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INTRODUCTION
Communication is described as the process or act involved with transferring information, ideas, behaviour  between two individuals group or organisation (Bayles, et al., 2018).  Creating a work environment with effective and clear communication is very crucial as it helps to improve the performance of the organisation.  An employer for example, with effective communication can provide a clear plan to the employees by conducting a clear strategic goal and future objectives. Although, many organisations can be affected by the lack of effective communication due to language issues, lack of clarity and poor listening which can have a negative influence in the communication between employees.  This report will focus on the significance on effective communication within the workplace, along with that it will provide case studies that show evidence about the importance of communication and also the barriers and challenges that many organisations face due to the lack of affective communication. Also, appropriate suggestions to improve the communication within workplace. 
Model of communication:
Three specific communication models have been selected for describing the importance of workplace communication and the models are Shannon and Weaver model, Schramm’s Model and Berlo’s SMCR model.
1.1 [bookmark: _Toc47543385]Models of communication: Shannon and weaver Model:
Shannon and weavers Model define when communication can be broken into six basic key concepts which includes sender, encoder, channel of communication, decoder and the receiver.
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Figure 1:Shannon and weaver Model, Source: (Kubota, 2019)
This model explains how effective communication can be developed in a workplace and how information can be shared from one individual to another. For example, the instigator of the message sends a messaged which gets sent into signal through encoder and travel through any channels like audio, video, email, face-to face. The signals then get into decode and get decoded from signals to the message which is eventually delivered to the receiver.  This model also shows that, the message may at times create issues in reaching to the sender because of noise which can be caused by the people, environment or signal. The model also explains that when giving feedback through the receiver to the sender mentioned that through providing feedback by the receiver to the sender can alleviate the misunderstanding related to the communication. 
Language barrier can happen in the workplace if it is a culturally diverse team which can create various issues in delivering the right information to the other individuals. For example, when in a diverse team the manager delivers some information in English it can create many challenges in communication for other employees who may not be comfortable with English language. Furthermore, language barrier in the workplace can create complications in accomplishing and reaching a goal and create a negative on the overall performance of an organisation.  
[bookmark: _Toc47543386]1.2. Schramm model of communication:
Schramm model of communication is circular framework of communication which is basically involved with encoder, decoder and interpreter. The main difference between the Shannon and weaver Model and this model is that the Shannon and Weaver model defines the way a message can be sent and interrupted by the environment as to this model it explains that the receiver and the sender take turns sending and also receiving a message to avoid ineffective communications. Also, it is a circular model whereas the other one is considered as the linear model. 
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Figure 2:Schramm model of communication, Source:: (Elleström, 2018)
The unique importance in this model is that it helps facilitate the communication between two individuals where they both can be the sender or the receiver. The only concern about this concept is that it focuses mainly on the conversation between two people and not if the communication is effective or if it implies any barriers. The sender and receiver can send message as feedback about the message which has been received. From the analysis of the case study of Maria and Pedro, where because of noise, the message “Kitchen” has been receive as “Chicken” to Pedro. 
[bookmark: _Toc47543387]1.3. Berlo model of communication:
Berlo model of communication is one of the simplest communication model which is being established through a simplest form includes Sender- Message-channel-receiver for sending a message to the other person (Petersons & Khalimzoda, 2016).
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Figure 3: Berlo model of communication, Source: (Petersons & Khalimzoda, 2016)
According to this model, it has been analysed that this is also a linear communication model which is being used but the main difference of this model with the Shannon and weaver Model is the aspect of feedback. This eventually reflects that through using this model, the receiver and the sender will not get the opportunity to make any correction in the message. The uniqueness of this communication model is that, it includes a wide range of aspects such as communication skill, attitudes, knowledge about the communication topic of the sender and receiver. As this can create a direct impact on the overall operation and may create noise in delivering the message. For example, Amazon is one of the most popular e-commerce company which has established a diverse team within the organisation which creates challenges for them to establish effective communication. But this company has taken different strategies including training to help them overcome the issues. 
2. [bookmark: _Toc47543388]Communication skills:
Communication skill is the ability of sending and receiving different type of messages and other information regarding new ideas, creativity, updates about any project. Effective communication skill is important to have within the managers and the employees which help them in delivering information regarding any project, objective of the company, way of working and also help in clearing any doubts. Along with that, through effective communication skill, the employees and the managers can create a positive relation among them which leads to positive work culture and improve the productivity. There are basic four type of communication skills which is being used within an organisation for managing the overall operation with efficiency and it includes verbal, nonverbal, active listening and empathetic listening.  The verbal listening is the use of language for transferring information through speaking and for establishing the effective verbal communication it is required a strong confident speaking voice. On the other hand, in the non-verbal communication process, different aspects are being identified which includes body language, facial experience, gesture for the purpose of conveying any relevant information. Active listening is also considered as one of the most effective communication skills where the listener needs to pay attention to the sender for gathering more relevant information relate to any aspect. The empathetic listening is another communication skill where the listener listens to the speaker attentively and try to become a speaker. The importance of all the above-mentioned communication skill is to establish an effective communication which eventually help in delivering the information among the employees without any noise or interruption. 
3. [bookmark: _Toc47543390]Example of poor communication in the workplace:
Communication is particularly important when it comes to working together in a team, specially where I currently work. Not having a good understanding with your co-workers and manager is not good at all as it can cause the job not to be done properly and efficiently. Poor communication can be occurring because of the absence of clear direction, lack in providing information, lack of knowledge, conflicts among the employees, can be the reason behind the poor communication among the employees. Not only that, not having clear idea about the roles and responsibilities at your workplace can be the cause of poor communication. The management needs to offer a clear direction regarding the roles and responsibility that need  to be accomplished by the employees which help them to understand about their work and as a result it leads to the productivity and less confusion. Poor communication about the roles can create challenges in accomplishing the work. For example, poor communication occurs when the team leader informs about any changes to the employees through email rather than organising face to face meeting. As organising meeting can be more efficient for the staffs in understanding the changes need to implement and motivates them in performing the appropriate result.  Where I work many people do not understand English properly because English is not their first language. That has a big impact on the way you perform as a worker. Most of my colleagues need assistance when it comes to interpreting something. We also have a phone system where we need to write everything that happens with the residents, some of them are not able to write because they cannot write a full sentence in English. Every morning we are supposed to have a meeting when we come to work to know what has been happening with the residents in the care home, so we know what needs to be done during the day. Some colleagues do not attend because they come late and after they lost because they do not know what needs to be done. 
4. [bookmark: _Toc47543391]Suggestion for improvement:
From the analysis of the above analysis of the challenge which may face in workplace for poor communication, I have realised that new strategies need to be implemented which as a result help in establishing effective communication and getting more appropriate result. According to the Kolb’s reflective cycle, the reflective observation helps in identifying the issues and evaluating new strategies for the selected issue. 
[image: ]
Figure 4:Example of poor communication in the workplace
From the analysis it has been suggested that the issue of choosing wrong communication tool, an organisation needs to pay focus on the analytical skill of the leaders as it helps in selecting the most appropriate tool according to the situation. They are suggested to organise training for the leader to make improvement in their decision making. Along with that, the management needs to make documentation about the organisational policies which can help the issues related to the organisational operations. 
5. [bookmark: _Toc47543392]Conclusion: 
From the analysis, it has been concluded that, implementing an effective communication system within an organisation among the employees and the management is important for making improvement in the overall productivity. Communication helps in motivating the employees, offering a clear vision of the organisation to the employees and provide an effective way to reach the organisational goal. The Shannon and weaver model and the Berlo communication model are the linear communication model which is being used for making an effective communication within the organisation. Most of the companies are using communication styles like verbal, mon verbal, written for managing overall operation and reaching to the objective goal. 
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