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[bookmark: _Toc135320506]Introduction 
This study has evaluated the crucial approaches to sound communication at work. Extensive communication has been considered a pivotal element in ensuring an engaged and productive workplace. This study has delved into major components, like clarity, active listening, openness, suitable medium choices, consistent feedback, as well as non-verbal communication approaches that have been highly justified (Newnam and Goode, 2019). In addition to this, it has examined sound communication frameworks suggested by Berlo, Shannon-Weaver, and Schramm. These have highlighted key contributions and limitations. This study has also portrayed viable insights from real-life workplace experiences for realizing the major challenges and tactics for handling such communication issues and barriers. Through proper examination of such factors and elements, this study has aimed to provide viable insights for individuals and companies, which are seeking to enhance key work communication practices and approaches in the workplace. 
[bookmark: _Toc135320507]Effective Communication in the Workplace 
Extensive communication at work is essential for nurturing engagement, enhancing productivity, as well as controlling a positive workplace. Several components support sound workplace communication. First of all, clarity is important. As stated by Newnam and Goode, (2019), communicating with transparency has helped to convey data in a concise and realizable manner. Avoiding jargon or technical language might create further confusion at work. It is essential to be particular and deliver clear guidelines or demands for ensuring that every person is on the same page while working. Active listening has been considered a pivotal element of sound communication at work. Active listening to peers or superiors has showcased adequate respect and demonstrates their valuable input at work is reliable and valid. It has included ensuring undivided attention, asking clarifying questions, as well as delivering feedback to ensure mutual understanding at work. 
On the other hand, openness and honesty have been considered crucial elements in the field of communication at work. Workers must feel comfortable expressing their concepts, concerns, or consistent feedback without any judgment or fear as well as retaliation. Inducing a rich culture of open communication should motivate engagement, technology, as well as decision-making aspects at work (Newnam and Goode, 2019). Using suitable mediums is also essential, whether it is face-to-face conversations, email, instant messaging options, or video conferencing mediums. That is why, it has always been needed to choose the right medium for conveying messages as well as ensuring sound communication while working. However, some messages might need a personal touch, while others might also be effectively conveyed through written communication mediums after all. 
[bookmark: _Toc135320508]Critical Appraisal of 3 Communication Models 
Following models have made major contributions and support for realising the key communication procedure. Those have been demonstrated as well as evaluated as follows: 
Berlo’s SMCR Model 
[image: ]
Figure 1: Berlo’s Model of Communication 
(Source: Self-developed) 
David Berlo's SMCR (Source, Message, Channel, Receiver) model has embraced the key elements included in a systematic communication procedure at work. It has also delivered a well-organized model for interpreting communication interactions and engagement. However, one limitation has been identified as its linear approach, which might fail to capture the dynamic as well as interactive aspects of communication (Kuznar and Yager, 2020). It has also overlooked the feedback loop as well as the core impact of the area on the extensive communication procedure while working. In addition to this, this framework has not adequately considered the key role of noise or barriers that might also hinder efficient communication at work thereafter.
Shannon-Weaver Model 
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Figure 2: Shannon-Weaver Model of Communication 
(Source: Self-developed) 
This framework has also been known as the mathematical model of communication, which has focused on successful transmission of data from a sender to receiver. It has introduced the key ideas of feedback and noise, which has also highlighted the core impact on the key communication process. However, it has also been argued that this framework has oversimplified communication by decreasing it to a mechanical system of encoding as well as decoding messages (Xu and Zhang, 2021). It has neglected the complexity of human communication, consisting of social, cultural, as well as psychological elements that impact proper meaning and analysis. Furthermore, this framework has not explicitly considered the key role of the area or the active engagement of both parties in the systematic communication process with benefits and advantages. 
Schramm's Interactive Model 
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Figure 3: Schramm's Interactive Model of Communication 
(Source: Self-developed) 
This framework has addressed the major limitations of past models by embracing the reciprocal aspect of communication. It has highlighted the actual need for consistent feedback, recognizing that extensive communication has been considered a two-way procedure. It has also acknowledged the impact of area, individual complexities, as well as shared beliefs. As mentioned by Lin and Lin, (2020), this framework has also been argued that it might fail to capture non-verbal approaches to communication, like body language and tone of voice. In addition to this, this framework has not explicitly considered the power dynamics or the key potential of unequal dissemination of data and its impact on communication interactions. 
[bookmark: _Toc135320509]Communication Issue encountered in Workplace 
One communication problem that has been encountered in the workplace has been identified as misinterpretation of email tone. An email had been sent to a colleague depicting a project deadline and urging additional data. However, the colleague had misinterpreted the tone as confrontational and defensive. It has led to further confusion at work as well as misunderstandings (Lee and Li, 2020). To overcome this problem, it has been needed to schedule a face-to-face meeting with that colleague. At the time of the meeting, it was needed to express key intentions behind that email and clarify that there was no such bad intention for coming across as confrontational. 
From this work experience, it has learned the actual need of considering how written communication might be perceived uniquely by different people. Tone, as well as intention, might easily be misinterpreted without the area delivered by non-verbal cues. It has also been understood that the importance of using alternative communication channels, like face-to-face meetings or video conferences, might become sensitive for complex discussions at the workplace (Yates, 2022). An in-depth experience and knowledge of the value of active listening as well as empathy have also been highly justified, which also helps to resolve communication problems and barriers. Active listening has also helped a lot to bridge the gap between understanding and building trust. 
[bookmark: _Toc135320510]Conclusions
It can be concluded that extensive communication at work has played a vital role in promoting engagement, profitability, as well as an enriched workplace of companies. Transparency, active listening, openness, suitable medium selection, constructive feedback, as well as non-verbal communication have been considered major elements supporting sound communication at work. Realising as well as applying communication frameworks have delivered viable insights, although they have key obstacles and barriers. Real-life demands, like overcoming misunderstanding of voice tone, have emphasised the actual need of considering unique communication networks and practice active listening and empathy. By emphasising such principles and continuously bolstering communication capabilities, companies might foster a rich culture of extensive communication at work enhancing teamwork, innovation, and overall success. 
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