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Communication is one of the main concerns in a workplace, it can be interpreted in many ways and keeping a positive work environment is what means effective workplace communication.
Communication has different forms of interpretation It can be formal, informal, internal or external. It’s important to develop a healthy and beneficial communication process within a workplace. Effective communication is the key to achieving long-term success, so make sure you follow the strategies for effective ways of communication. No matter what stage you are in the workplace, you need to communicate ideas well so effective communication can be understood by all the team workers to have a common goal completed with success, because if everyone will be open to share their ideas and others will listen and take notes and learn from others, they will have a great success and they will be able to complete their task on time as a team.
If we do not have effective communication skills it can lead to misunderstanding between co-workers, conflicts, mistrust, and it will lead to low morale for them in an organisation and the target that the team had to complete will not be completed if there is miscommunication, or issues within the team.

[bookmark: _Toc80911228]Models of communication 
The communication models step we have studied can help our process to better understand our communication and the communication of others. The three most well-known models for communication are Linear, Interactional, and Transactional. As West & Turner (2007) explained.
They are beneficial because they make easier the basic structure of communication and it can help us to understand that the structure is not just verbally, but also visually. Most importantly, they identify the different components of communication and serve as a kind of diagram to demonstrate how different parts of the communication procedure are related.
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Developed by Shannon & Weaver in 1948, this model describes communication as a linear process. It explains how a sender, or speaker, transmits a message to a receiver, or listener. More specifically, the sender is the source of the message. A message may consist of the sounds, words, or behaviours in a communication interaction.
It is a linear theory between a sender sending a message through an encoder which is decoded at the other end to make sense to the receiver, but noise could distort the message as in the case study ‘Maria and Pedro’ where the noise of the building site could have distorted Maria’s message and Pedro heard ‘kitchen’ instead of ‘chicken’.   Sender    -   Message   -   Noise    -     Receiver  
But the noise has interfered in their conversation therefore it has caused a misunderstanding 
The misunderstanding could have been avoided if Pedro would ask maria to repeat after he will leave the noise place to communicate better with Maria, or also Maria could send a message to make sure he got the message right. In that way they the communication between them will be a good one and there will not be any misunderstanding. 
[bookmark: _Toc80911230]Schramm (1954)

He believed that an individual’s knowledge, knowledge and cultural background also perform an essential role in communication. People from different cultures, religion or background tend to interpret the message in different ways.
A model that we have learned in class 
Billy to Servant - “Please bring something hot for me to drink as I am suffering from sore throat.”
The servant brought him a glass of warm water, but Billy wanted a cup of hot chocolate or coffee. But the servant has interpreted the meaning differently. He was not on the common reasons with Billy and therefore did not understand his master’s information. 
In this scenario the fault is neither Billy’s nor the servant as they both have different backgrounds so they both can interpret the meanings of the words differently and lead to a misunderstanding.
According to this model of communication when a sender passes on the information to the receiver, the receiver must interpret it in the desired form the sender wants and give him the feedback or respond accordingly. Any communication where the sender does not get the feedback, the communication is not complete and thus ineffective.
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There are 5 simple elements of Berlo’s model of communication. 
Berlo’s model believes that for effective communication to take place, the source and the receiver need to be on the same level. Only then communication will happen or take place properly. Hence, the source and the receiver should be similar.
For example, the case study with the professor and the village people.
It is a linear model of communication. 
The professor should have used simple words to make the people from the village understand what he was traying to say rather than ‘The edifice is being consumed by a great conflagration!’  he should say help, my house is on fire! it would be easier to understand to the village people and help him out. 

Encodes                                                                                                Decodes 
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We all use language to communicate, to express ourselves, to get our ideas across, and to connect with the person to whom we are speaking. When a relationship is working, the act of communicating seems to flow smoothly. When a relationship is deteriorating, the act of communicating can be hard to understand. People ethics background can affect the way we communicate Aldo we think they can understand what we say if we do not double check it could lead to a failure conversation. 
You can get your message across to others in an effective way and they then have accurate instructions to complete their assigned tasks if you communicate well to others. If you are not able to communicate well, the message you send will get lost in translation. 

The act of communicating involves verbal, nonverbal, and listening. 
The verbal component refers to the content of our message‚ the choice and arrangement of our words. It is a spoken word or writing. 
The nonverbal component refers to the message we send through our body language.
The barriers to effective communication skills can be: 
Physical barrier, Attitude, emotional noise, language, physiological barriers, cultural noise, lack of common experience, if they cannot relate to others because did not have same experience it can lead to lack of misinterpretation, information overload, jumping to conclusions before listening to the story.
The case study for verbal and non-verbal communication I will use is “A Day with the chef” is a case study that our teacher has given us as a case study example to use in our assignment and show our understanding of it. The top salesman Mark for his computer manufacturing company in London who was rewarded with a trip to meet the CEO Alana Brown of their company in California. People were describing Mrs. Brown as the “wicked witch of the west”. because of her rough way of speaking to people and her quickness at dismissing employees who do not please her. They had also said that she never smiles, doesn’t make eye contact and doesn’t like people starting up a conversation. Mark is nervous about meeting Mrs. Brown but after he meets her, she starts a good conversation with him and he starts to feel very comfortable now knowing that she is not as bad as he thought, so he started to feel relaxed, so he loosens his tie, crosses his legs and begins to tell her what he thinks is wrong with the London office. He tells her how his immediate supervisor had failed on many occasions to take opportunities to increase sales and how he thought they should be paid better. Mrs. Brown squinted her eyes as she looked at him. Then she stood up and said in a gruff voice. ‘My secretary will show you out.’.  
The mistake Mark has done is that he started to talk to his boss as if she was his friend and he used unprofessional language talking about his colleagues and his workplace this is what Mrs. Brown did not like about his attitude, so she escorted him out. When you are at workplace or having a meeting with your boss for example you need to have a correct attitude and using formal language as well as using proper body language such as making eye contact, paying attention, not looking for distractions while in conversation, not tapping your foot, etc. 
Listening is the key to all effective communication. Without the ability to listen efficiently, messages are easily misunderstood. As a result, communication breaks down and the sender of the message can easily become frustrated or irritated because of the misunderstanding. 
Listening means paying attention not only to the story, but how it is told, the use of language and voice, and how the other person uses his or her body. In other words, it means being aware of both verbal and non-verbal messages. Your ability to listen effectively depends on the degree to which you perceive and understand these messages.
- Active listening - Listening is not a passive process. In fact, the listener can, and should, be at least as engaged in the process as the speaker. The phrase ‘active listening’ is used to describe this process of being fully involved.

Empathetic listening- is when you really pay attention to what the other is telling you and put yourself in their shoe to understand their feelings better. 
The case study I will use for listening is “MAX the MULTITASKER”,  the elements for communication and the misunderstanding was because tamara the client know he was on the phone to another client while she was telling max that all she wanted was to bring the party to a week earlier but max forgot to take note of that and he did not do as tamara asked, this was because he did not listen to her properly he should have said to her that at the moment he cannot take her call to let him finish the call on progress and then quickly get back to her to make sure he understand her and takes notes to her needs and the misunderstanding could have been avoided, also tamara did not make empathetic listening when he was telling her that he cannot afford an employee as he has to pay for his mum treatments and etc. therefore she did not understand him properly. 
To understand what someone Is going through we need to pay attention to what they say and be there is that moment of the conversation to really understand and put ourselves in their shoes to empathize with them and it will be easier to understand and support other in that way.
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In conclusion I had a lot to learn from this module. During this module our lecturer had given us videos to watch to make us understand the real meaning of communication and the importance it has in a workplace. We also had activities that helped us to better manage our communication skills and improve them for a day-to-day live purpose. I have managed to listen to others during this module as I had the chance to be a team leader for this module and listen to the group members different point of view and emphasize with them and the models of communication that we have learned had helped me to lead my group better and communicate better with them.
“The most basic and powerful way to connect to another person is to listen. Just listen.  Perhaps the most important thing we ever give each other is our attention.” Dr. Remen, R, N 
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