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INTRODUCTION
      
The term communication is the process which demonstrates how the individuals share ideas, information and knowledge. Each individual works as the part of team who communicate essential information to perform all task in an organised manner. The important goal of communication considers towards completion of work with engage of all persons who are the part of the workplace. This report is written from the perspective of the workplace to improve overall efficiency by induce effective communication channel and teamwork (Akhtar and et. al., 2019). Moreover, this report will highlight on the models and skills of communication for improve from the poor communication skills. The primary focus of report formulation is to understand the importance and value of team-work and communication.
MAIN BODY

Communication Model and Skills

The term communication is a process of using words, signs and sounds for exchange and expresses the information and ideas. In simple terms, communication is a process of transferring message or idea from one person to other person by utilise the letter, call, phone or any other medium. Verbal and Non-Verbal are two types of communication methods and both of them perform an important role to exchange the information. Communication is an important skill for the business environment and this helps to formulate effective human-interaction. Moreover, effective communication skill at the workplace helps business to achieve high success in the competitive-market.
Types of Communication Model 
The Shannon and Weaver model of communication is explained as a linear model of the communication which provide organisational framework to analyse how message are received and sent (Bodnar and Clark, 2017). This is well-known for its ability which explains how message are interpreted and mixed by the individuals for send and received the message. In the context of workplace, sender encode message and send it to receiver through use technological channel such as telegraph and telephone. Moreover, sender convert the message into codes and this is specially designed for develop the effective communication process for improve the technical communication. Further, this model is used for induce different communication channel and this helps for perform work according to the decided concept and information source. Example of Shannon-Weaver Model of communication is mention as follow:
Sender- Thomson, Encoder- Telephone, Channel- Cable, Noise- Distraction in Voice, Reception- Telephone, Receiver- Assistant and this supports for completion of all work in an organised manner. This is the simplest model and their general factors applied among all communication theory to attract and implement the research information. The main reason for implement of the respective model is to manage work by completing the task according to mass audience (Charlier and et. al., 2016). This is because it is a person-to-person communication method which helps for arrange and transfer all information in an organised manner. Moreover, communication is not a one-way process and this behaves in a proper manner which helps management for perform all work according to decided company perspectives. In simple terms, all problems which generate noise barrier for communication is identified through this model as this helps to complete work in a more effective manner. 
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Berlo’s Model of Communication

One of the most important perspectives related with David Berlo’s SMCR model of communication perform all work in a simple manner. Sender, Message, Channel and Receiver describe different primary aspect and it helps to perform work according to the forms of communication. Speaker, subject and person who receive message by describe all components that helps for improve the technical communication. Theory or model of Berlo defines SMCR as source, message, channel and receiver. This drive factors which impact on the individual communication system. Use of respective model at the workplace is mention as follow:
· Sender- This refers to the source of message or individual who originate the message and it get affected by communication skill, attitude and knowledge of person (Kirca and Bademli, 2019). It describes that management focus that sender have good skills because this helps them for transparent whole information in an organised manner.
· Message- It is explaining as a substance which is send by the sender to receiver with use of voice, text, audio, etc. Further, content, structure and code are the factors which impacts on the message which is exchanged between the sender and receiver. In context of workplace, message performs an important role because it supports management to transfer information or idea in an effective manner.
· Channel- The term channel refers to the medium which is used for transfer information or message. For mass communication channel such as telephone, technical machine, internet, etc. are utilised and this helps management to exchange ideas in minimum time-period. Seeing and hearing are the major components that are monitored at the workplace by the individuals because it impacts on communication channel (Lee and Doran, 2017). Example- If there is any problem in receiver end at the time of hearing than this is challenging to complete work according to decided information. Transparent and effective communication channel is induced by management at workplace because it helps to perform work as per vertical channel of communication.  
· Receiver- They are the individual or person who get message which are sent for the complete of communication process. Message provide all information that intend towards manage task with adopt of good listening skill. Various factors related with communication system are induced and this helps for make similar results which is used to adopt better concept related with business. In context of workplace, individual who has good knowledge, high communication skills and positive attitude is engaged at receiver point because this helps for implement effective communication channel.   
Communication and their skills

The term communication is not a process of only delivering words and information but, also to induce appropriate skills which are important for make transparent and effective communication process. From the perspective of selected work roles some of the basic skills that are universal for both verbal and non-verbal communication are mention as follow:

· Clarity- This is important for the engaged individuals to express and deliver all facts and figures through communicating and speaking them in a simple and clear manner (Macht and Nembhard, 2015). For use clarity communication skill simple language is used because this is less complicated to exchange information.
· Empathy- An individual need to complete communication process and induce it in a friendlier and polite manner. The primary focus of the Empathy skill is to describe and understand other point of view also because this helps for transfer all facts and figures in an accurate manner by utilise the information from both persons whether, sender or receiver. 
· Relaxation- When the individual body become tense than they face difficulty for speak and communication in a natural manner. Workplace is a habitation area where the person face stress and feel tense because of their job role. Therefore, this is important for person to minimise the challenges related with workforce and also less relax period of the engaged workforce reduces work quality (McDermott and et. al., 2015). So the relaxation related skill is trained by expert to all individuals who manage and complete work in organisation.
· Eye Contact- Direction as well as the length of observation and to look at the person or sender is considered as an essential communication skill because this helps to make comprehensive all communication process in a more-friendly manner. With understand of current workplace, eye-contact is important because many times communication at mass level so the respective skill aids sender to transfer the information in a transparent manner.
· Sincerity- One of the most effective skill related with workplace communication skill is sincerity and this define about common words and straight-forward language which support sender and receiver for transfer information in a direct and effective manner. In simple terms, sincerity is the act of expressing thoughts and feelings with a trusted manner and approach.
The above skill defines and help to understand about all those comments which are important to induce the transparent and effective communication skill in an organised manner. Further, all of them are focused towards minimise the problems related with poor communication skill. This defines communication barrier also exists at workplace and due to this misunderstand of commands exists and this create unprofessional work-environment at the workplace. Poor communication channel generate problem because this results towards implement of those work methods which is essential to create.   
Poor Communication skill at workplace with example

The poor workplace communication occurs when there is difference between what is said and what is perceived. Moreover, communication is done between the employee, manager and all those individuals who exists at workplace (Pandey and Karve, 2017). Lack of communication reduce the morale and also ineffective communication generate conflict at the workplace. One-way communication, negative information and getting personal etc. are some major poor communication problems which are identified at workplace. Therefore, authorities or management adopt some of the most important methods which improve the situation through overcome from the current communication problems. Example- With low key communication skills this is challenging for management to increase the overall productivity because the area related with improvement are not discuss. 
In the present scenario, communication is the key of implement effective communicate process and this define it is difficult for management to manage work in the changing environment because of the problems which is raised due to the change in behavioural process of humans. Good communicator is a person who make positive work environment at the workplace by interacting with all individuals (Tavakoly Sany and et. al., 2018). This also results it is easy for management to get new ideas and thoughts which improve the overall productivity of business. Moreover, the current process improves the company communication, and this helps for manage all work according to the personal and professional skills. Example- Some individuals are trained and this helps for completion of work with induce of effective communication skills. While, other person faces challenges because of the poor communication so appropriate methods are implemented as they help for maximise the effectiveness of exchanged message.  
METHODS TO OVERCOME FROM POOR COMMUNICATION

Two-Way Communication- Poor communication create frustration and this create problems for individuals because this creates difficulties for present ideas, meetings, plans, etc. The primary focus of implement two-way communication channel is to reduce the issue of one-way communication by discussing the plans and ideas which are send by individuals to the authorities. 

Authentic and Reliable information- The main focus of organisation is to present ideas which are important to improve organisation performance but there are different challenges, faced by management because implement of new information formulate new work environment and it create problems to manage work properly (Yoo and Park, 2015). Therefore, authentic and reliable information method is implement because this helps to minimise problems related with negative factors. 
To focus on only essential information- The biggest problem related with communication process is that management focus on people more rather than the problem. Therefore, this is crucial for the supervisor to complete work in a proper manner and this helps to call all workforce in a productive manner. Also, the problems related with communication is solved by generating and evaluating all those skills which is important for the communication process. 
CONCLUSION


With understand of the above report this is concluded that communication is the key for improving the overall productivity of workplace. Along with this, good and effective communication skill improve the teamwork by transfer and exchange all information with all individuals. Communication model such as Berlo’s model of communication helps to send and receive the message according to the decided project. An individual face different challenges such as one-way communication, inappropriate information and many more. Therefore, methods to overcome from the problems is understood and this helps to improve the communication process because it aids to manage information at workplace with transparent and effective approach. 
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