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Executive summary
This report explores three of the communication models and their applications in the workplace. It also highlights the importance of non-verbal communication, active listening, and feedback in achieving effective communication in the work place.
The report reflects the importance of communication skills as a crucial component of the employee’s performance.  



















Procedure
In order to complete this report, I have made use of the reading list issued by the lecturer, the lessons provided during classes as well as my previous experiences and several websites.














Introduction


Effective communication is the cornerstone of a successful workplace environment. It is the key to building strong relationships and fostering productive collaboration between teams and individuals. Without effective communication, teams may struggle to perform optimally resulting in decreased moral and reduced productivity.
To achieve effective communication in the workplace, several essential elements must be present. First, communication should be clear and concise, leaving no room for ambiguity or confusion. This requires active listening and the ability to ask questions to confirm understanding. It is essential to consider the audience and adjust communication style accordingly, whether it be through written or verbal methods.	
 Another important aspect of effective communication is maximising its accessibility. Modern workplaces demand the diverse set of communication methods such as emails, instant messaging, phone calls video conferencing, and other digital tools. These platforms allow for quick and efficient communication across different departments, locations, and time zones. Ensuring that employees have access to these tools is crucial for effective communication. 
Equally, effective communication is built on mutual trust and respect. Creating an environment where team members feel comfortable sharing their thoughts and opinions openly is paramount. This can be achieved through open door policies, regular feedback sessions, and management that celebrates different voices and perspectives. 







Main findings

There are three widely spread communication models:
Berlo’s communication model is a widely recognised theoretical framework that describes the process of communication between individuals. Developed by David Barrow (1960) the model has been used by numerous communications scholars in the field of interpersonal communications. 
The Berlo’s communication model compromises four major elements that are essential in any successful communication process. These elements include the sender, message, channel, and receiver. The model argues that for communication to be effective these four elements must be present and effectively employed.
The sender is the individual who initiates the communication process by encoding the message that they wish to deliver. The message, on the other hand, is the actual information or data that is being communicated. The channel refers to the medium that is used to carry the message, Such as verbal, non-verbal, or written modes. Finally, the receiver is the intended recipient of the message, who decodes the message and interprets its meaning.
Critics of Berlo’s Communication model have pointed out various limitations in the model's applicability to modern communication context. For instance, the model does not account for the role of feedback in the communication process, which is essential in ensuring that the message is understood in the intended manner.
Additionally, the model assumes a linear, one-way flow of communication that overlooks the interactivity and complexity of more than communication channels such as social media platforms. These critics argue that communication it's often a two way process, where feedback plays a crucial role in ensuring that's the message it's well received and understood.
Despite these limitations, the Berlo’s communication model remains a valuable framework for understanding the basics of the communication process. It provides a clear structure for analysing the various elements that contribute to effective communication, thus helping individuals enhance their communication skills.
Shannon-Weaver (1948) communication model has long been regarded as one of the most influential ways to understand the communication process. The model sets the foundation for communication studies and has been widely used as a framework of evaluating and improving communication practices.
 	The Shannon-Weaver model of communication is based on the principle of transmitting information from a sender to a receiver through a communication channel. Same as Berlo’s model, it’s represented as a linear process, but takes into consideration the role of noise, or any external or internal factors that may interfere with the communication process.
However, the Shannon-Weaver model has also been criticised for its simplicity that limits its applicability in real world. Critics argue that the model lacks qualitative aspects such as emotions, feedback, context, and cultural variations that shape the communication process. Moreover, it does not account for non-verbal communication, which plays a crucial role in face-to face interaction. 
Regardless of its limitations this model still offers valuable insight into the communication process. It provides a basic understanding of how the information moves from the sender to the receiver and highlights the importance of communication channels.

Schramm’s communication model (1954) is the leading communication model that has shaped the way communication is understood today. The model proposes that communication is a two-way process that occurs between a sender and a receiver, who encode and decode messages through a variety of channels. The channels can be verbal or nonverbal, and the message can be transmitted through a range of media including speech, writing, and visual.
Schramm’s model is significant because it highlights the importance of feedback in the communication process. 
Schramm argued that communication is incomplete unless both the sender and the receiver cooperate to ensure that the message is understood as it was intended. By encouraging feedback, the sender can modify their message and improve communication outcome.
Schramm also offers a useful way to understand the noise, which is any interference that can distort or interrupt the message being sent. However, the model asserts that effective communication can still happen even in the face of noise, when both the sender and the receiver work to overcome those barriers.
This model has also some criticism. For example, some scholars argue that the model is too simplistic and does not account for the complex and dynamic nature of communication in the contemporary society. Also, some argue that the model ignores other important factors that can impact the communication process, such as power dynamics and social structures.
While the model may have its limitations, it has played a vital role in shaping our current understanding of communication.
































Conclusion

In conclusion, effective workplace communication is essential for any high-performing team. Its elements-clarity, accessibility, trust, and evaluation-combined with the right communication tools result in successful collaboration, high morale, and productivity. When practiced regularly, these elements create a culture of communication that sets businesses and teams toward achieving greater hights.




























Real life example:

One communication issue that I have encountered in the workplace is the lack of clarity in conveying information and instructions. This resulted in misunderstanding, confusion, and mistakes individually and within the team. To overcome this issue, I requested clear and concise instructions. I was constantly active listening and asking clarifying questions when information was presented. From this experience I have learnt that individuals have different styles of communication and it is important to address the issues you may have in order improve communication and solve any issues that may arise.
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