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[bookmark: _Toc69739228]Introduction
Communication is a process or act of imparting various information among entities by the proper use of a variety of mediums including writing, speaking, signs, symbols, and further on (Cartwright, 2015). Ensuring appropriate learning on communication is the core aim of creating this report. This report showed a variety of communication models so that the internal process of communication can be understood. The required communication skills are also highlighted in this report. The examples of poor communication in the workplace are mentioned here along with the ways to get out of these problems so that the need for communication can be easily appreciated.



[bookmark: _Toc69739229]Communication models
Communication models refer to the methods of developing interaction among entities systematically which helps to recognise the way communication actions are completed. These models enable to showcase overall communication procedure using symbols (McQuail and Windahl, 2016). Shannon and Weaver model of communication, the linear model of communication, the interactive model of communication, etc. are well-known and highly used communication models. 
Shannon and Weaver Model of Communication
American mathematician, Shannon and electronic engineer, Weaver came up with a unique communication model in 1948 which showed the way communication system flows from sender to receiver. This theory is named the Shannon-Weaver model of communication, also regarded as the mathematical theory of communication (Jones and Robert, 2021). This model is developed to identify the effective communication parameters between the sender and receiver. 
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Figure 1: Shannon-Weaver Model of Communication
Source: (Jones and Robert, 2021)
The model is constructed based on different concepts which are information source, transmitter, channel, encode, decode, sender, receiver, message, information destination, etc. The sender is the one to create the original message and send it to the required destination. Encoder tends to transform the message or information into signals. Here, the sender’s message gets changed into binary data or waves so that it can be easily transmitted through satellites. Decoder accepts the signals and again convert it into message or information. Then the receiver gets the exact message sent by the sender. There is a thing called noise that influences the communication process. While getting transferred from encoder to decoder, different messages might get influenced by horns, sounds, crowds, thunders, etc. It might create an impact on the message accuracy and the quality of transmission speed. For example- when two people talk over the telephone, this model is implemented there. Here, A who talks first is the sender and his/her message is converted into signals and transmitted with the help of satellites. Then the signal is again transformed into the message and received by B. After receiving the message, B gives feedback which again goes to A following the previous procedure. 
Linear Model of Communication
The linear model of communication is depicted as the single-way communication method. It is also known as the transmission model of communication. In this communication procedure, the sender tends to send a message to the receiver. In this process, though the receiver is involved, it makes no response. The receiver here does not involve in the ongoing procedure (Smith, 2021). 
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Figure 2: Linear Model of Communication
Source: (Smith, 2021)
This type of communication process tries to concentrate on the sender and the receiver. However, the actions of the receiver here do not tend to occur. This type of communication process is one-sided. Here, it is assumed that the receiver here gets the message successfully but can not reply (Smith, 2021). For example- people listen to the radio in the car. Here the radio messages are directly sent from the radio station. The radio jockey is the sender and the people listening to the messages are the receiver. However, the receivers here can only receive the message but can not participate in the ongoing process of communication by responding. That is why it is regarded as the linear communication model.
[bookmark: _Toc69739230]Communication skills
Communication skill is the proficiency of interacting with the third party smoothly so that the required goal can be easily achieved (VanPatten, 2016). There are different skills of communication. Some of the most important skills are mentioned below.

Figure 3: Communication Skills
Source: (VanPatten, 2016)
Listening: Good communication highly depends on the way a person gives space to others in terms of interaction. Sometimes communication all about listening vigilantly to others. When a person is speaking, it is necessary to listen to what s/he is saying, giving feedback, clarifying the important points, if needed, rephrasing the serious points so that the speaker thinks that the listener is paying attention to his/her words. It will enhance the interaction between them and so good listening is one of the major communication skills. While working as a part-timer in CafePod Coffee, I needed to learn to be a good listener. I had to deal with lots of customers at a time. Sometimes their feedback was also taken by me and give a proper answer to them. At that point, I learnt how to be a good listener.
Friendliness: While communicating with people, an individual must set the right tone. In any kind of communication, the tone is momentous because it shows the interest and behaviour attributes of a person. If an employee tends to talk to his/her superior in a stern tone, s/he will have to face daring consequences (Koski and Launonen, 2015). Besides, if the behaviour of an individual is open-minded and friendly, it will help him/her to easily grab others attention and create bondage which will enable to continue further successful communication. As a part-timer, it is mandatory to engage in conversation with customers in a very friendly manner. One day, a customer behaved very rudely, and I was annoyed with this type of behaviour. However, as my manager instructed me earlier, I can not react in such situations. My tone has to be modest in this type of consequences and I needed to talk in a very friendly way so that the offended customer can realise that we want to maintain good communication with him.
Empathy: It is regarded as the capability of an individual to understand the true feelings of others and communicate with them accordingly (Harris, 2015). While communicating with someone, it is mandatory to evaluate the views of others and act according to the most suitable version of behaviour. In the workplace, the perspective of one can differ from his/her colleagues. In that case, proper consideration has to be shown to their point of views as well. Otherwise, the interpersonal relationship among them will turn out to be hostile which will affect the peaceful environment of the workplace too. While working in CafePod Coffee, I had to deal with many coworkers. The mindset of the workers differs from one another. There I learnt how to show respect to my colleagues and their views. In that organisation, most of the decisions are taken in unison by staffs which shows how much they value each other’s points and maintains strong communication. 
Emotional control: In the accomplishment of any type of communication, emotion has a vital role to play. In most cases, the decision-making process depends on the way a person feels about a situation. It highly impacts the way an individual understands others and perceives their attitude. If a person is unaware of his/her true feelings while creating communication, it will end up arising conflicts among people. So a person needs to have a grip on his/her emotional standing while interacting with others as an element of communication. As a human being, I always had issues with my temperaments. I hardly had any idea on how to keep control of emotions. During the work period, I had to make rational decisions based on factual data. Any error might occur to the organisation due to the negligence of staffs. In that case, I learnt how to control emotions and get through a rational situation where the communication has to be clear and strong.
Confidence: In any type of interaction process, confidence is one of the most crucial parts. If a person lacks confidence, s/he can never communicate properly with others (Harris, 2015). During a conversation, a person has to ensure proper eye contact, firmness in voice and postures. This reflects how confident a person is. However, over-confidence is always discouraged because it brings miscommunication and unwanted conflicts among people. Confidence is something that I always had in me. I never doubt my capacities and always try to give the best shot in my workplace. In the first month of my work as a part-timer, I had to give a presentation on my monthly report. There I truly developed my confidence and created an interactive relationship with my superiors. It became possible only because of my confident and friendly way of communicating.
These skills have enabled me to learn the process of communication and how to involve in any type of important activity having the proper interaction with peers. The attitude bore by an individual while communicating with someone has to be reliable, considerable and sophisticated so that the interaction can last long. These skills have made me acknowledge all these points to a great extent. 
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Poor communication among individuals is quite a frustrating thing, especially in the workplace, it can cause lots of harm. Dissatisfactory work objectives, frequent changes in the chain of command, etc. are responsible for poor communication in the workplace (Emmett, 2021). It not only rises internal conflicts but also enhances confusions regarding activities. It will also cause production delay which will directly affect the performance, turnover, and profit of the organisation. Without communication, different departments of an organisation can not work in coordination. Poor communication usually leads to the doom of organisational innovativeness and declines employee loyalty as well. For example- when I used to work as a part-timer in CafePod Coffee, I had to go through this situation. The managers of the sales department and the manager of the branding department had some conflicts and they were not always ready to properly communicate with each other. Sometimes their actions are also not communicated to the other department. Both sales and branding have to maintain contact with each other for the growth of an organisation and any conflict and less coordination, in this case, might lead to huge loss. In CafePod Coffee, due to the communication gap between the managers, the sales started to decline and the online hype of products also started to decrease. This made the superiors alert and they tried to reconcile by showing respect to each other’s point of views. They tried to create empathy while communicating with each other and slowly overcome the situation that arose from lack of communication. 
My best friend used to work in a renowned bookstore as a part-timer. She was not much good at written communication. Once she was asked by her supervisor to write a formal email with a proposal. Unfortunately, she made a mistake in the email body which changed the formal tone of the corporation. It led to the cancellation of organisational order. It was due to her inability to maintain appropriate written communication. As an outcome of it, the business has to go through troubles and it also affected its financial performance. My friend did not get a bonus that month due to her mistake. Thus improper communication created a huge impact on her workplace activities. 
Poor communication within the workplace has to be improved by an individual within an organisation otherwise, the effects of the communication gap will create long-term problems. Firstly, an individual has to learn how to talk to others in a firm and confident tone with open-minded wordings. Secondly, body language has to be formal as a part of non-verbal communication. Thirdly, presentation skills need to be modified so that the inner ideas of an individual can be easily communicated to others. Fourthly, proficiency has to be attained in terms of written communication as well. Formal email writing must be learnt to adopt this skill. Fifthly, collaboration with different teams is required as it enhances the communication opportunities to a higher extent. Lastly, listening to others’ opinion is important as it creates a good image in front of the speaker which is useful for further communication (Bear, 2017). 
In my case, I tried to adapt the way we should maintain communication among cross-functional teams. I also learnt how to give space and show respect to others while they are portraying their point of views. It not only helped me to evaluate any complicated situation but also made me realise how to come up with a solution to mitigate workplace communication gaps. In the case of my best friend, she started to learn how to communicate through email. She understood the importance of email writing as a part of organisational communication and learnt it heartily.
[bookmark: _Toc69739232]Conclusion
The report is prepared to reflect the necessity of communication skills. The communication process is quite easy and one needs to learn how to adopt it. In this report, different important models of communication have been highlighted so that it can be evaluated how this overall procedure works. It also mentioned communication skills and their application in personal life. The skills are highlighted based on case studies. Moreover, the report highlighted poor examples of communication in the workplace and the ways these skill gaps can be mitigated. So it can be concluded saying that various voluntary activities should be encouraged for individuals to ensure communication development among them.
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