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The modern day workplace is very demanding and it is important that the communication takes place in the best manner. Having the understanding of different practices related to effective communication can help a person in their personal and professional career (Back et al., 2020). In this report, we will look at importance of communication skills, examples of bad communication at work, different models of communication as well as the methods in which the communication can be done.
[bookmark: _Toc2]The Importance of Communication Skills
The communication is one of the most important skills which can help a person in all the spheres of their life. The good communication skills are usefully in personal life as well as professional career. The students can greatly benefit in their academic career from having good communication skills (Back et al., 2020). Some of the key reasons that having good communication is important are as follows:
Good Listening
The ability to listen carefully and give attention to others is one of the most basic requirement of having good communication skill and is very important.
Concise Message
The good communication is important as it enables the person to convey their message to others in a concise manner. This is a very important aspect of a person communication because this results in use of lesser words. The more concise communication increases the understanding of the listener as well (Back et al., 2020).
Higher Confidence Level
The good communication skills give a person confidence in their life. This is very important to understand. Having confidence increase the communication of a person and similarly the ability to communicate in a better manner result in increasing the confidence. This improve the personality of the individual. The more confident person can get their message across in a better manner. Having higher level of confidence is also one of the most demanded ability in the professional field (Back et al., 2020).
Better Body Language
The body language of a person is very important as is also plays an important part in the overall communication process. In fact, the communication which takes place in non-verbal manner is higher then the verbal communication. Body language is one of the most important aspect of non-verbal communication. Having good communication skills automatically implies that the person has the ability to manage their body language in a much better manner. This means that the individual can communicate and connect with others in a better way.
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Some of the examples of poor communication happening at the workplace is as follows:


Intimidating Others
A very negative way of communicating with others is use of such words and body language which is intimidating. This behaviour is very common in seniors or bosses which bully their subordinates through this negative practice (Shorey et al., 2020).
Passive Aggressive Behaviour
In this case the person keeps their communication with themselves and keep reserved at all the times but suddenly at one spur of moment they lose the control and outburst with negative slurs, shouts and curse words etc. Such a behaviour is negative and unacceptable at workplace (Mishra and Mishra, 2020).
Blaming Others
A very common way of negative communication at workplace is putting the blames on others. This is not considered a good practice and puts a negative impression of a person (Shorey et al., 2020).
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There are different ways in which a person can improve their overall communication skills. Some of the main ways in which this can be done are as follows:
The first and foremost important aspect is learning and practicing the good communication techniques. This will enable the person to learn proper ways of communication and develop them over time.
The individual can also ask their colleagues and friends for providing their feedback based on constructive criticism. The feedback can be used to improve the overall communication (Mishra and Mishra, 2020).
Another way in which this can be done is opening up and starting communication with others. More communication means better practices.
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[bookmark: _Toc7]There are different communication models proposed by the researchers and scientist. These can be utilised to communicate with others in a better manner.
[bookmark: _Toc8]Shannon and Weaver's Model 
This is a very good model which describes the whole communication process. As per this model, the sender of the message shares the information in the form of words or actions. This message is transmitted through a medium and reaches the receiver. The receiver then understands the message. The noise in the transmission can have a negative effect on the message transmission (Mishra and Mishra, 2020).
[bookmark: _Toc9]Interactional Model
This model as the name indicates describes the communication as an interactive process between two individuals. The sender transmits the message through a channel which is received. Then the feedback is sent by the receiver to the sender related to the message sent. This interaction is the way communication takes place (Gumpert & Drucker, 2019).
[bookmark: _Toc10]Transactional Model 
In this model, the individuals that are involved in the process are called as communicators. They both interact with each other and a sort of transaction takes place. The message sending and receiving involves the assigning of meaning from both parties which is happening simultaneously (Gumpert & Drucker, 2019). 
[bookmark: _Toc11]Case studies and examples of Communication at the Workplace 
Ther are different scenario in which the communication can take place in a very wroing manner at the work place. As an example let us consider the case that an employee arrives late at teh office. The boss tries to message but cannot reach the employees. When the employee arrives the boss starts shouting in front of people that you are late adn the mobile is off etc. When the employee informs that he met an accident and their mobile is broken. The boss backs off and goes to office. This is a clear case of bad communication as shouting and not apologising are bad thiings to do (Timmins, 2020). 
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There are different ways in which the communication takes place such as verbal and nonverbal communication. Both of them are discussed below for better understanding.
Verbal Communication
The verbal communication comprises of use of the words for the purpose of communication. This happens in two ways i.e. oral or written (Mishra and Mishra, 2020). The oral communication takes place when the communication is done while speaking to others. The speech of mouth is considered the oral communication. The written communication is the type of verbal communication in which the written words are used to communicate with others. This can be in the form of text message, email or letters etc. (Mishra and Mishra, 2020). The verbal communication demands that the individual has good grasp of language and vocabulary. This will enable them to articulate and convey much more effective messages.
Non-verbal Communication 
The non-verbal communication is the communication that takes place without the use of words. Majority of communication that takes place in the worlds is non-verbal. Body language, hand signs, facial expression, and posture etc. are some of the ways in which non-verbal communication takes place (Mishra and Mishra, 2020). All of these factors play an important role in communicating the message to others while there are no words involved in the communication in any manner. By learning the way non-verbal communication takes place, a person can effectively improve their communication with others.
[bookmark: _Toc14]Conclusion
The ability to communicate with others in a good manner is one of the most important skill that each individual must possess. This helps them in becoming better listener, improved body language and communicating with others in better way. There are some practices which represent negative communication at work such as intimidating others or passive aggressive behaviour. There are different communication models which look at communication from different angles. The method of communication is verbal and non-verbal. Verbal comprises of the use of words and can be oral and/or written. Non-verbal communication comprises of gestures, posture and facial expressions etc. 
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