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Write a report of 2000 words demonstrating your understanding of the models of communication and the communication skills discussed in class and refer to any case studies done to show how these helped your understanding. Give examples of poor communication in your own or your friend’s workplace and suggest how it could be improved by using your findings from published literature (i.e. refer to theory).
Including scans/screenshots of any in-class activities, own research notes, and the feedback you received from the lecturer (in the form of an appendix at the end of your document) will contribute to the mark.
[bookmark: _Toc49366491]Introduction – Communication model
A systematic explanation of the process which helps in explaining how to communicate at the workplace is said to be communication model. Communication models explain the process in symbols and metaphorically. A general perspective of communication is explained in this by breaking communication from complex procedures to simplify and make the components in order. Further in this report we explain three different models of communication (Worth, 2004).
1.1 [bookmark: _Toc49366492]Linear model of communication
A transmission and linear model of communication explain communication in a linear way, it is a one-way process where a message is transmitted from sender to the receives. In this model the focus is on the sender and message which is communicated in encounter (STANFORD, 2016). Though receiver is also part of the model, his role is viewed as a target or endpoint instead of any part in the ongoing process. Let’s take an example of radio message in which a person in the radio station send message to the listener at home or in a car. A verbal message is communicated by the sender which is transmitted through radio tower through a channel called electromagnetic waves which ultimately reaches the listener. The announcer at a radio station does not exactly know if the receiver receives the message or not, but if the equipment is working fine then there are good chances that message is successfully reached to the receiver (Narula, 2006).
[image: The sender sends a message to the receiver in a one-way format]
Figure 1: The linear model of communication
1.2 [bookmark: _Toc49366493]Interactive model of communication
An interactive model of communication explains communication as process where alternative positions of the participants as sender and receiver generate meaning through message sending and then receive feedback through psychological and physical contexts (Bajracharya, 2018). Instead of being communicative in a single process, this is a two-way process in which feedback in the form of messages is sent in response to other messages. For instance, during the class discussion an instructor may respond on a point raised by the student in a class. Instead of having a single sender, one receiver, and a single message, in this model there is two-person (sender & receiver) who exchange messages with each other.  Each participant in this model has a role of either sender or receiver to keep communication going. Though this process seems deliberate and perceptible, the roles are alternate among the receiver and sender which changes quickly and mostly without conscious thought. This process is less message focused but more focused on interaction among the two. In this process it is not analyzed either the communication is effective or ineffective based on the situation either a single message is received and transmitted successfully or not.  The interactive model used both psychological and physical contexts (Worth, 2004). 
[image: The sender and receiver alternate roles and feedback and context are included in this model.]
Figure 2 The interactive model of communication

1.3 [bookmark: _Toc49366494]Transaction model
As communication progressed, the models go into more expansion to communicate effectively. Many scholars explain communication above than a process which is used in carrying a conversation and deliver message. The transactional model of communication is significantly different than the interaction and transmission models as it includes the conceptualization of communication, as it includes the role of receiver and sender and then the context role (Businesstopia , 2018). In the transaction model the communication process where it generates social realities in the cultural context and social realities. In this the focus is not only to exchange messages, here communication is made to develop relationships, from shaping self-concepts, intercultural alliances, and engaging with others through dialogues and develop communities. The role of receiver and send in this model of communication is significantly different than the prior models discussed in this report. In this model instead of considering the participant's receiver and senders, the people in this model are said to be communicators (Pressbooks, n.d.). Here the contexts among the two communicators are Physical & psychological, relational context, Social context and cultural context. This model has more complex understanding of context than the other models of communication. This model of communication views communication a force that develops the realities before and after occurrence of specific interactions. It should include contextual influence beyond a single interaction (Narula, 2006). 
[image: The senders and receivers are labelled as communicators who are co-creating meaning simultaneously within a broader relational, social, physical/psychological, and cultural context]
Figure 3: The transactional model of communication
[bookmark: _Toc49366495]Communication skills
Communication skills refer to the abilities which one uses when receiving and giving different types of information. Examples of this include feeling or what is going around you, communicating ideas. Communication skills include speaking, listening, empathizing, and observing (SMARP, 2020). Communications skills clarify the differences in how to do communication on a phone, through face to face interactions and through digital media like social media and email. Communication skills are the ability of effective communication with colleagues, superiors, and staff, no matter in which industry one is working. In the digital age workers should know how to convey messages effectively through phone, social media and email. These communication skills are helpful in getting job, promotion and to get success during their career.  There are several types of communication skills and here in this report we address few of them (Schramm, 1997). 
1.4 [bookmark: _Toc49366496]Listening
A good listener is most of the time a good communicator. No one likes to communicate with others who only speak and do not have ability to listen the words of another person (Indeed, 2020). If a person is not good listener, then it would be difficult to comprehend what one is being asked to do. A good way to learn this skill is to practice listening. Active listening includes paying close attention to the words which others are saying. Through active listening, one can understand in a better way which other person is trying to deliver and then the listener can appropriately respond. One best way of affective communication through listening is the child as they start learning their communication through listening and then keeps on learning other skills of speaking etc through this (Worth, 2004). 
1.5 [bookmark: _Toc49366497]Nonverbal Communication
Eye contact, Body language, voice tone, and hand gestures are giving the message one is trying to convey. A relaxed and friendly tone will help the other person that you are approachable and encourage others to speak openly with you (Hall, 2001). Another important element is eye contact as in this way a person will look into other’s eye and explain that one is focused on the conversation which is going among them. Different non-verbal communications are used among the people at different levels in an organization and also one of the best ways of communication when people communicate especially from a distance (Schramm, 1997).  
1.6 [bookmark: _Toc49366498]Clarity and Concision
Good verbal communication will help to explain things and do not need to talk much or too little. It is better to deliver message in few possible words. One should say the things directly and clearly, whether one is speaking with someone on the phone or in person. If a speaker rambles on, the listener will not be sure what exactly the other person wants to explain. Half the problems are solved when they are understood properly thus these skills are important for further communication (Worth, 2004). 
1.7 [bookmark: _Toc49366499]Confidence
Confidence is key in delivering the message properly. Confidence will deliver to the co-workers that a person believes in the things that he is saying. Exuding confidence is simple as it can be delivered through eye contact or using a strong tone in a friendly manner (SMARP, 2020). Of course it requires the person to not be aggressive or arrogant. Listening and then giving answers in a confident way make the speech strong and deliver message effectively. 
1.8 [bookmark: _Toc49366500]Open-Mindedness
A person who communicates well is always flexible and open-minded. He is open to listening and then focus on understanding the other’s point of view, rather than getting message across. When a good communicator even disagrees with the other person one will have a more productive and honest conversation (Worth, 2004). 
1.9 [bookmark: _Toc49366501]Picking the Right Medium
A simple way of good communication is to understand what form of communication to use. For instance, some serious conversations (Salary changes, layoffs, resignations, etc.) are mostly done in person. One should think about the person whom he is talking, if they are too busy (such as the boss), one might send his message through email. People will appreciate the ways by which one communicates and will be more positive to respond you in a good way (Worth, 2004). 
[bookmark: _Toc49366502]Poor communication
In the workplace, poor communication can lead to confusion, friction, frustration and an extremely stressful situation which leads to the non-motivation of people and will be not productive and not inspired to collaborate. This lack of motivation will then spill over to how members of staff relate to potential customers and clients. When there is poor communication then it is not important to point out particular challenges and issues. To counter the poor communication effects, it is pertinent to look into its causes. By understanding the causes, company could be able to find solution and find the root so as to stifle the further progression of such causes. In this section of the report we will look into the causes which lead to poor communication at my friend's workplace (Kletz, 2019). 
1.10 [bookmark: _Toc49366503]Objectives are not clear
A well-explained job offer with a straight forward job description is always welcomed, but it is not enough. It is important to have a face-to-face discussion with the worker so that his responsibilities are told to him and understand his expectations from the company or job. If this is not described well then it will lead to frustration and confusion among the worker and the company. This may lead to the underperformance of the worker (Kletz, 2019). 
1.11 [bookmark: _Toc49366504]Poor leadership
It is learned from my friend’s workplace that staff members look forward to the manager and the company owner for direction. But they have poor leadership which leads to poor communication among the staff and the leader. As the leader of the company is not setting a good example thus the staff members will be demotivated, and such leaders do not have a positive impact on the motivation of employees. Another thing is that bad leadership in his company do not able to communicate well which is affecting the performance of the firm as well (Kletz, 2019).  
1.12 [bookmark: _Toc49366505]Demoralized employees
The staff members in his organization are losing their interest in a work suggesting that they are demoralized. When the employees are demoralized because of non-appreciation, disregard and disrespect then their interest in the work deteriorates. In this way they become irritable and unproductive and it is expected that they will look for other opportunities and company will incur more cost on recruiting and selecting new employees (Kletz, 2019). 
1.13 [bookmark: _Toc49366506]Personal issues and challenges of employees
All the other elements going well, there are some employees who are there who’s personal problems and challenges distract them, such as divorce or death in family. Due to personal issues and direction many of staff members could go into wrong way due to bad communication among managers and staff. This will lead the worker to negative thinking as manager does not understand their personal issues and keeps on forcing to get the work done this will lead the firm to many other problems of performance (Kletz, 2019). 
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