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[bookmark: _Toc48925268]Introduction
Communication is the most important part of both personal and workplace. It can be formal and informal but its appeal is very high in every aspect of life.  After studying this report, it will be easy to identify the importance and the field of communication. To get success in professional life good communicational skill is necessary. This report helps to find out the proper model for proper communication and how can acquire those communicational skills. The main aim of this report to refer to the necessary skills for communication and knowledge reflect on suggestions on how can be a good and skilful communicator. This report will help to be a better communicator by providing various models and mentioning skills and abilities and how to overcome the lacking’s and develop foundational skills with a real-life example.
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Communication is a process of transferring information, understanding, sharing, meaning through a common symbol or behaviour (Means and Hathaway, 2019). In other words, it is an act of transferring information. There are various communication models to perform. By a communication model, anyone can understand the message more easily and conclude it (McQuail, 2005). Various types of communication model are given below:
· Berlo’s Model of Communication: In Barlo’s model there are four components of communication. Shortly it is called the SMCR model. This model is performed to any particular communication which includes several factors under four components (Cobley and Schulz, 2013). The four components are: 

· Sources:  The sender is the main source of this communication. He is the one who transfers the information to the receiver. There will need some skills for the sender to properly communicate to their receiver such as communication skills, knowledge, attitude, knowledge, culture, etc.
· Message: It is also called as an encoding. In this process individual thoughts, ideas, philosophy converts into messages. There are some elements in elements like content, treatment, structure, code, etc.
· Channel: Channels refer to a medium how the information transferred from the sender to the receiver. There is some medium like hearing, tasting, seeing, touching, smiling, etc.
· Receiver: It is also called as decoding. In this process, the sender tries to understand what the receiver wants him and respond to this matter after sending a message.
· Schramm’s Model of Communication: It is a cyclical communication model which contains all the basic principle in the field of communication (Mortensen, 2017).  It is a classic method for communication that works between two people when they want to share their ideas, thoughts, and attitudes. It is also called an interpersonal communication process. In this process, the speaker delivers his message or ideas and the receiver decodes what he wants to say.  Then he will give proper feedback or answer to his message. Encoding and decoding is a major part of this communication model (Garban, 2011).
· Aristotle Model of Communication: The first model of communication is the Aristotle model of communication.  In this model, the key role of communication plays by the speaker. The speaker takes charge to communicate with the audience. And the audience’s role is to perform on by listening. The speaker or the sender prepares his thoughts and ideas to share and influence the audience and deliver it to the receiver (Bryan, 2009). In this model, the speaker needs to convince the receiver to agree on his ideas and philosophy. In this model, the speaker needs to deliver his speech more carefully than the other model and the speaker’s words and contents should selective. The speaker needs to identify the target audience well prepared. Eye contact and create an image to the audience to the receiver is the most important part of this theory. For example, a politician must understand the audience's needs and make his speech on that. He needs to focus on that issues which audiences are concerns about and wants to solve.
· Helical Model of Communication: This model is also called the Helix model of communication. Helix means a three-dimensional shaped object with a smooth curve. Evolutionary is the main characteristic of a helical model of communication. In the Helix structure, the downward or starting is small but it moves with time upward and makes a bigger circle in the top (Bernhold and Rice, 2019). In this model, the process starts very slowly and gradually develops by expanding boundaries and shared more portions. The best example of this model is a new-born baby communicate with his parents by crying for food. After some ages, the communication process evolves and his reaction and habits are changed for asking foods.
· Shannon and Weaver Model of Communication: this model develops by various concepts like transmitter, noise, message, channel, receiver, source, information destination, encode, and decode (Al-Fedaghi, 2012). It is the most popular and widely used in the form of communication. In this model, the sender sends a message to the receiver via a communication system. The system encodes the message and sends it to the receiver. The receiver decodes the signal into a message. There is a concept in this model called noise. It hampers the communication system where the sender and receiver find a problem for proper communication.
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According to Picardi (2001), communication skills are the abilities that allow us to understand and be understood by others. Communicational skill is important in many fields in business and life. Communication skill will help to impress the audience, teammates, boss, clients, and helps to develop a better career in life. The most important communicational skills are given below:
· Friendliness: Friendliness is very important for good communication. It develops a good relationship with others and makes a positive attitude to others.  It is also effective in the workplace to impress the client or manager and make a productive relationship.
· Confidence: Confidence will help to proper interactions with others and leading staff in the workplace. But for growing confident aggressive and arrogant sound is not allowed because it creates negative impressions.
· Open-mindedness: To develop skilful communication any communicator will need an open mind for flexible conversation. It helps to understand the logic of different points of view and respect other's opinions. And by this people easily respond and connect for productive communication.
· Respect and empathy: People around the world have different beliefs and ideas. Some beliefs and ideas are backdated but still need to respect those ideas and beliefs. Empathy means to share emotions with others and understand other emotions. Both will help to create a positive and enthusiastic image.
· Feedback: Feedback involves giving praise as like thanks or good job. Being able to send or receive proper feedback helps to improve communication skills. The feedback can send through phone calls, emails, or in front.
· Listening: A good listener is also the best communicator. Because when communicating, listening is the most important part of paying attention to other's opinions and views. By active listening, a person can get clear ideas on what is the message and what the other people want to share.
· Using the right medium: Without the right medium for communication, the communicational process will not succeed. Many communications need personal touch and many communications need a formal way to communicate. So, picking the right medium is very important for a communicator.
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Recently a case study has helped me for a better understanding of the importance of communicational skills discussed above. In the case study, a chief executive officer doesn’t properly communicate with her staff and employee. She is good at her work but lacks communicational skills people called her wicked witch. She speaks roughly, doesn’t make eye contact, and not open-minded. She is not a good listener and doesn’t respect other's opinions. When a salesman meets her, she communicates softly. But when the salesman starts a conversation with her, she sends him out. She is good at her work field but her communication skills are not developed. That’s why the staff doesn’t like her and the salesman heard bad reviews before meets her. By solving this case I can easily understand how the importance of communication skills. For proper communication open-minded and listening skills necessary. Respect and empathy make a good impression among the people. The chief executive officer has friendliness skills but her body language didn’t positive during conversion. This case study shows how much it affects a person’s good image while communicating. It shows me that because of bad communication skills a person’s impression can hamper though he is good at his work. This case study helps me with a better understanding of how communicational skills create images easily to others and the importance of proper communicational skills.
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One of my friends named fil jones works in a bakery as a salesman. He delivers the order and persuades the people for buying the product in his bakery. There is some competition in his area because there is also another bakery in his area. His sales growth is not good compare to others in his bakery. He can’t properly communicate with his customer and can’t understand customer demand. He finds difficulties to manage his manager and customer both. He is worked hard but for lack of proper communication, he can’t identify the target customer. He cannot influence the customer for buying his product and he has become introverted when giving information about his product to his customer. For this, his performance for sale is going downward. He can’t also manage the manager if he does some mistakes in his work. He feels much pressure in his work. The manager told him to improve his work unless he will be fired. For improving his communication skill and to develop a good relationship with his customer and manager he needs to apply McGuire theory. 
In McGuire's model, there is six-step that will help to understand the process of persuasion and a potential process to deal with the customers of the bakery (Rudansky-Kloppers, 2002). The six-steps are: -
· Presentation: Presentation is the easiest step in this model. The information needs to be presented through with a channel and clarify all the demands of information the customer wants from the bakery.
· Attention: My friend needs to make the presentation unique so that the customer gives attention.
· Understanding: A lot of information will be needed for a better understanding and use a helpful strategy to attract the customer. The seller needs to be delivered a clear message for a better understanding of his product.
· Acceptance: The seller needs to make authentic information and clarify all the information about the product so that the customer accepts his message.
· Retention: The message should be delivered with a strong attitude and unique presentation so that the audience remembers his message. When they can see the product, they will remember those messages.
· Action: Finally, the potential customers will be convinced to buy his product and go to the desired directions. The audience thinks that it will be a perfect product for them and the seller keep their promises about their product.
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The report is reflected in the importance and models of communication. Definition of communication, models of communication of various researchers are describer here. The report also indicates the communication skills and how to acquire those skills in real life for a better future. The case study was mentioned by which it will be easy to identify the importance of proper communication in the workplace. An example of poor communication of a friend is also given and gives a solution process to improve his position of communication. Eventually, the report will help to develop communication skills and acquire knowledge on how to improve the communication process.
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