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INTRODUCTION


Communication is related with transferring of the information from one person to another or to the group of people. With efficiency in the communication an individual can easily and efficiently convey their ideas and thoughts so that they can accomplish their objectives through sharing all the necessary information (Ritter and et. al., 2018) . It is pervasive and is crucial in all the aspects due to which the organisation adopts various models within the organisation for ensuring better communication. With this they can ensure that better decision are taken by them managing various barriers that can affect the overall outcome. In this report various skills of communication are discussed along with various models of communication that can are applicable within the workplace so that the managers and the leaders can ensure that each and every piece of information is considered while taking any decision. 

MAIN BODY

Models of communication:


The organisation take into consideration various model of communication as with the help of this they can ensure that efficiency within the organisation is achieved. The model facilitate systematic representation of understanding of how the communication within the  organisation work. Various model which are used by the organisation for effective communication includes: 

Shannon and Weaver (1948): Shannon and Weaver model of communication is considered to be the mother of all model of communication as this model is an integrated model that includes various concepts such as source of the information, message, transmitter, signal, destination of the information, channel capacity etc. This model is designed with the aim to develop better understanding and to ensure effective communication between sender and receiver. This model also enable to identify the factor which can affect the communication which is termed as Noise. It was initially used within the workplace for ensuring effectiveness within the technical communication but later on it became applicable to the wider field of communication  (Quintanilla and Wahl, 2018). The organisation implement this model by define the channel of communication so that the information and the data is transmitted to the sender through various channels and intermediates. All the concepts included within the model are connected with each other in such a manner that the information reached to the reviver and upon which they provide the feedback. This model is generally applied in the education industry, communication sciences, organizational analysis, psychology etc. But the model is considered to be inappropriate to represent social processes. 

Schramm (1954): This model of communication is based upon the theory of communication which is based on the fact that communication is circular rather than linear and to have better communication active participation of both the sender and receiver is crucial. The components of this model includes various components which defines its structure includes sender, message, receiver and semantic barriers. In the Osgood-Schramm model of communication, messages travel back and forth in between the sender and the receiver due to this the sender sends the message to the receiver according to which they interpret it. This model is considered to have straightforward approach of communication in which the trading roles consistently work in circular pattern among them. With the help of this both the party involved in the process of communication has equal responsibility to contribute  and well as to share the feedback  (Najafi and et. al., 2018). The negative side of the model is that it is sometimes impaired by various semantic barriers such as noise, differences and misunderstandings due to which the interpretation of the messages get affected and thus has direct impact on the understanding of the receiver. Here, this fact related with the communication of what you say is misinterpreted by the receiver applies. This model is mostly adopted by the organisation as with the help of this it can be ensured that their employees has consistent communication so that all the information related to the business are efficiently transmitted.    

Berlo (1960): Berlo’s SMCR Model of Communication reflects the simplest model of communication as the SMCR stands for sender, message, channel and receiver. All such components describes the basic process of communication as the process of communication is based on the fact of coding and decoding of the messages that make the communication effective. The model reflects three aspects for all the forms of communication such as speaker, subject and the person who receives the messages transmitted but later another component is introduced within the model which make the structure of model as sender, who encode the message through various channels of communication which is then decoded by the receiver (Morony and et. al., 2018). The model defines various communication skills which is crucial in the process so that the effectiveness can be ensured includes:

· Attitude within the relationship of the audience, subject and receiver as with change in the subject the meaning changes and the consequences of the message also get affected. 

· Knowledge within the employees has impact on the level of understanding of the sender and receiver due to which the effectiveness of the communication is ensured. 

· Social system also has to be taken into consideration as the values, beliefs, religion etc. influences the meanings and its interpretation due to which the decisioning making gets affected. 

·  Culture also has influence on the communication as the perception of the employees vary due to which the interpretation also gets influenced.  


With the help these models of communication it can be identified that the organisation muse comply with various models of communication in such a manner that they can have systematic approach for delivery the messages and communicating. 

Communication skills within workplace:

Communication skills are crucial within an organisation as all the decision which are taken by the managers are heavily dependent upon the information they have. Due to this the emphasis is more on the sharing of the effective information on time in both written and verbal manner so that all the information can be understood in accurately and quickly. Within the workplace it is important that all the people has better understanding with each other because it is crucial for better communication that people have understanding as with this information is understood in the same context as it was delivered  (Moore and et. al., 2018). The employees within the organisation must have proficiencies in both verbal and non verbal communication as they have to deal with people in both the manner. To manage this various training are offered by the employer so that they can ensure that wide range of situations are efficiently managed. The effectiveness of communication skills are dependent upon knowledge and beliefs which are possessed by the employees as this defines their level of understanding the situation and related information that has been communicated. There are various methods of communication which are taken into consideration by the organisation such as  

Verbal Communication: Verbal communication is the one in which language is used for transferring the information from one person to other. This considered to be most commonly used method of communication which is often used during the presentations, video conferencing, one to one conversation etc. It is considered to be important for the organisation as it is more efficient  (Dwyer and Hopwood, 2019).  

Non-Verbal Communication: Non-verbal communication is the method in which the sue of signs, gestures and facial expressions are used for conveying the information. Such method of communication can be used intentionally within the organisation or unintentionally due to which is not considered to be an effective method for formal communication. It is generally used by the  individuals for understanding the feelings and the emotions of the person.  


Listening -  The communication is crucial in both the aspect such as it is important to consider both listening as well as effective delivery. With better listening ability the interpretation of the information can be made in the same manner to which it was offered. Listening can be further categorised into two:
· Active listening– This is considered to be the one in which attention is only on the crucial aspect or the information rather than on any other activity such as reading your phone, filing your nails, assuming what the other person is going to say or completing their sentences (Back, Fromme and Meier, 2019).
· Empathetic listening – This is the one in which the focus is on listening and trying to understand the message so delivered to them by understanding the mindset of the sender so that exact interpretation can be made. 
Barriers of communication and its consequences:

The communication is affected due to various barriers and such barriers has to be managed and overcome by the managers within the workplace. Some of the barriers which are faced by the managers includes: 
· Physical barriers: Physical barriers includes barriers in context of distance among the employees due to large working area etc.
· Cultural barriers: The culture of the employees within an organisation are different which affect the behaviour of the employees as they do not have signs of belongingness. 
· Perceptual barriers: Such barriers has major impact on the organisation and they are hard to improve as they are based upon the perception of the employees which varies from each other and thus affect the understanding among each other (Baby, Gale and Swain, 2018).  


Due to such barriers the organisation faces various issues such as their decision making gets influence. The employees within the organisation faces the issue of lack of interest, distractions which has direct impact on the performance level of the employees within the organisation.   

Communication  issues in the IBM Knowledge Centre

Poor communication has adverse impact on the operations and efficiency of the organisation as this can affect the decision making. At the workplace where I was working the employees are responsible to communicate to their immediate bosses and no one else due to this the situation of poor communication arise. My friend once end some his observations on a report to his boss through mail but accidentally he skipped the mail and the decision were made on the basis of report without taking into consideration the interpretation made by my friend. This made them face loss in context of number of products to be produced as in his interpretation he recommended to reduce the number of units to be produced in the particular week so that they can ensure that they do not have ideal inventory. This situation is faced by the organisation due to poor communication as he just communicated through mail rather that directly informing the interpretation to the manager (Al-Musalli, 2019).  

Suggestions for improvements


Various methods of communications are used by the organisation due to which they faces issues which affect the understanding of employees may vary from one another. For this they need to improve on the methods of communication that they have been using such as:

· Using effective communication tool such as intranet, telephones, emails etc. must be considered rather than focussing on one. 

· Verbal and non verbal method of communication must be incorporated as with this better understanding among the employees can be ensured. 

· Effective trainings and development programs for improving communication must be organised so that the employees can learn different ways of communicating.     

CONCLUSION


It is concluded from the above report that the organisation must take into consideration effective method of communication as with the help of this they can manage the transfer of all the information among their employees efficiently. Better communication facilitate the organisation in managing various issues and in ensuring efficiency in the decision making. 
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