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Executive summary
This report has conducted on the understanding of communication and different communication skills. The effective communication system allows a business organisation to run its business smoothly as it helps to develop several relationships within the workplace as well as the relationships with customers, investors, and shareholders of the organisation.  On the other hand, poor communication within an organisation reduces the chances of getting success and increases the risk factors in the workplace to operate the business effectively. Therefore, this report has demonstrated the different communication models with communication skills to understand their influence. How the poor communication process demotivates the working culture of an organisation and the ways of improvement also has presented in this report.
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[bookmark: _Toc47978819]Introduction
This report will be based on an understanding of the models of communication.  It will help students for effective teamwork and to develop their communication skills. This report will be describing the main theories relating to group dynamics, team working, and communication to their workplace. The main agenda of this report will be based on developing communication skills.
Two types of theories will be mentioned in this report: one is the Shanon-weaver model & the second one is Berlo’s SMCR model. In Shanon-weaver report will describe how communication models are effective for maintaining an active process of communication. Berlo’s SMCR model will describe the four primary elements that are necessary for effective communication and for making the process of communication successful. Examples of weak communication approaches will be discussed along with that suggestion will be provided on how this could be improved.


[bookmark: _Toc47978820]Demonstrate understanding of the models of communication and communication skills. Give examples of poor communication in workplace and suggest the process of improving communication. 
For identifying the effectiveness and process of communication, use of various theories for communication can be beneficial. Use of this theory will also be helpful for individual to make their communication skill more developed and improved. Hence, mostly used theories for communication are described below:
Theories for communication:
Berlo’s SMCR model:
In the year of 1960, David Berlo invented this model, where he first described about four major elements that are necessary for effective communication and for making the process of communication successful. Those major elements of communication are described in this report:
1. Source:
Source can be mentioned as that individual, who is responsible for starting the communication process. In that perspective, source is creating message and send it for the receiver. While a person is playing the role of source, then his/her attitude as well as level of knowledge will be considered as a significant factor. Regarding this, for making the communication process successful, the source needs high communication skill as it will allow the person to play the role of source and to keep his/her point of view easily in-front of others. Along with this, while the source is sending the message then it is necessary to have enough knowledge regarding the message as it can make the communication process effective. 
Message:
Along with that, for effectiveness of communication, message is the most critical element and without this element, it is not possible to start the process at all. As per this model, the source can use different forms while sending message such as code, presentation, audio, texts etc(Juneja nd). Different techniques of sharing message are elements, code and content as well. Element as message is about those staffs which are not verbal. On the other hand, code includes a new format of message that hide the inner meaning of the message and that can be understand through decode the code. The left content is about the prime meaning of the message. 
Channel:
Channel can be defined as the process that the source uses all the time to share their message for the receiver. For the effectiveness of communication, choosing effective channel is very critical and for this purpose, the source needs to be careful for choosing their channel. With the globalisation channels become modified that the source can use for communication purpose. Along with that external channel, several times human being also uses their five basic internal channel while communication. With the use of those channel the source and the receiver can also become successful to share their messages (Saud, 2014). 
Receiver:
As per this model, receiver is the lest factor and that is one or more than one, who are responsible for getting the message, which is coming from sender. It will be easier for the receiver to understand the message, while the source will be successful to identify appropriate form of message as well as proper channel. 
Example:
A workplace includes varieties of staffs and in this type of situation, use of Berlo’s model of communication can be perfect. This model will allow the sender to point out the actual form of message as well as the effective channel that will make the communication process successful. As per this model, the source will be successful to consider the appropriate form of message and channel and due to this, one or more than one receivers will be successful to make the communication process effective. Therefore, it can be said that use of this model will allow maintaining a free flow of communication in the workplace among the internal people of the workplace. 
Shannon-weaver model:
Besides the model of BERLO, Shannon Weaver model of communication is also very effective for maintaining an effective process of communication. With the use of this, expressing and sharing information can also be easier for people. This model was invented in 1948 with the joint inventions of Shannon and Weaver. Another well-known name of this model is mathematical theory of communication. This model is a little bit advanced than BERLO’s SMCR model as this model identified six elements as the prime aspects of this model. Those are:
1. Sender:
Like, Berlo’s SMCR model, Shannon-Weaver model of communication also states sender as the responsible person for creating message and starting the process of communication.
2. Encoder:
Encoding is the process of transforming the message into code with several specific processes. In that case, encoder can be defined as machine or a person (Al-Fedagh 2016). 

3. Channel:
Along with that, channel includes the means that the sender uses for sending the message to receiver. 
4. Noise:
Besides that, one of the unique things that Shannon-weaver discovered through this model is noise(Drew nd). It is different types of disturbance that both the sender and receiver face in the communication process. While discussing about noise, It can be said that Noise can be catagorised into two groups and that are internal and external noise. The reason of internal noise is Sender due to the fault of sender. On the other hand, external noises most of the times occurred due to poor network systems. Apart from this, natural disaster can also be considered one of the major reasons for external communication (GABRIELLERICHARD 2013). Due to extreme noise, the communication process can be affected in a negative way.
5. Decoder:
With the help of decoder the receiver becomes successful to decode the actual meaning of the message, which is encoded.
6. Receiver:
Like Berlo’s SMCR model, Shannon Weaver also define receiver as an individual, who receives the message from sender (Maras, 2018). 
Feedback:
Apart from the above mentioned six elements, one of the elements that was introduced through this model is feedback. Feedback is the element that allows sender to understand the effectiveness of the communication process (businesstopia 2018). Feedback is about the response of the receiver that he/she provides based on the message of the sender.
Example: A workplace includes diversities of works, and in this type of situation, the use of Shanon-weaver model communication can be perfect. This model will allow the sender to point out the actual form of the message as well as the effective channel that will make the communication process successful. As per this model,expressing and sharing information can also be easier for people. In this model, a sender is a responsible person for creating a message. Starting the process of communication & encoder is the process of transforming the message into code with several specific processes. In this example, noise is categorised into two groups internal & external & with the help decoder & receiver, and it becomes successful in receiving & sending messages.
Examples of poor communication:
1. Passive-Aggressive Communication: This is an example of poor communication within the organisational context, which affects the employees of an organisation directly, and it forecasts the thinking of an individual regarding the others. This is a very difficult issue to get resolve as the method of communication that use to apply in this particular procedure is mostly restrained and may not be considered as highly violent, unpleasant, or confrontational. Although the receiver of the other end might realise neglected or treated poorly, this can point out the relationship and can damage that. In order to make that simpler, employees and managers neglect to communicate with their co-workers is a type of passive-aggressive communication. Willingly sending emails or letters to the opposite person, instead of having face to face communication in the office form several issues (Lazzari, 2019).
2. The Blame Game: Another significant example of poor communication within the organisation is the blame game, where an individual uses to blame the others for their own mistakes. This particular approach is closely linked with organisational ethical consideration and responsibility. Accepting their own mistakes and blaming taking the responsibilities for such mistakes shows the lack of .responsibility of the employee (Thorne, 2015). Yet on this situation, blaming others for that and blaming them as counterproductive instead of solving the issues that have been created for their own mistake can hamper the objectives of the common good. On the other hand, such approaches from an employee like blaming others for the own mistakes can damage the working relationship with the other employees and may find themselves in an occurred position within the workplace, which is a favorable condition for an individual (King, 2018).
3. Constant Interruption: Another example of poor communication is continuously interrupting others. When a person is talking about anything, the sender wants the others to be listened to. However, in many circumstances, it has been evidenced that the receiver jumped into the middle of the conversation to express their views on that particular topic. In that perspective, the sender might feel offended, or it might happen that the message that the sender wants to send might not be fetched appropriately. Sometimes the receiver feels that constant interruption may show the receiver; however, it becomes exactly opposite (BOOGAARD, 2016).
All these are the few examples of poor communication, which can be resolved in various ways, and these communicational approaches can hinder the effective communicational approaches that have been mentioned before. The Passive-Aggressive approach of communication can be improved in various ways, out of which by utilising the Shannon-Wavier model, where the senders need to be more prominent about what they what to communicate, as the communication from their end will be transmitted after encoding the message by the encoder. Hence, any unpleasant message from the sender will be decoded. Moreover, noise is another issue that might negatively affect this communicational procedure. Any disputes in this section might interrupt the flow of the message. Also, there will be another person who will decode the message to make that understand, another big issue for the sender. Also, the sender provides feedback for the message to the sender; hence, though this model, unpleasant behaviour with others within the workplace can be removed.
The blame game can be resolved by Berlo’s model, as this model used to keep the free flow of the messages within the organisational context. Hence, constant communication for a particular matter will be there; henceforth, it can be easily identified who has made a mistake. Hence, that person will not get the opportunity to blame others. Another the poor communication issues can be resolved by practicing the active listening procedure, and by providing training to the employees on effective communicational process, where they can learn how to allow the other people to speak without interrupting.


[bookmark: _Toc47978821]Conclusion
This report was based on an understanding of the models of communication.  It was for helping students for effective teamwork and to develop their communication skills. This report was basically depending on the main theories relating to group dynamics, team working & communication in their own workplace. Throughout, the report was focused on developing communication skills.
In this report, it’s found two types of theory: one is the Shanon-weaver model, and the other one was Berlo’s SMCR model. Shanon-weaver's report was based on how communication models are effective for maintaining an effective process of communication. Berlo’s SMCR model was described about the four major elements which were necessary for effective communication and for making the process of communication successful. Examples of poor communication were discussed, along with that suggestion has been provided on how this could be improved. 
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Formal:

To abc@yahoo.com,, from def@gmail.com
Subject:

Good afternoon,

1 would like to inform that next week on the 25" of May a meeting will take place. We all need to meet in the main

office where we'll be discussing about the communication and efficient teamwork.
Will expect everyone to attend.

Kind regards,

Mirela Lazar

Informal:

To abc@yahoo.com , from def@gmail.com

Subject:

Hello,

Next week I'll be holding a meeting to discuss somethings for the upcoming project.

Cheers.
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MARIA and PEDRO

Pedro works on a building site and Maria is his wife.

One day Maria phoned Pedro.

‘Hello, Pedro, when you’re coming home, see if you can get me a chicken.”
‘Okay,’ replied Pedro.

When he got home, Pedro took off his boots and coat and went into the kitchen.
‘Maria, where are you?’ He said.

‘Here — in the sitting room,” she said.

When Pedro went into the sitting room, Maria said, ‘Where is the chicken?’
‘What Chicken?’ Asked Pedro.

The one | asked you to get on your way home.”

Oh, no! I thought you said when | come home | will see you in the kitchen!

1Q: Why do you think Pedro misunderstood Maria?

2Q: Whose Model of Communication explains this confusion and why?

4Q: How could this have been prevented?

5Q: Whose Model of Communication explains how it could have been avoided?

1. Pedro misunderstood Maria because the message was not clear enough.
2. The model of communication is Shannon-Weaver which explain this confusion was because of the
noise in the background ,been busy and hi didn’t pay attention to all details.

4.Maria need it to be more clear with her message and she need to make sure that hi was able to

confirm that hi understood clearly .

5. The model off communication that will made this communication more easy was Berlo’s.Maria,

she could improve the message with better communication skills and to use other channels like a text

wessage.




