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[bookmark: _Toc80683962]Executive Summary
Communication skills have always been a prerequisite for a healthy relationship at work or in social circles.The role of the communication model is to provide clarity in communication. Therefore, communication models explicitly answer the following question: Who says what to whom and why?A simple communication model consists of a sender, a message, and a recipient. In this model, the transmitter and receiver share the same space. However, some other vital components of communication are missing from this basic model. When these missing parts are included in the communication process, a comprehensive communication model is established.The three well-known classic communication models are linear, transactional, and interactive communication models. The current essay will analyse these models of communication and provide examples of the models. The essay will also analyse examples of poor communication in the workplace and provide recommendations on solving instances of poor communication. 
[bookmark: _Toc80683963]









Models of Communication and Communication Skills
Communication models are schemes used to describe ideas, thoughts, or concepts related to the communication process in a simple way (Cobley and Schulz, 2013). They seek to simplify and explain how communication processes work. Through these models, one can easily understand how the communication process works and draw conclusions about it (Alshanqiti and Khozium, 2021). These models provide inputs for developing a standardised communication system and enhance communication effectiveness between people or organisations. There are three main communication models, Shannon Weaver Mathematical model, Berlo’s model and Schramm’s model. They are linked to linear, interactive and transactional models of communication.

The Shannon-Weaver Mathematical Model, 1949.
Proposed by C. Shannon and W. Weaver, the mathematical theory of communication is based on five elements; source, transmitter, channel, receiver, and destination (Shaw, 2019).Themodel was devoted to mathematical considerations for military purposes. During the 2 nd World War, the aim was to find the enemy's code, the encrypted portions of the signal. Weaver thus introduced "noise" in communication to schematize the interferencephenomenon (Genosko and Genosko, 2018). Noise is an element that can distort the message and make it not reach the recipient. 
[bookmark: _Toc80683965]Berlo’s Model of Communication
Berlo stripped Shannon and Weaver's communication process of its purely mathematical nature to apply it to human communication. The model contains four main elements, source, message, channel, and receiver (Kuznar and Yager, 2020). The source can be one or more people who create a purpose, which is sent through the encoded message.The channelis the means of transport of the message, the way it is encoded and decoded. Its function is to allow the communication process to occur, uniting the sender with the receiver (Turaga, 2016). The decoder is what translates the message and decodes it correctly when it reaches the receiver.In this model, the sender and the receiver must encode and decode the message, have the same knowledge and culture, express themselves correctly, and be understood by their interlocutor (Kuznar and Yager, 2020). The message must have form, structure, and content.
[bookmark: _Toc80683966]Schramm’s Model of Communication, 1954
According to Wilbur Schramm, communication is a process of relationships, which involves sharing information or ideas between people (Kalogiannidis and Papaevangelou, 2020). Schramm's model consisted of four elements: source (encoder), destination (decoder), message, and feedback from the recipients. Communication is not a linear process as proposed by the Shannon and Weaver model, but it is fundamentally circular. Schramm focused his attention on the behavior and attitude of the major players in the communication process, unlike Shannon's model, which points to the channels that primarily mediate between senders and receivers.
Schramm was concerned about the effects that the media (sender) had on audiences (receiver). The model recognised the complexity of communication, and through accounting for encoding, decoding, and interpretation, Schramm showed how people misinterpret or mishear information (Ellestrom, 2018). Messages must be adapted to the target audiences so that they can be understood and acted upon when they reach each audience.Some of the conclusions drawn from Schramm's work are: first, the closer the message content is to the recipient's values, the better the reception will be; and second, that there are uncontrollable communication effects on the part of the sender, such as the personality of the recipient of the norms of their social group.
[bookmark: _Toc80683967]Cases and Examples of the Different Communication Models
The Shannon and Weaver Model served to describe the interactions between machines, not between humans.The model can be exemplified with communication that is carried out every day, such as a conversation via chat (Alshanqiti and Khozium, 2021). In this conversation appears the source of information (the person who sends a message via chat), transmitter (the computer/phone used by this person to send the message), receiver (the phone where the message is received), and the destination (the person who receives the message). An element that is noise appears; in this case, it is the Wi-Fi since it can cut off and prevent the conversation or communication.
Berlo's model is used at all times in the language of the deaf-mute, the mass media, electronic media, paintings, newspapers, magazines, lectures, and signs (Alshanqiti and Khozium, 2021). Communication is flexible and adaptable.Communication will fail if the participants are not within the same communicative context (language, subject, ability to understand). In this model, one must have a reason to communicate and some personal factors affect the communication process (Talukdar, 2017). For example, communication skills (speaking, writing, reading, listening, reflecting or thinking), attitudes (positive or negative towards a subject, towards oneself and towards the receiver), knowledge (previous on the subject to be discussed), the social systems and culture from which the source comes and has been formed.
[bookmark: _Hlk80284688]An example of the Schramm Model of Communication is when one calls a friend they have not talked to for a while. The friends update one another about their weekends, summer plans, and how their families are doing. Before disconnecting the phone call, the two friends promise to keep in touch. Talking on the phone is an excellent example of Schramm's model. Within this model, one of the theoretical novelties is the inference of how the recipient chooses the messages to pay attention to (Talukdar, 2017). Priority is given to messages that one can influence directly, even if objectively they are less critical than others.
[bookmark: _Toc80683968]Poor Communication in my Workplace
Although my company strives to ensure that communication lines are clear and open, there are several instances where I have observed poor communication resulting in negative repercussions. For example, there is favoritism when it comes to annual employee leaves and time offs. While some employees are given leaves at least once a year, others are given twice. The situation has created jealousy among the employees because the management has not communicated reasons for the inconsistent leaves (Osabiya, 2015). Some members feel less valued than others resulting in conflicts, low commitment, and productivity among the workers in the workplace. 
Another communication challenge is that the channel and flow of communication are bureaucratic. Employees find it very hard to communicate their problems to the management. The situation is worsened by the fact that some managers refuse to speak directly to employees below their level. Communication is mainly done using memos and emails rather than face to face. Whenever any of the employees try to raise a concerning issue such as the favoritism case, the manager uses intimidation and threatening tactics (such as shouting and supervising the employees while doing their jobs, thus causing them discomfort) to bully employees.
The third communication problem inmy company is that it does not keep promises made to employees, and it does not explain why the promises were broken. When my company hires new employees, they are promised attractive jobs, quick reviews, quick pay raises, and fast promotion paths. Existing employees are promised raises and bonuses when the company's targets are met. Although the company keeps its promises, that is not the case on most occasions. According to Verčičand Vokić (2017), when things do not go as promised, employees become disappointed, reducing their productivity. 
[bookmark: _Toc80683969]Improving Poor Communication in my Workplace
One of the main problems in my organisation is the lack of commitment by some of the employees. If the employeesfeellike they are not part of the company, their level and degree of commitment will be lower. The problem can be solved by transmitting the values of the company to the employees through effective communication channels (Gamil and Rahman, 2017). Although my company has defined its business objectives, vision, and mission, it has not transmitted these values adequately to all employees. Doing so is very important, as it is the most direct way to make a worker feel identified or motivated by the type of company to which he belongs.
[bookmark: _Hlk80257343]My company needs to integrate all employees into the corporate strategy through proper communication. The company should give feedback on the performance of their duties and reward them; let them know that their actions and functions add more value to the organization (Verčič and Vokić, 2017). The low commitment has resulted in poor productivity among some of the employees. Therefore, my company needs to improve the productivity of these employees. High productivity is one of the main objectives pursued by an organisation (Osabiya, 2015). Poor management of business communication is one of the causes that generate a break in it. When a company realises that its employees are no longer reaching their goals or are simply fulfilling because they have to, but they show no interest in standing out, something is wrong.
Low productivity can be solved by improving the exchange of information with employees and approaching them to find out what is wrong (Welch, 2012). When a manager establishes a closer relationship with workers, he will open more channels of good communication. Employees will have the confidence to tell him if they are going through something distracting them. Internal or external conflicts could be the reason for the distraction. It is also possible that the employees require a new work tool to continue doing their activities efficiently. However, if there is poor communication in the company, employees will not communicate such issues to their employers (Jacobs, Yu and Chavez, 2016). If an employee wants to learn more about their area, the company should provide them with specialised training or course. If the employee has complications at home, the company should give them a few days off to solve their issues. If workers have the confidence to tell the manager what is wrong, they will soon solve their problems, and their productivity will increase.
Another problem in my organisation is that the operational information lacks effectiveness between employees and the company. There were not enough tools to communicate with each other easily. What the company needs to do is implement internal communication tools (Quirke, 2017). Sometimes email alone is not enough: there are communication tools for internal conversations that can make exchanging ideas more flexible and faster (Welch, 2012). Through them, workers can make inquiries or recommendations to other members of their teams. For example, the company can open a WhatsApp group for all employees. The exchange of files, images or others can be done safely and efficiently. If the company wantsall employees to start communicating correctly, it should provide them with solutions and tools to do so quickly.
[bookmark: _Toc80683970]Conclusion
As a manager, the primary skill that one must have and develop is the ability to communicate. This communication skill will make the manager's job easier. The ability to communicate helps the manager do his other duties well, including delegating work, motivating team members, developing work teams, and establishing communication with all employees. A manager can do all these tasks if he has good communication skills.Communication problems within the company can lead to a conflict. With the ability to communicate, the manager can avoid conflicts and help improve the company's overall performance.Good communication skills will also help a manager to convey all crucial messages to his subordinates well. The message may be in the form of information about a change in company policy, presentation of job descriptions to each team member, or simply establishing daily communication with team members.However, if all of this is not conveyed correctly, it can lead to misperceptions. When the company initiates a policy change, and the manager does not convey it properly to the subordinates, it may cause turmoil. Policy changes are considered to disturb the 'comfort' of the work of subordinates. When comfort is disturbed, it can cause unrest and turmoil among subordinates. However, if the manager conveys it correctly, then all the subordinates will receive it well too. For this reason, the ability to communicate in the workplace becomes very important for every employee, especially for a manager.
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