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Executive summary
Communication is important in the living world as people being social creatures need to communicate with each other. With the ability to communicate with each other, people being able to share their feelings.  Communication is so important between people that it can make or break relationships which may affect people's personal and professional life. Although communication is the inborn instinct of the living world, still in terms of understanding every aspect of it, people need to understand the terms and modes related to communication. The report will describe that in addition to different theories related to communication will be described in the report.
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[bookmark: _Toc79091876]1. Introduction
Communication skills are important to survive in the living world. In terms of connecting with other living species, communication plays a key role. With the help of communication people are able to share their feelings with others and that’s why practising communication skills become important for people. Communication may be of different types and depending on the types of communication could be distributed in different models. The report will describe different models of communication. Different types of communication will be discussed in this report. The researcher will present some case studies that help to clear the understanding about communication. A number of poor communications in the workplace has been described with the methods to improve them.
[bookmark: _wq3i8l10f54]

[bookmark: _Toc79091877]2. Models of communication
In terms of explaining the communication process as a social model, scholars have classified communication models into different communication models. Among the three main models of communication are the linear models of communication, the transactional model of communication and the interactional model of communication. All of these models shed light on improving the communication techniques but utilising different ways of communication channels
The linear model of communication: 
This model of communication describes the communication process as a linear or one-way process. This channel of communication consists of a sender, a medium of communication and the receiver. However, the sender takes all the importance in this model of communication (Dr. Amy M. Corey, 2021). The speaker is the sender of the message. The message depends on a path to reach the targeted audience that is addressed as medium and the targeted audience is referred to as the receiver. The feedback process is not considered in this model of communication thus this model of communication has limitations as in a successful communication process both sender and the receiver hold equal importance.
[image: ]
Figure 1: Linear model of communication
(Source: Businesstopia, 2021)
This model of communication was very popular in the early 20th century and many scholars prescribe their theory on the basis of this model of communication such as Aristotle’s model, Lasswell’s model, Shannon and Weaver Model of communication (Communication Theory, 2021). Among them, the Shannon and Weaver Model of communication is considered as the mother of all communication models. This model of communication has limitations as communication is dynamic in nature but this model considers communication as a linear model. Additionally, the communication process used is not continuous as there is no concept of feedback and there is no way to understand if the communication is effective or not. 
Interactive model of communication: 
The interactive model of communication considers communication as a more dynamic process as this model describes communication as a two-way process with feedback. However, the feedback process is considered in this process is not an immediate or slow feedback process. This model of communication is considered for internet-based communication processes such as email. In simpler words, this model describes communication as an ongoing process that is co-created by the participation of both the communicators (Newsmoor, 2021). Unlike the linear models of communication, it does not overlook the importance of communication.
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Figure 2: Interactional model of communication 
(Source: Businesstopia, 2021)
There are many theories that have been presented based on the Interactional model of communication such as the Osgood-Schramm model of communication. Osgood considers communication as a circular process in which the receiver and sender participate simultaneously (John et al, 2019, p.15). The sender sends the message and the receiver decodes the message in terms of providing feedback. Later on, Schramm adopted the concept of Osgood and that's why his model is described as the Osgood-Schramm model of communication. According to the interactional model of communication, the feedback may take a longer time than usual which again prevents the communication process from being continuous.

Transactional model of communication:
The transactional model of communication describes communication as a two-way process with immediate feedback. Transactional models consider feedback as a simultaneous and fast process and put significant importance on feedback (Du Pré and Foster, 2015, p.14).  This process considers field experience as an important aspect of communication as the communicators may apply their field experience in the communication process to make it more effective. This model shares the belief that a message could be influenced with feedback that indicates that messages are not effective then stand alone instead of that interrelation between the messages make it more effective and influential. 
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Figure 3: Transactional model of communication 
(Source: Businesstopia, 2021)
The Wilbur Schramm model, Barnlund’s Transactional model of communication is based on this communication model. This model of communication is considered the most effective communication model as it does not discriminate between the sender and receiver additionally due to the feedback both of the communicators can understand the effectiveness of the communication process (Rosenblatt, 2018, p.463). However, this model of communication has some drawbacks as non-verbal communication is prioritised through this model and due to the instant feedback process the noise is more as compared to other communication models.
Other models of communications
Besides these popular models of communication, there are other models of communication and the following are important from the subject point of view.
Dance’s helical model of communication:
Frank Dance in 1967 proposed his helix model of communication inspired by the helical shape of springs. According to this model, communication is influenced by people's experiences and activities. A child starts to communicate at the earlier stages of life and grows by continuing to communicate with the people they are surrounded by (Sunina and Rivza, 2016, p.136). This experience they gather throughout their lifespan has an impact on the communication process or style they choose.
[bookmark: _x896ytmbzitn]Westley and MacLean’s conceptual model of communication: 
[bookmark: _fxciphovkb]Westley and MacLean proposed the conceptual model of communication in 1957. This theory talks about interpersonal and mass communication and the point differences between these two. It also describes interpersonal communication as the most effective process as the feedback is fast and direct and in mass communication feedback is a slow and indirect process.
[bookmark: _7xrt4nd1r9gj]

[bookmark: _Toc79091878]3. Communication skills 
Every living creature uses different methods of communication. Depending on the needs and comforts of communication can be classified into different categories and the following are the categories of communication.
Verbal communication:
This method of communication is mostly preferred by humans. It is the most basic and important method of communication that makes humans able to talk with each other in terms of sharing their feelings. According to (Alison Doyle, 2020), verbal communication is important in every aspect of life from studying, to participating in an interview, to getting a job or coding a successful business. Verbal communication has so much importance in human life that it could make or break relationships. The common examples of verbal communication are assertiveness, providing feedback, talking face-to-face, giving credit to others or disciplining the employees.
Written communication: 
Written communication is the second-largest method of communication between humans and it has been proved from different excavations. This method of communication has evolved with time and still now it has been used with significant importance as it is considered the most formal way of communication (Alison Doyle, 2020). The postal system in the world is an example of written communication that helps a lot when there are no internet facilities. Other than that books, newspapers can be classified under the category of written communication. In-office or workplace, this mode of communication helps to make contact with the senior offices via letters, memos and applications.


Electronic communication
Electronic communication is a blessing of technology implementation in the communication process. Nowadays the most used method of communication is an electronic communication. People use radio, telephone, smartphone, TV, social media platforms that entirely depend on electronic media. One of the reasons behind the extensive use of electronic communication is its speed. Secondly, the easy availability of the internet introduces more facilities to this system. Sending Emails hardly takes a few minutes and it could reach the receiver within a few minutes of sending. According to Stich et al (2018), through internet-based messaging applications people are able to connect instantly. Other than that where the radio communication is widely used by militaries and governments.
Non-verbal communication: 
Nonverbal communication is a method that is extensively used by every living creature in terms of communicating with each other. In this communication, words do not hold importance rather body language, gesture, eye contact posture, facial expression are considered important ( Burgoon et al, 2016). Non-verbal communication skills decide the way a person moves, looks listens and reacts. It helps to reflect on whether the person is affected by the communication or not. Additionally, when words get matched with expression and body language it enhances the sense of trust and helps people to establish healthy and successful relationships.
Braille:
Brille is a tactical type of written communication through which visually challenged people can communicate. This style of communication is named after Louis Braille who lost his vision at a young age (Hsu, 2020, p.1069). With the aim of helping others who are facing similar problems, Braille discovered this method of communication. The visually challenged people can easily communicate with the method without depending on others. Nowadays many modern facilities like keyboards, monitors are available in this form. Even the modern elevators use a Braille system on their switches so that these people can use the switches to reach the exact floor without taking others' help.
[bookmark: _nkhtfymqjnv7]

[bookmark: _Toc79091879]4. Different case studies 
I have remembered an incident in my school where the teacher misunderstood the intention of my communication and due to that I got the teacher to deduct my marks and I got a lower grade than usual. I have missed a few classes during that module as I was stuffed from fever and the teacher was not able to understand my situation as I cannot get the chance to communicate with him regarding the issue. Thus, I deducted my marks. Later on, I talked with him and described the reason for my absence and displayed the valid documents regarding my illness. This face-to-face verbal communication has clarified the misunderstanding and I get another chance to prove my talent.
Due to my better communication skill, I have got appreciated in my workplace. I like to communicate with people and talk to them, knowing about their cultures, their places make me happy. Thus, all of my co-workers love me and have become my friends. I remember a situation where our team got a very important project with a tight deadline and one of my colleague's fathers was injured in a car accident and thus, she was not able to perform her responsibility during these days. I and my other teammates had helped to do her job while she was absent and we have successfully submitted our project within the deadline. Late on she conveyed thanks to all of us.
[bookmark: _morwfzn48q91]

[bookmark: _Toc79091880]5. Poor communication cases in the workplace and the ways it could be improved
During the days when I have started looking for jobs, I have participated in interviews in several offices and I have got selected in one of them. Additionally, I have personally liked that job because it was a renowned organisation and it was offering me the job I like with the best possible salary in that field. In this scenario, after the selection, they have emailed me for document verification but I haven't checked the mail as I was at the funeral of my grandfather. As a result, the authorities have cancelled my appointment and I was in serious trouble when I saw that. From this incident, I have understood the importance of the instant feedback process as described in the transactional model of communication. I need to contact them immediately after receiving the email to convey my concerns to the authority. I guess they could have understood my situation and provided me with another chance.
[bookmark: _uvr0lyevwchj]

[bookmark: _Toc79091881]6. Conclusion
The report will describe the importance of communication in human life in terms of getting success in life. The research thus describes the linear, interactional and transactional model of communication which helps the reader to understand the importance of communication and the terms related to it. The different methods of communication that are being used in the modern era such as verbal communication, non-verbal communication, written communication, electronic communication, braille have been described which help to understand different pathways of communication that people are using nowadays. Later on, the researcher has described the case studies related to good communication. A case study of poor communication skills has been mentioned in the report with the way it can be improved.
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