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                                                       Terms of References 


This report has been requested by James and Melanie Squire for the purpose of understanding and highlighting the importance of effective communication skills in the workplace. The report aims to analyze three communication models (Berlo, Shannon-Weaver, and Schramm) and discuss a personal communication issue encountered in the workplace. The strategies employed to overcome the issue and the lessons learned from the experience will be presented. The deadline for submitting this report is 16th June 2023.



















                                                             Procedure



To achieve the goals of this report, the following actions were taken:
 Extensive research was conducted on effective workplace communication using a variety of scholastic sources and references.
The relevance and applicability of the three specified communication models in a professional context were evaluated critically. This evaluation utilised the works of Adair (2009), Alvesson et al. (1996), and Belbin (2012), amongst others.
Personal experiences were analysed to identify a workplace communication issue and resolution strategies were investigated. This analysis was informed by Blanchard et al. (2000), Covey (1989), and Dalley and Burton (2010).
Using the works of Ercegovac (2008) and Tuckman and Harper (2012), a theoretical framework for comprehending effective communication in the workplace was developed by analysing the lessons learned from the personal communication issue.















Introduction 

Effective communication is a key part of being productive, getting people to work together, and making sure that organisations succeed in the modern workplace. This study wants to emphasise how important it is for professionals to be able to communicate well. By going into detail about the Berlo, Shannon-Weaver, and Schramm communication models, the study aims to give a full understanding of this subject. Also, a personal communication problem that happened at work will be looked at, along with the methods that were used to solve it and the important lessons that were learned from it. Through this academic investigation, the study helps to improve our knowledge and understanding of how to communicate effectively in work situations.




















Main Findings

Effective Communication in the Workplace

According to Adair (2009), Alvesson et al. (1996), and Belbin (2012), effective communication in the workplace is characterised by several important factors:

[image: ]
                                                 (Cockburn 2019)

Clarity

The target audience should be able to quickly understand the messages, which should be brief and clear.
Active listening is paying close attention to the speaker, comprehending their viewpoint, and effectively reacting. Covey (1989) and Blanchard et al. (2000) both place emphasis on this idea.
Non-Verbal Communication
Accurate message transmission depends heavily on body language, gestures, and facial expressions. Insights on the role of non-verbal communication in influencing others are provided by Dalley and Burton (2010).
Feedback
 Promoting feedback encourages open dialogue and allows for the sharing of thoughts and views. Both Tuckman and Harper (2012) and Adair (2009) stress the value of feedback.

Effective communicators modify their communication styles to fit various people and circumstances. Adair (2009) and Belbin (2012) both touch on this topic.

Analysing Communication Models 

Alvesson et al. (1996) and Belbin (2012) both examined the Berlo model, which emphasises the sender-message-channel-receiver architecture and emphasises the importance of precise message encoding and decoding.
[image: ]
                                      (Berlo 1977)

Ercegovac (2008) and Tuckman and Harper (2012) examined the Shannon-Weaver model, which focuses on the transmission of information across a channel while taking noise and feedback into account.
[image: ]
                            (Al-Fedaghi 2012)

Schramm's Model
 Communication is seen as a process between an encoder and a decoder in Schramm's concept. Most significantly, this approach takes into consideration how individuals understand the message. 
Schramm's model emphasises the participatory character of communication, where people take on both the sender and the receiver roles. It has been analysed via the works of Adair (2009) and Belbin (2012).
[image: ]
                          (Qsstudy,2023)

Personal Communication Problem and Learnings

During class lessons , I ran into a communication problem caused by divergent opinions among the class members. Adair (2009), Blanchard et al. (2000), and Covey (1989) all addressed this topic in the context of successful team communication. The following techniques were used by me to resolve this problem
 Open Discussions: I provided a safe environment for discussion and urged team members to freely share their opinions. This strategy was motivated by Adair's (2009) focus on building an atmosphere of trust and transparency and good team communication.
I engaged in active listening to completely comprehend the perspectives of each team member. I tried to foster a welcoming environment that let for a greater comprehension of other viewpoints by paying attentively, clarifying questions, and exhibiting empathy. This strategy adhered to the values emphasised by Covey (1989) and Blanchard et al. (2000).
Facilitating Compromise and cooperation: Realising that reaching an understanding among the team's members was essential for addressing the communication problem, I encouraged compromise and cooperation. I pushed them to concentrate on common objectives and find solutions that would benefit both parties. This tactic was inspired by the writings of Adair (2009) and Covey (1989), which place a strong emphasis on teamwork and looking for win-win solutions.
I took away several important insights regarding successful professional communication from this experience:
 
Active listening is important because it promotes empathy, understanding, and the development of better professional relationships.
The significance of establishing a secure environment for candid discussion Conflicts may be handled peacefully and creative solutions can be developed by encouraging a culture where team members feel free to speak their opinions.
The effectiveness of cooperation and compromise: Teamwork is facilitated by encouraging cooperation and establishing common ground, which helps to resolve communication problems.
These lessons are consistent with those made by Adair (2009), Blanchard et al. (2000), and Covey (1989), all of whom stress the importance of teamwork, good communication, and active listening in the workplace.




Conclusion


Effective communication skills are paramount in the workplace, enabling individuals to navigate conflicts, foster collaboration, and achieve shared goals. This report highlighted the characteristics of effective communication, critically appraised communication models, and shared a personal experience of overcoming a communication issue. By incorporating insights from renowned authors such as Adair, Blanchard, Covey, and others, individuals can enhance their communication skills, contribute to a positive work environment, and ultimately drive success in their professional endeavors.
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