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[bookmark: _Toc87888478]Introduction
The purpose of the assignment is to analyze the skills of communication and models of communication. It's also beneficial to understand some efficient teamwork tactics. It assists in the development of awareness of the variety of communication skills required for professional growth. Effective collaborative communication skills can develop a sense of cohesion between members of the team, enabling them to fulfill their goals. This research aids students in exchanging information needed to make judgments, solve the ambiguity, develop relationships, and move closer to achieving the objectives of the business. Effective teamwork and communication help to reduce difficulties in the academics and workplace and improve productivity. 
[bookmark: _Toc87888479]What do you learn about communication skills in academic institutions?
As stated by Mindtools (2021), the act of transmitting information from one location to another is known as communication. It can be expressed verbally (by using voice), textual (utilizing printed or electronic form media including books, journals, websites, or emails), graphically utilizing symbols, maps, diagrams, or statistics. Additionally, it is also used non-verbally by utilising body movements, gestures, and the voice tone and pitch. It's usually a mix of almost all of these.
I have learned about the communication skills and models of communication in the class which my teacher has taught us. I have learned about the concept of good communication skills and poor communication skills. I've discovered that effective communication skills can strengthen our personal connections by allowing us to comprehend and be comprehended by others. As stated by Skillsyouneed (2021), communication skills, also make sure that people can coordinate interactions with companies. Individuals are inclined to share information and knowledge with a number of companies and universities throughout their careers, including stores, enterprises, administrative buildings, and institutions. Good communication skills can make these conversations go more successfully by allowing individuals to express themselves quietly and precisely while also taking in the responses.  I learned that effective communication skills can help us explore life more smoothly and improve our connections with others. Ineffective communication, on the other way, can damage commercial and personal connections, making life much more difficult. I came to know how to communicate without even attempting. I have learned about how to adapt the language, accent, tone, and message to the target audience and communicate the message swiftly and simply in a way that is comprehended. I learned about face-to-face communication, which provides the optimum possibility for developing positive relationships and engaging with others on a personal level. 
I have learned how to improve my communication skills. As per the viewpoint of Masterclass (2021), effective communication requires a huge number of capabilities, and it includes verbal and non - verbal communication signs, along with attentive listening. Learning how to communicate properly is a common procedure that allows me to represent myself and improve my individual career. Learning how to listen attentively and precisely will help me to express myself in interviews for jobs, conferences, and in my own situation. Communication skills are very important in and out of the job because it allows people to clearly convey their thoughts and beliefs into messages that are easily understandable. Good communication helps to make folks more effective employees and reduces unexpected effects caused by misinterpretation. I have learned how to make a better partner and team member if I develop a successful communicating approach that allows me to grasp what someone else is conveying.
[bookmark: _Toc87888480]Example of poor communication
In my friend’s workplace, there is a gap between management and employee. So he was not able to explain his issue or problem with the management. Since there was no appropriate contact person. In every organization, HR is the first contact person where the employees used to go and discuss their issues and company policies. He was not able to find anyone where he can discuss the company policy. And also he was not getting proper support from his project colleagues and higher management. The management always searched out the fault of my friend and did not give any appreciation of his work.  My friend was afraid to communicate with his authorities or employers. Because the management has developed a fearful attitude, they have been unable to pay attention to what had been stated. The management did not give him any chance to share his opinions about the work and always pressurized him to do more work. However, he did not give rewards to my friend if he did his work with better performance. As a result, he did not get any motivation to do the work and give his best performance. So that he was put into depression day by day. Employees were harassed or discriminated against because of their age, race, ethnicity, or gender by the management of the company. Additionally, he was also trying to change his project inside the organization to get relief from the situation. The company's management couldn't agree on a project proposal, so he couldn't give the employees a chance to communicate with each other, and there was no way for them to decide collaboratively on one concept or the other. He couldn't give chance to contact a coworker to settle the debate or share their thoughts on the ultimate decision. The employees of the company could not do any teamwork. So when they were doing any teamwork, conflict arose between them and they were not ready to accept each other’s thoughts. The information of any matter about the company’s productivity was not sent properly to anyone. So my friend and other employees did not understand about their work and they were getting confused about what they had to do. So conflict and misunderstanding were created between them. However, nobody was there to help him with a piece of appropriate information. As a result, my friend was planning to switch his company. 
[bookmark: _Toc87888481]How the problems solved by Models of Communication
The problem of poor communication between my friend and his management in the workplace could be solved by Aristotle’s Model of Communication. As per the viewpoint of Managementstudyguide (2021), The Aristotle model of communication seems to be the most generally acknowledged and commonly utilized model of communication, in which the sender transforms messages or a statement to the recipients in order to influence and cause them to perceive and act in a specific way. As suggested by Bhasin (2021), the Aristotle model of communication is the basic principle for succeeding in speaking in public, conferences, and presentations, in which the sender establishes his argument apparent by developing an attractive composition, then transfers the message on to the second portion, who just react appropriately. The sender is the active participant, while the recipient is the passive participant. The manager or employee who is the speaker, according to this concept, plays a critical role in communication. He is responsible for the entire communication system.  As commented by Medium (2021), the sender created content by thoughtfully expressing his thoughts into words with the purpose of encouraging the recipient or listeners, who can then reply in the chosen manner of the sender. There's no purpose in assuming that the information in this model would have to be highly remarkable in order for the public or recipients to be influenced. The speaker interacts in a manner that the listeners are impacted and react appropriately, according to the model. 
The manager is giving his message in such a way that my friend is persuaded and responds in the exact way that the speaker intended. Here, the manager is the main attraction as the speaker, while my friend is merely a listener. In this type of communication, the management should be very attentive with his choice of language and content. He must first identify who his intended audience is before making preparations for his message. Maintaining eye contact with the employees is necessary to make an impression.  The manager must first grasp the requirements of his employees.  To attract the mind of the employees, the speech of the manager should tackle all of the issues that arise in the workplace and commit to providing answers to their difficulties.
[bookmark: _Toc87888482]What do you learn about communication skills from the example of workplace situation?
Successful communication minimizes the probability of disagreements and conflicts between management and employees, as I learned from this circumstance. At employment, communication supports in the development of concepts, the establishment of positive relationships, and the solution of issues. Management and workers equally will feel more confident and motivated as a result of this. I've learned that effective communication is a critical factor for success in the workplace that results in an effective, high-performing team, and it's a form of recreation for me to learn how to establish good communication with my managers and coworkers in my professional career. 
As commented by Greycampus (2021), Communication is crucial for team development and identifying the greatest performance from workers. As a team member, I must have a clear understanding of what the coworkers of the team are doing. The duties and tasks of the team should be perfectly apparent to the employees of the company. On the other side, it is the obligation of the leader of the team to allocate tasks and duties based on the skills and interests of the members of the team, rather than imposing tasks on them.
 If one of the coworkers needs to be rectified about the work they're doing, then other employees should not be afraid to do so. If he or she makes a mistake, the work will be disrupted as well. Instead of scolding or shouting at the coworker, the management of the company should persuade him or her in a compelling and friendly manner that they can understand their mistakes. I have learned that in the workplace effective communication is essential in teamwork also. Through good communication, a strong relationship will build up between the employees. As a result, the employees will give their better performance in the work and the productivity of the company will increase. A well-coordinated team minimizes the probability of miscommunication and promotes a pleasant and healthy work atmosphere. As per the viewpoint of Efectio (2021), managers can easily comprehend their workers' skills and knowledge by establishing strong communication and then giving proper guidance to the people who are best suited for the job, boosting the relevance and usefulness of each project. When team members fail to interact effectively, the organization suffers as a result. 
[bookmark: _Toc87888483]How to improve communication skills in the workplace
As per the viewpoint of Lifehack (2021), employees and management must be effective listeners to enhance their communication skills in the workplace, which is part of that equation to becoming an effective communicator. Individuals who can listen carefully to others can then respond to their queries in a substantial manner. If someone does not make an attempt to hear and understand, and the other person does a great deal of damage in order to facilitate communication. 
Speaking to or interacting with somebody has the objective of sharing real information. In many circumstances, the purpose should not be to confuse someone, however, to add awareness. The management of the company should  ensuring that the other employees comprehend the most crucial aspects of whatever he is sharing.   When it comes to communication skills, the ideal rule is to aspire for expressive facial gestures as much as necessary at the workplace. Employees and managers should stand straight and communicate in a clear voice when talking in front of everyone. It will give their words a sense of assurance (Betterup, 2021).
As commented by Manpowergroup (2021), management and staff should communicate in a concise and detailed manner. The management should give sufficient information for other clients to grasp what the management is attempting to express through written and verbal communication. Also, if employees or supervisors are replying to an email, they should read the full email before composing their answer.
[bookmark: _Toc87888484]Conclusion
The conception of communication skills in the workplace is explained clearly in this report. There is an example of poor communication which is also described clearly. Additionally, there is a description of how to improve communication in the workplace. Moreover, there is an explanation of models of communication that are used to overcome the problems that arise in the workplace. 
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