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This report is about communication skills which is essential for personal development. The process of communication is delivering messages to others, interacting and exchanging thoughts and many more. The report is created based on examination of the poor communication practical exercise through class case study and delivering some fruitful strategies to improve the communication process. With the assistance of imparting speculations and models, it tends to be anything but difficult to come out with the appropriate arrangement of the issues. For the development of communication skills by implementing numerous communication strategies and theories make more support. 
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[bookmark: _Toc48058467]INTRODUCTION
The communication skills are needed to speak, behave properly with a diversity of people; several activities can be required to make effective communication which is good body language, make proper eye contact, and also pay attention at the time of listing to others. Some hindrances affect the effectiveness of communication like low verbal abilities, cultural diversity, and other mediums of poor interpersonal skills. With the help of communicating theories and models, it can be easy to come out with a proper solution to the issues (Downing, 2019). 
In this assignment, examine the relevance of the communication process while interacting with others at various levels. The communication process will be identifying a thorough research process of the literature review. This outcome is the representation of the classwork ideology communication skills and their theories apply to the case study of the poor communication process with one of our colleagues, and suggesting theories to get a better understanding. These models of communication provide support to understand the actual conversation which is required to be effective and potential with others. But it is required effective communication and interpersonal skills like verbal communication, non-verbal, and listening. These skills support to gain an understanding of the models of communication and best learning practices. Communication skills have different components which should also be considered at the time of communicating and interactive with others.  

       



[bookmark: _Toc48058468]LITERATURE REVIEW 
According to Adler et al. (2016), it is necessary to understand that how human communication I reflect a theory of communication to analyze the spoken behavior, body language, written abilities, and how others use the term to deliver their messages. It is necessary to manage the organizational process which can affect the organizational term to get under formations. Communication is setting up a conversation between two and more people which can realize the effective process of the process that makes a positive impact on the activities. With the help of a lifelike case study, it can be easier to understand the lacking portion of the person in their development and making things better than previously (Adler et al. 2016).        
West and Turner (2018), states that the communication within the team is reflecting the positive or negative outcome, the communication level of the team members with each other is representing group performance, where the communication within the team is representing the outcome. Poor communication is the biggest issue it contains many barriers like less attention and interest, diverse perception, and dissimilar though processes affect building an efficient team. Now onwards, the best way to improve the communication processes with other need to implement communicational theories and models to get better assistance and response from the process (West and Turner, 2018).
Pooley (2017) also support West and Turner(2018) theory, that the communicational theories are the best learning and improving sources of skills which provide support to a person in accomplishing desirable objectives and gain learning. The best way to get effective assistance to manage organizational activities needs more potential to get analyzed by a diverse range of the process. The author support that the Schramm theory of communication is effective provides relevant information that is the provision for learning and grasping information (Pooley, 2017).  
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[bookmark: _Toc48058470]1. MODELS OF COMMUNICATION 
The issues and barriers within the communication process are affecting the overall performance and also creating confusion with each other. It is required to implement an effective and potential communicational theory in the process. These issues and barriers can able to analyze through using examples.
POOR COMMUNICATION IN THE WORKPLACE 
Communication and interpersonal skills are highly essential form making good and appropriate communication with others and managing all the activities according to the situation. With the help of a communicational case study to provide effective communicational learning about the mistakes that Max and, Maria and Pedro make in their situation (Lock et al. 2020). According to the process that makes a reflective analysis that needs proper communication by reducing language barriers and manage the time scheduling to understand through listening to others. Poor communication can affect the interactive level of the parties and it also reduces the interest which can affect personal learning and other distractions. 
It has been analyzed that both examples of Max and, Maria and Pedro are reflecting the gaps and errors while communicating with others. Max is unable to write down the update of the events and miss the arrangements for the client because of a lack of attention, less written abilities, and also unable to manage time to hire an assistant to manage things. Similarly, the failures with Maria and Pedro that they were the supervisor deliver an inappropriate way to deliver instructions, not in a common language that is comfortable to others. Lack of understanding is a result of confusion and accidents (Waisbord, 2020). The lacking area in both examples is communication, the communication through language should be effective and also the medium chose should be accurate. There are some communicational strategies and theories are providing their effective support in managing all the hindrances.    
IMPROVEMENTS BY USING THEORY
It is needed to implement some communication strategies that are the best way to get an understanding of others' behavior. It is a representation of effective communicational theories that support to prevent issues and communicating barriers from the process to gain better assistance (Lin and Lin, 2018).
1.1 SCHRAMM (1954) 
Schramm’s model of communication was formulated in 1954; this communication theory is providing effective assistance to the persona to manage its communication ideology and make more effective practices. This theory is a plan and role of conversation among the parties. The process of this model is about the current situations by preferring different ideologies that make more consistent selections (Waisbord, 2020). The communication activities within the process need more concentrations that can affect the organizational activities and also deliver continuous processes to make an appropriate selection of the right choices. Once the encoder sends a message to the decoder by using a define the medium of communication and here the decoder becomes encoder while sending feedback on that to the decoder. Max has multitasking ability which helps him to perform different activities at a time, but due to the high workload he can't make an effective communication process and lack of communication affects the goodwill and work. Max needs to implement this strategy to respond to the client and also ensure the feedback though written form (Downing, 2019).
1.2 SHANNON AND WEAVER (1948)
This is refers a mathematical theory of communication framed by two authors, Shannon was an American mathematician, an Electronic engineer and Weaver was an American scientist in 1948. This communication model is providing understanding to the sender and receiver of the message by using a diverse range of mediums (Arnold and Boggs, 2019). This model is reflecting that the communication should be goo through these parameters Information source, transmitter, Noise, channel, message, receiver, channel, information destination, encode and decode which are crucial to managing issues.  
[image: Shannon and Weaver Model of Communication]
Taking about the case study, where the supervisor is unable to communicate with their team members because of the language barriers and proficiency level. this model can provide support to Maria and Pedro and, other employees to get a better understanding of their subordinates. The circular theory contains a systematic source of information for a supervisor to instruct efficiently, encoding data and messages, improving noise barriers like language issues though using common languages or another medium, decoding by the receiver and essential part of whole communication is responding on that by recover through giving feedback (Liu et al. 2020). Then can be that solution to this case study of Maria and Pedro.          
1.3 BERLO (1960)
Berlo’s SMCR model of communication is reflecting the communication procedure with the simple form that makes a positive impact on the process and also supports the activities. Here the SMCR stands for Sender, Message, Channel, and Receiver, this process helps to set effective communication among the activities and process which support the person to manage their activities of learning effective and also provide effective assistance to the organizational and also provide supportive assistance to the betterment of the organizational process (Waisbord, 2020). This theory is support to set up effective communication procedures by using appropriate tools and communicational channels.        
[bookmark: _Toc48058471]2. COMMUNICATION SKILLS 
The communication skills are divided into three different parts which provide supportive assistance to make interactions with others. These three ways are verbal, non-verbal, and visual. Both verbal and non-verbal communication is necessary to establish the right process that makes a positive impact on the communication process (Kee et al. 2018). 

2.1 VERBAL COMMUNICATION
The verbal communication is referred to the process of delivering to use of sounds and words to express yourself, and what you are thinking about the activities that make effective formations. It is necessary to deliver the oral communication process to others to make a better understanding. For example, the process of saying “No” to others for doing things according to them (Arnold and Boggs, 2019). There are several categories of verbal communication which are divided into four distinct components; Intrapersonal Communication, Interpersonal Communication, Small Group Communication, and Public Communication. This kind of verbal communication says that the behavior which is necessary to present the concern at different stages is necessary.       
2.2 NON-VERBAL
The non-verbal communication is referred to the process of communicating with others through implementing gestures, facial expressions, tone of voice, eye contact, and the main process which is required to the effect required is appropriate body language. Body language is consisting of many reforms which are gestures of a person to repo reset the expression about the things. Nonverbal communication ability repo reset that how effectively the message can deliver through using body language and proper making eye contact (Back et al. 2019). It is also necessary that the activities that represent that the activities need more crustal representation of the activities to make delivering process and become an influencer. For example, if a persona says that he is confident to manage to assign tasks so it is also required to show confidence through body language.          
2.3 LISTENING
Listening is the ability to receive data and messages from others in different perceptions; it helps to provide a lot of information about the things before making decisions. The listening process is one of the effective communicational processes to listen to other than react after analyzing the circumstances. This skill is potentially worked to recognize the action on the reaction of others. Listening has diverse types that can provide the reflection that a person is interested in or not. Informational or active listening is work to listen for learning things which is for personal development and critical listening is reflexing the analytical process and, empathetic listening is to understand the emotions and feelings (Kee et al. 2018).         

[bookmark: _Toc48058472]CONCLUSION
It is concluded that this report highlighted the importance of the communication process while interacting with others at different stages. The communication procedure will distinguish the exhaustive exploration procedure of writing surveys. This result is the portrayal of the classwork philosophy relational abilities and their speculations apply looking into its investigation of the helpless communication process with one of our associates and proposing hypotheses to improve understanding. These models of correspondence offer help to comprehend the genuine discussion which is required to be powerful and potential with others. Yet, it is required powerful communication and relational skills like verbal communication, non-verbal, and listening. These skills backing to pick up the comprehension of the models of communication and best learning rehearses.
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