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[bookmark: _Toc49378595]Introduction 
Being able to speak and being able to understand what others are talking is the greatest gift for the humankind, no other living beings are able to do that. Communication plays a very important role in the modern business world. Before internet people used communicate face to face or through letters. However, now online communication and face to face communication is available. Email has taken the place of letter. While communication is essential sometimes miscommunication leads to a very unhealthy relation between speaker and the listeners. There are different examples where in a case a speaker has succeeded but other had failed, this is because one had communicated with the other end clearly and precisely and other could not. So, this is important to know how to do effective communication. 
[bookmark: _Toc49378596]Different models of communications
While communication process is limited to the speaker and the audience there are still some issues that will have a better outcome if used them properly by the speaker. Different model talks about different attributes what makes a communication process effective. Some model says to adapt the speaker according to the listeners’ background while other models say that mode of communication, environment, time and many more that will have effect on effective communication. However, some communication model and their description is given below.
[bookmark: _Toc49378597]Aristotle model of communication
Aristotle, one of the greatest philosophers of all time has created a linear communication model in oral speaking this is called Aristotle’s model of communication. This communication model is widely acclaimed and accepted among the scholars. In this model of communication, the speaker has the most important role this is why this is a speaker centric model. However, in this model there are five important factors to consider, speaker, speech, occasion, speech, audience. However, speaker has the active role here he delivers the speech to the audience and audience has the passive role that is to be influenced by the speaker. This is also one-way communication model where audience rarely have to communicated rather they would listen and be influenced (Wadensjö, 2014). Moreover, the speaker, in this model, should be well prepared, he should acquire the necessary knowledge before standing before the audience by considering the target audience, he should also consider the occasion in which he would deliver the speech. Keep in the mind all the variables he should prepare the speech and deliver the speech to the audience. Moreover, this model is highly effective in the public speaking or in the case of one-way communication. This model does not address the interpersonal or intrapersonal communication. 
[bookmark: _Toc49378598]Schramm model of communication
Schramm communication model contains all the basic principles of communication. This model explains the way people communicate or should communicate day to day activity. This is a cyclical communication model which means this is a multiway communication model or much have at least one speaker and one audience. However, this model must have three elements information, audience and speaker. However, the audience and the recipient can be a same person. This is called intrapersonal communication. Hence, this can be said that this model addresses both inter and intra communication process. Where most communication model is linear Schramm model is circular which means there must be at least one recipient and one conveyer (Abrams, 2020). Both the parties have to encode and decode the message to get the full information of any particular message.
The model works in a very simple way. There is a sender or encoder. The source of the message is the sender who sends the message. The sender should be able to send the message in a clear and concise manner that the audience get the point very easily, on the other hand the sender should be able to make the message sound important to the recipient so that he takes the message seriously (Habchi, 2020)
The recipient or the encoder is the second elements in this model. The encoder is the person who receives the message.  The encoder is supposed to accept the message, and it depends on various things like the source of the message, the credibility of the person, the subject of the message. However, the message immediately is sent to the brain, the is where the decoding takes place and communication is successful if the recipients gets the main point of the message (Craig, 2020). 
The third component is information. Information can be verbal or non-verbal. Information can be in speech, text message, email, or sign language. 
[bookmark: _Toc49378599]Berlo’s model of communication 
Sender, message, channel and receiver, these four components describes Berol’s communication model in simplest way. This model can be described in this way that a sender sends a message using a channel and the receiver receives the message. This is a one way of communication process. 
However, the clarity of the message the sender will send depends on the sender’s knowledge on that topic, communication skills, culture and social system. All these elements can have impact on polishing the message. The message should be polished in a reasonable way so that the receiver gets the message easily. However, the structure of the message, the code of the message and the way message has been sent has very good influence on the clarity of the message. The channel also plays a big role in effective interpretation of the message. It can be in hearing, touching, seeing, tasting and smelling (Broca & Ferreira, 2015). In this model of communication, it is assumed that the thinking of the recipient should be aligned with the sender of the message. However, since this is a linear communication model this will end here. 
[bookmark: _Toc49378600]Communication skills 
Having an effective communication skill is necessity in this past pacing business world. People are running against the time, so it is important that one should be able to convey a message in a way that the receiver can understand in and instant and can save time, otherwise this is just beating in the bush. According to a LinkedIn research communication is the top rated soft skill in an organisation and organization and teamwork follows (LinkedIn, 2016). 
The importance of having communication skill is described below:
Valued in workplace: Having an effective communication skill is valued in workplace. Not all the person is a very good communicator, most people fails to convey the message in a simplest way without losing the information. Since, businesses are run within very tight schedule, and there are tons of information needed to be transfer to the recipients, it takes time energy and creativity to send the message understanding the need of other end, so employee who can do this work in effective and efficient manner they are valued (LinkedIn, 2016). 
In demand by the business: The employers are seen to encourage the employees to take one or two to improve them in-person and communication skill. Organisation need people who can satisfy the need of the other end, hence they want proficient one (Abrams, 2020). Hence, being good at communication is extra benefit for getting a job rapidly.
Being a prudent speaker: When a person is good at communication. It can be either in written or oral from. But this is quite sure that a good communicator is a prudent speaker. 
Building a better rapport: Having a good relation is important everywhere in life. But not being able to express oneself is the main hindrance in this. People who are good at communication are likely to build a good relation among other people (Wadensjö, 2014).  
[bookmark: _Toc49378601]Example of miscommunication 
One of my friends worked in IKEA, UK for several months as a customer’s service executive. There were his other peers as well, and over the time they grew a quite a team that they used to go to movies after work whenever they got time. Since they sometimes had to work late at night, as a result they all the time went to movies at night. So, in one weekend at night my friend invited all of the colleagues to go watch a movie at 10. All of them said yes and the plan was executable. However, some of the colleagues thought that my friend meant 10 PM since they were used to go to the movies at night, but my friend meant 10 in the morning. There was a chaos in the plan and it was not properly executed. Some came at 10 AM and some of them did not even show up, when called they replied they thought it is in the night. So, the information was not clear that is why there is a fuss. 
[bookmark: _Toc49378602]How to avoid miscommunication
Miscommunication can damage ones’ career prospect, so people should be extra careful about the avoidance of miscommunication. Based on some research some key points are described below: 
Be clear and concise: Being clear about the subject what the sender is trying to convey is important, because if one use jargons and gives the information in between it will not be helpful for the recipient to extract the meaning. In addition, the information should be concise so that recipient gets it within shortest time (Abrams, 2020). 
Check and double check: Before communicating one should be doing the double checking, this is important in written communication. In this way if anything is missing from the information this can be added (Goetz, 2017). 
Necessary explanation: While conveying message, be it in the oral form or in the written form explanation is necessary sometimes.  If the speaker or sender thinks that some information needs further clarification for better understanding of the recipients, then he should go for it (Rudd & Hughes, 2019). 
Recipients’ background: Sometimes we see that we are delivering some message where the recipients do not possess that sort of knowledge to decode the information the attempt to send a message will go in vain (Wadensjö, 2014). So, message should be delivered based on the background of the recipient. Hence, this is important while delivering a message.
However, this problem shows us that my friend wanted to pursue his colleague that they should go to movies at 10 in the morning, he could not communicate properly, he was not clear about the message, did not give necessary explanation when they would meet, and did not assume that they are accustomed to go to movie at 10 PM. Hence, this model falls under Berlo’s communication model.
[bookmark: _Toc49378603]Conclusion 
This can be concluded that miscommunication can lead to a chaotic situation in any organization, to a person, to a relationship. Since, everything is past paced this is important to communicated effectively. In order to do that, and avoid miscommunication there are some steps that one should follow.  These steps include being clear and concise during communication, rechecking the facts before sending those in case of written communication, adding necessary explanation etc.


References
Abrams, Z. I., 2020. Miscommunication, Conflict, and Intercultural Communicative Competence. In: Intercultural Communication and Language Pedagogy. s.l.:s.n., pp. 288-312.
Broca, P. V. & Ferreira, M., 2015. Communication process in the nursing team based on the dialogue between Berlo and King. Escola Anna Nery , 19(3).
Craig, R. T., 2020. Models of Communication In and As Metadiscourse. Colorado: University of Colorado Boulder.
Goetz, M. K., 2017. Miscommunicating Important Information: How to Avoid Tragic Results. Journal - American Water Works Association , 109(7), pp. 52-55.
Habchi, Z., 2020. The Circular Communication Model. International Journal of Sciences: Basic and Applied Research, pp. 181-198.
LinkedIn, 2016. Data Reveals The Most In-Demand Soft Skills Among Candidates. [Online] 
Available at: https://business.linkedin.com/talent-solutions/blog/trends-and-research/2016/most-indemand-soft-skills
[Accessed 26 August 2020].
Rudd, J. E. & Hughes, D. T., 2019. Communication Incompetency, Deficiencies and Miscommunication. In: Negotiation Preparation in a Global World. s.l.:s.n., pp. 39-53.
Wadensjö, C., 2014. Communication and miscommunication. In: Interpreting as Interaction. s.l.:s.n., pp. 197-238.




3

image1.png
Trinity Saint David
LONDON

www.tsdlondon.ac.uk





 


 


 


Student Name


: Madalina


-


Andreea


-


Balasoiu


 


Student ID: 1918689


 


Module Code:


 


BMSW4002


 


Module Nam


e


: 


Effective 


Teamwork


 


and Communication 


 


 


 




      Student Name : Madalina - Andreea - Balasoiu   Student ID: 1918689   Module Code:   BMSW4002   Module Nam e :  Effective  Teamwork   and Communication       

