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Communication plays a significant role in various aspects of life. Communication conducted effectively can show the potential benefits. Several reasons highlight the importance of effective communication. It can help in maintaining relationships and building them effectively. Effective communication in the workplace helps in resolving conflicts and it ensures smooth coordination and functioning. Clear communication helps in conveying the information more effectively. Communication is an efficient tool, problems in communication can foster misunderstanding. On the other hand, effective communication assists in clarifying the issues and presenting solutions rapidly.  Open communication encourages creativity and innovation in businesses. The report below helps in understanding how important communication is in the workplace and the communication models.


[bookmark: _Toc150871247]Effective communication in the workplace
A productive and positive workplace environment can be fostered by the implementation of effective communication in the workplace (Gabriel and Aguinis, 2022). Some of the key factors that can enhance effective communication in a workplace are clarity, adaptability, respect, and many more (Cui, 2021). It is important to understand that any messages that need to be conveyed should be clear and concise. The use of technical language in communication should be avoided. This may sometimes create confusion and misunderstandings in the communication. Effective communication also adheres to empathy. The understanding of other’s situations helps in constructing a positive environment in the workplace and also creates collaboration among the team members. 
Communication does not always involve the verbal form but also consists of a non-verbal type of communication (Del Giacco et al., 2019). This non-verbal communication is an important factor. Any individual should be aware of their facial expressions and any non-verbal form of communication such as body language (Uzun, 2020). The facial expression adds meaning to the conversation. The wrong facial expressions can convey wrong messages to the other person. Communication should be done at the right time as required. Ensuring that all of them in a workplace are on the same page is crucial. Effective communication helps in rendering adaptability and flexibility in working (Obrenovic et al, 2020). Being flexible in communication can help in implementing different approaches in the communication style as required by the other person. Effective communication can also be ensured by treating others with respect in any situation while communicating. It’s the most fundamental part of communication. Many more factors such as empathy and the utilisation of different technologies can also enhance effective communication. By incorporating these factors, it can be ensured that effective communication has been successfully implemented in an organisation. 
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[bookmark: _Toc150871249]Berlo’s Communication Model
It is one of the extensively cited frameworks called Berlo’s SMCR Model. This framework consists of four main pillars which are the source, message, channel and receiver. This model helps in studying effective communication (Muyanga and Phiri, 2020).
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[bookmark: _Toc150870849]Figure 1: Berlo's Model
(Source: Open Journal of Business and Management, 2020)
The strength of this model is, that it is a simple model which helps in the effective analysis of communication. It can be used in several contexts by modifying it according to the context. However helpful this model has proven to be, it certainly has some limitations such as its limited emphasis on the feedback. It also doesn’t have cultural diversity which changes the communication dynamics. 
[bookmark: _Toc150871250]Shannon-Weaver Model
This model is not theoretical, rather is a mathematical model which assists in understanding the communication procedure. This includes the exchange of required information with the help of technical systems (Al-Fedaghi, 2020). One of the major strengths of this model is that it focuses on the quantitative approach which proves to be helpful in the scientific and technical contexts. However, this model doesn’t seem to fit in the frame of intentional communication and doesn’t consider this factor. It can be said that this model has proven to be helpful in technical aspects but needs to align itself with other theories for its overall applicability. 
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[bookmark: _Toc150870850]Figure 2: Shannon-Weaver's Model
(Source: ResearchGate, 2017)
[bookmark: _Toc150871251]Schramm Model
This is one of the other communication models which explains the influential elements of communication. This model is based on the Shannon-Weaver Model. However, the difference between these two models is that the Schramm Model exhibits a more dynamic approach (Chandler, 2021). This model has proved to be more interactive than the Shannon-Weaver Model of communication. Its interactive nature is the number one strength of this model. This model has also recognised the cultural variations and how communication is affected by cultural diversity. However, the limitation of this model can be mentioned as it is not suitable for mass communications. 
[image: Wilbur Schramm's model of communication [reproduced diagram] (Lee, 2020) |  Download Scientific Diagram]
[bookmark: _Toc150870851]Figure 3: Schramm's Model
(Source: ResearchGate, 2020)

[bookmark: _Toc150871252]Communication issues encountered in the workplace
There have been several instances in my personal as well as professional life which has highlighted the importance of communicating effectively. One such scenario is about the issue I encountered in my workplace due to a lack of effective communication. In a certain project, the client’s requirements were not so clear and created confusion about what exactly was the need. These unclear instructions from the client encouraged the approach of assumption among the team members. Some of the teammates, interpreted in a wrong manner and this led to a bewilderment about the project. This also impacted the probability of the success of the project would achieve or not. This confusion state among the team members was created due to unclear communication from the client’s side. This proves that unclear communication impacts effective communication in any work setting. It was crystal clear that this situation needed to be handled more carefully and should be given serious thought. Thus, to overcome this issue, initially, a team meeting was organised. This team meeting was important to gain clarification about the requirements sent by the client. Along with this, all the ambiguities related to the project were cleared. Though there was a lack of effective communication from the client’s side it was important for the team to be on the same page about the situation. This meeting documented a clear and concise guidelines document which would help to avoid misunderstanding in the future. Every experience in our journey gives us a valuable lesson. The lesson I learnt from the above situation faced by me in the workplace helped me understand how important effective communication is in an individual’s life. It also helped me understand what kind of future implications communication can have if not carried out effectively. 
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