication is the most effective because all the participants in the communication an equally important. Communication involves the sender and the recipient exchanging ideas simultaneously and reciprocally. In addition to actively participating in message encoding and decoding, both parties also provide feedback and evaluate cues. In addition, Barnlund's approach takes into consideration the communication context that is, the environmental, social, psychological, and cultural elements that impact the formation and interpretation of messages. Various types of communication, including interpersonal, group, organizational, and intercultural communication, can be handled by using Barnlund's structure. It aids in our comprehension of how the attitudes, expectations, feelings, and values of the communicators impact communication as well as how communication might impact the relationships and results of the communicators.
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