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[bookmark: _ohty83xd6lg1][bookmark: _Toc80798714]Introduction 
Communication refers to the act of sharing information, knowledge, feelings or ideas. Communication can be verbal, digital, written, etc. Communication needs more than one individual; it usually has a sender, a receiver and a message as well as a channel through which the message is passed. Communication is one of the most important aspects of organisational as well as community-based culture. Misinterpretation of a message can lead to various issues under which circumstance, the communication would be regarded and non-effective. However, there are various theories in relation to communication for the purpose of providing an understanding of the matters associated with it. The concerned report aims at discussing the theories along with examples (Waisebord, 2019). It has also mentioned the issues in relation to communication faced within organisations due to several reasons; in this regard, certain solutions have been also suggested for the purpose of avoiding such issues in the future. However, in addition to this, the skills required for effective communication have been highlighted. The primary models of communication include Linear, Interactional and Transactional. Various academicians and scientists have developed certain models as well, such as the Shanon and Weaver model, Berlo’s model, Schramm’s model, etc. (Seguin et al., 2020). The concerned report has emphasised critically analysing these models of communication. 
[bookmark: _4io9zrlrfc88][bookmark: _Toc80798715]Models of communication 
Different models of communication shed light upon the process of communication but different parts of the same. There are mainly three models of communication, such as linear, interactional and transactional, as the following: 
[bookmark: _iaou779pysqc][bookmark: _Toc80798716]The linear model of communication/ Shannon-Weaver model 
Shanon and Weaver developed the linear model of communication. The transmission of a message by a sender or speaker to a receiver or listener has been described by this model. According to this model, the sender is the main source of communication; this model also includes the message that may include words, pictures or behaviour. The act of interaction is done through a channel according to this model. The channel ends at the endpoint which is the receiver of the message (Xu and Jhang, 2021). However, the communication, according to this model, may become ineffective due to various obstacles faced by the channel, sender or even receiver. This model is helpful in providing an understanding regarding intercultural communication. For example, if the sender is speaking in a language that is not understandable by the receiver, that is an obstacle that can affect the quality or the purpose of the communication. According to the model, the obstacles in relation to the message are known as noise (Wang and Li, 2017). 
In the mid-twentieth century, the model was very influential. However, it has been criticised because of its simplicity. Furthermore, the model provides only one channel assuming a single message whereas a complicated action of communication may include various forms of communicative actions through more than one channel. Moreover, the model assumes that the communication is directed to one side only whereas, in reality, the receiver can be the sender and vice versa at the same time; thus, the dynamic structure of communication has not been presented in the concerned model. Communication is not as neat and tidy as suggested in the linear model developed by Shanon and Weaver (Xu and Jhang, 2021). 
[bookmark: _xni55h27jf9h][bookmark: _Toc80798717]The interactional model of communication 
The interactional model of communication provides a more dynamic view of communication in contrast to the linear model of communication. The interactional model provides two channels for the flow of communication as well as feedback of the communication. In this regard, feedback refers to the response that the receiver provides against the communication of the sender. The feedback can be verbal, such as ‘yes’ or non-verbal, such as ‘smile’. Comprehension is indicated by the feedback (Schultze and Brooks, 2019). Feedback helps the sender to understand whether the message is received properly; in addition to this, the interactional model of communication sees the process of communication as an ongoing process because of the existence of constant feedback of the actual communication. This model, unlike the linear model, helps to establish the fact that a receiver can also be a sender whereas communication can occur through more than one channel. The model is also very dynamic in relation to its feature called the ‘field of dynamics’. It expresses the impacts of the surrounding environment, experience, even heredity (Elder and Haugh, 2018). 
However, the interactional model of communication is not free from limitations. The field of experience makes the model complicated because the field of experience is different for people; the field of experience of the sender is not the same as that of the receiver. The interactions are unique; an interaction may not necessarily involve feedback; in such a case, the other channel of the model becomes ineffective. Additionally, although the model refers to the fact that both sender and receiver may act as both, this model also tells that they cannot be both at the same time. In real-life communication, a receiver may be a sender of a message and not just feedback in response to the message of the sender (Fogel, 2017). 
[bookmark: _52t5fh37v4gh][bookmark: _Toc80798718]The transactional model of communication 
The transactional model of communication is the most dynamic model of communication. It does not divide people as senders and receivers but labels them as communicators. This refers to the fact that this model states that both people can be receiver and sender at the same time; this feature has been lacking in the other two models of communication. Communication is viewed as a transaction in this model. According to this model, communication is a cooperative action where the action is co-created by both the people without specifically being only the sender or only receiver. Here, the communication from the other side may or may not be feedback; it can be a part of the whole message (Corey, n.d.). One thing that is common between the transactional and interactional models is the feature of the field of experience; the transactional model puts more emphasis on the different experiences of the communicators. The model accepts the fact that whereas the communicators may have different fields of experience, they also may share the same field of experience. Thus, the communicators may face overlapping cultures along with environment including language. Thus, this model helps to provide a better understanding of intercultural and intracultural communication. In addition to this, it helps in understand that message is not the only thing that stands in communication, it is rather interrelated with various things. Hence, it refers to the fact that messages are dependant on other factors include the field of experience; thus both have impacts on each other (Lapum et al., n.d). 
In this regard, it is mentionable that the case studies which have been discussed in the class concerned have been helpful in understanding potential real-life issues that may occur in communication. The case studies have been also helpful in providing the practical aspects in relation to the theories and models of communication that have been discussed hereinabove. The case studies have worked like examples and illustrations which have helped to understand the application of the theories along with the issues in relation to applying the same. 
[bookmark: _a6chs2wzxhwd][bookmark: _Toc80798719]Communication skills 
There are various skills related to communication. Effective communication is a result of the application of different skills. Besides the issues in relation to the message or the channel, the skills of the communicators may also affect the quality or purpose of the communication (Evans et al., 2015). Thus the skills in relation to communication have been highlighted hereinunder: 
· Listening: Being a good listener is one of the most important aspects of effective communication. People often do not like to communicate with people who interrupt them; Active listening, thus, is a necessary element of effective communication. 
· Non-verbal communication: Words form just 7% of the total message; thus, non-verbal communication matters a lot in relation to making communication effective. In this regard, body language should convey the message in an assertive way. The voice of the communicators, their hand gestures, etc. can affect the quality of communication. 
· Clarification: As few words as possible are required to be used while communicating the message. That is why a precise email or phone call is more effective than an essay-based email or a long phone call. The message must be conveyed in clear and precise words; a brief context often becomes helpful in this regard (Cenere et al., 2015). 
· Personable: Being friendly makes communication more effective; however, that does not mean the absence of professionalism. The tone must be simple and frank rather authoritative. Small talk can be helpful in relation to sudden communication. This is the reason behind putting the name in emails- making the communication personable. 
· Confidence: A confident communicator attracts potential listeners. For instance, a good sales call always requires a confident salesperson. Making eye contact is an important part of being confident. However, overconfidence may also affect the conversation; the tone may become aggressive in case of being overconfident (Evans et al., 2016). 
· Empathy: Sharing the feelings of other persons associated with the communication is known as empathy; it is very different from sympathy. Empathy can be indulged in conversation through personal touch, as mentioned earlier. It is an important skill in the case of disagreement (Mishra and Mishra, 2020). 
· Open-mindedness: Not being sufficiently open-minded about matters may lead to indulge in discriminatory conversation which will affect not only the communication but also the relationship between the communicators. In this regard, understanding the perspectives of other persons is also necessary for being open-minded. 
· Respect: Conveying respect in communication makes it more effective. If the communicators feel that the other person is not respecting them, then the communication will not be effective. Addressing the other person using their name (Krishnan et al., 2019). 
· Feedback: Giving and receiving feedback is an important part of effective communication. However, the feedback must be constructive. Critical feedback may affect communication. Listening to feedback and acting positively upon it is also a necessary part of effective communication. In case of negative feedback, clarification is the best step to take. 
· Choosing the best medium: In choosing the medium, the context of the communication, the person with whom the communication will be done, the schedules of each communicator, etc. should be taken into consideration (Barratt, 2019). 
[bookmark: _m5ivgsvp34ab][bookmark: _Toc80798720]Examples of poor communication 
In an organisation called Deliveroo, the employees are required to keep their salary details secret among coworkers. However, an employee called John emailed in the workplace email, which is accessed by many employees, to his manager that he expects a higher salary since he is going to complete 1 year in the organisation soon. He also mentioned his current salary and his expected salary. This email caused chaos within the office. While people in the same position as John protested due to the fact that they have been working here for a long time yet their salary is not as much as his. This communication had many issues. On the other hand, another issue was raised in the organisation; there are various employees belonging to different cultures and backgrounds. Recently, a female employee named Nafiza who wears a scarf due to religious causes was told by Alexa that she could show off her hair once in a while. The issue got bigger because of the involvement of religion although Alexa did not know the reason behind Nafiza wearing the scarf. 
[bookmark: _y25ta1sj8bwa][bookmark: _Toc80798721]Suggestions 
In the above two examples, in the first communication, a better medium or channel should have been chosen by the communicator. He should have personally talked with his manager regarding his salary especially when the company policy is to keep it a secret. In the second issue, knowing more about people’s culture or not commenting on appearances could be helpful. Thus, acquiring knowledge, remaining professional, etc. can be suggested to make communication more effective. 
[bookmark: _ka5qalh6gslf][bookmark: _Toc80798722]Conclusion 
The concerned report has discussed theories and models of communication. It has also mentioned real-life examples of issues in relation to communication on the basis of which solutions have been also provided. It can be concluded that various skills are required to be associated in order to make communication effective. 
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