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INTRODUCTION
This report is based on the understanding of effective team management and communication skills. The importance of communication skills and team management to facilitate the works will be included in the report. The analysis of case studies in this context will be part of this report. Based on the analysis of the report and case studies the suggestions and recommendations will be included in the report. The objective of this report is to enhance the understanding and knowledge of communication skills development and to provide awareness about communication skills for personal development. 


[bookmark: _Toc91602667][bookmark: _Toc91603100]COMMUNICATION MODELS
Communication and management are the two concepts, which depend on mutual coordination. Without having well-guided communication skills the management cannot function well. Communication is a tool that brings efficacy in the management and their work. At any organization or any level, communication is very essential to deliver ideas, thoughts, perceptions and essential information (Khan et al., 2017).   Communication helps in transferring the knowledge and guidance to the students and the employees in any organization, so it can be demonstrated that Communication is essential for all the instituted and at all the stages of personal and professional life. There are various models of communication that help in identifying and knowing the steps and components of communication (Radovic Markovic and Salamzadeh, 2018). The communication models are generally categorized into three parts, Linear, interactive and transactional model of communications.
OSGOOD AND SCHRAMM MODEL
The different types of communication modes were been evolved and proposed by various researchers and communicators. One of the popular, effective and relevant models of communication is the Osgood and Schramm Model of Communication. The Components of communication mentioned in this model are the Encoder who encodes the messages, a message, the Decoder who receives and decodes the message and then the feedback is been encoded by Decoder and then the encoder becomes a decoder by decoding the encoded feedback. This model of communication is relevant because the feedback and replies from the decoders are mentioned in this. Feedback helps in making the communication process effective. 
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[bookmark: _Toc91603072][bookmark: _Toc91757267][bookmark: _Toc91757325]Figure 1 Model of Communication of Osgood and Schramm
Source: (Karaperyan, 2020).
It can be illustrated from this model that the communication process requires a channel and the receiver at the opposite end to receive the message similarly as that it was been transferred. Communication is been explained as a circular process that circularly takes place. The role of sender and receiver are been changed from situation to situation (Karaperyan, 2020).
SHANNON AND WEAVER MODEL
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Source: (Daylight, 2017).
According to Daylight (2017), Shannon and weaver model of communication is one of the most popular and relevant models. It is been referred to as the mother of all the communication models. Shannon and weaver model has Information, Message, transmitter, Channel, Noise, Receiver and destination, as their main components. The concept of Noise has been introduced in this model. Noise is the barrier in the process of communication. According to Kuznar and Yager (2020), the understanding of this model can provide the knowledge of noise and barriers, so that the barriers can be eliminated and the communication can be made effective. 
SMCR MODEL OF COMMUNICATION
SMCR model of communication is been proposed by Berlo. This model has four major elements that are the source, Message, Channel and receiver, in short SMCR. It is one of the useful and prominent models of communication. Berlo’s SMCR model is considered to be the simplest and basic form of communication method. According to Maneerutt (2021), A source of message encodes the messages and transmits the message through channels and then the receiver decodes the message at another end. Certain things are required to complete the process. The source is required to have communication skills, attitudes, knowledge, culture and social system. The elements associated with the message are contents, elements, treatment, structure and the code. This is essential to the message. Channel is defined as the medium that is been used to transmit the message. The sensory organs must be able to pick the medium. The five senses of human beings act as a channel. The message is been received through the senses, the components of channels are Hearing, Seeing, Touching, Smelling and Testing. By these channels, the message is been received. The essentials of the receiver are as same as that of the source i.e., Communication skills, attitude, knowledge, social system and culture.
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Source: (Maneerutt, 2021).
[bookmark: _GoBack]The SMCR Model of communication suggests that communication can only be facilitated when the required elements are present. The efficacy of the communication process depends on the availability of the elements. This model of communication is still effective and useful because apart from the technical tools and aspects, the other associated aspects of the communication process are also been described in it. As stated by Alshanqiti and Khozium (2021), some critics are also associated with it. The lack of barrier, feedback and the sixth sense is the associated limitations of this model. The complexity of the model and linearity are the critics of the SMCR model. 
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The term communication skills can be defined as the abilities that help a person to transfer and receive information effectively. Communication skills play a very important role in the growth and development of an individual. Empathy is been achieved through communication skills and helped in understanding others (Karnieli-Miller, 2020). Numerous soft skills are involved in communication skills. Communication skills involve the skills like Public speaking skills, Listening skills, Presentation skills, Empathetic skills, Emotional intelligence, writing and other such skills (Mitra et al., 2020). 
PRESENTATION SKILLS
In academics and professionalism, presentation skills are very important. The presentation skill helps in bringing efficacy in Communication skills. The engagement and connection with the audiences reflect the communication skills of an individual (Dolan, 2017).   The presentation involves the interaction within the group, meeting or briefing to the group. 
LISTENING SKILLS
Communication is not limited to speaking only, but it involves listening also. Active listening helps in receiving and interpreting the message accurately. To communicate effectively the information collection and ideas gathering is important. Active listening provides the information to make the communication impactful (Mukhiddinova et al., 2021). 
EMOTIONAL INTELLIGENCE
Emotional intelligence is the soft skill that provides the ability to analyse and use emotions effectively and positively. The emotions can be controlled and used to bring efficiency in communication. It helps in building empathy toward others and thus the communication becomes effective (Prentice et al., 2020). 
WRITING SKILLS
Writing skills are the prominent communications skills. Effective and impactful writing skills helps the individual to communicate clearly and it helps in transferring the information with the help of simple and appropriate words. Writing is a form of verbal communication, so writing helps in interacting with people.
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The understanding of the Importance of communication skills can be understood with the help of several examples. Communication skills are very important for the workplace and academics for growth and development. Communication skills provide confidence and reflect the personality. Communication skills development helps in all the spheres of working, and this can be demonstrated through the examples from case studies (Mukhiddinova et al., 2021). One of the examples of the importance of communication skills can be demonstrated through my personal experiences. 
As part of my academic projects, a task was assigned to me and my group. The task included the PowerPoint presentation in front of my class fellows, juries and mentors. My group has 4 members. At first, we all were very nervous and were having consciousness about the presentation in front of huge audiences, but the analysis of effective communication skills helped us to manage the presentation well. My friends and I developed the soft skills required for impactful communication skills. We developed the habit of active listening and practised writing too.  The consistent practice of communication and presentation helps us to convey the presentation in public well.  Active listening and emotional intelligence are the soft skills that helped me and my team members to answer the question and queries asked by mentors and jury members. The active listingskills help in understanding the question and help to answer them correctly.  To have efficacy in thepresentation skills, my friend and I practised the presentation with each other, and we used to counter queries and questions with each other. We used to assume each other as audiences and practice the presentation sessions. This builds and boosts our confidence. The practice also helps in making us emphatic and gives us the genuine ideas of juries and mentors mindsets. Empathy was developed and it brings confidence and respect for the mentors and judges in our behaviour.  Without the proper and detailed understanding and practising of the soft skills of communication, the efficacy in the presentation was difficult to achieve (Okoro, 2017).
So it can be demonstrated from the example of this case study that the understanding of the communication skills helps in building impactful communication and it reflects the personality. 


[bookmark: _Toc91602670][bookmark: _Toc91603103]POOR COMMUNICATION AND ITS IMPACTS
Communication is an essential aspect of team management and working. In the workplace and to manage the organization and business effectively the communication is very important. Communication helps in facilitating the information among the organization and thus the effectiveness can be brought. The connection and interaction with the employee can be established with the help of good communication. Communication has various benefits, but the poor communication practised is also equally responsible for the decline of the organization. Poor communication takes place in a workplace when discrepancies and misunderstandings are present. The barriers restrict communication to take place effectively in the workplace (Alyammahi et al., 2020).  In an atmosphere wherein the transparent sharing and effective transferring of messages is been limited, then poor communication takes place. Poor communication impacts the working and overall growth of the organization in negative ways. For example, my friend works as a team leader in a creative copy making company. His company provides copy making services to various leading brands and companies. Being a team leader it is the responsibility of my friend to ensure the proper facilitation of working and information among his team. He transfers the message and information from the management of the company to team members regarding the company decisions. It is his responsibility to manage the team and provide them with all the relevant information about the copy making and client demands is also been delivered by him (Okoro, 2017).  Due to stress and lack of focus, he missed some important information regarding copy making, and he could not deliver the essential information to his team members. As a result of which the negative feedback from the client was been received and then his company was being paid less. The poor facilitation of information or communication resulted in a decline in the work quality and impacts the company reputation in negative ways.  Poor communication is responsible for the decline in the growth of any business and for the individuals it gives rise to stress, work pressure and declines the work quality (Holmes et al., 2019).
WAYS TO IMPROVEMENT OF POOR COMMUNICATION
Poorcommunication is responsible for creating misunderstanding and creates the confusion in the workplace. The growth and effective smooth working of the organization can be facilitated with the communication process. To avoid poor communication practices and to bring positive impacts in the communication, some of the methods and ways can be adopted. Some of the effective practices that can help in mitigating the chances of poor communication are been suggested based on analysts of literature and communication models (Radovic Markovic and Salamzadeh, 2018). 
It can be abstracted from the Shannon and Weaver Model of communication that Noise is the important factor that impacts the Communication process. It is been suggested that the emergence and source of noise are required to be identified and removed from the process (Buluş et al., 2017). For example in the case of my friend's situation, the barriers were his lack of focus and his reasons. He needs to identify the reasons and is required to eliminate the factors responsible for causing a poor communication process. The removal of barriers brings efficacy in communication. Having assertive and emphatic behaviour is a way that can be used as a method to help improve communication at the workplace (Holmes et al., 2019). The assertiveness and empathetic nature help in knowing the other well and thus the communication can be improved. Assertiveness helps in making the reception of the ideas in a similar manner in which it is being delivered. Feedback and review seeking is the essential element of eliminating poor communication practices in the workplace. An authentic and regular feedback session from the employees can help in identifying the weak areas of communication and the necessary changes can be made and adopted in the communication process (Karnieli-Miller, 2020).


[bookmark: _Toc91602671][bookmark: _Toc91603104]CONCLUSION
This report is based on the analysis of communication models and skills. The analysis of the importance of communication skills for effective team management is been included in the report. The analysis is conducted by the assessment of Communication models and prominent skills. To understand the communication skills a personal case study is been attached to the report. The analysis of poor communication practices and their impacts in the workplace is part of this report. This report included the suggestion and briefing of the ways to improve the poor communication practices at the workplace. 
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