








Table of Contents
Introduction:	2
Examples of poor communication………………………………………………………………………….…3
Models of communication:	4
Methods of comumunication:	5
Conclusion:	6































Introduction
There are three standard models of communication: the 
linear model, the interactive model, and the transactional model. The linear communication model is a one-way process in which a sender transmits a message to a receiver. The sender’s message is encoded into a form that can be understood by the receiver, such as verbal or written language. The receiver then decodes the message and responds. This model is commonly used in mass media, where the sender transmits their message to many receivers. 
The interactive model of communication is a two-way process in which both the sender and the receiver actively participate. The sender encodes the message and transmits it to the receiver, who then decodes the message and sends a response. This model is commonly used in conversations, where each person takes turns sending and receiving messages. 
The transactional communication model is a three-way process in which the sender, receiver, and context play a role. The sender encodes the message and transmits it to the receiver, who then decodes the message and sends a response. However, the context of the communication also influences the news and how it is interpreted. For example, a letter sent over email may be interpreted differently than a message sent in person. These communication models provide an understanding of the communication process and how different types of communication influence how messages are sent and received. Each model offers a different perspective on how communication works and can be used to create effective communication strategies.















Examples of poor communication in your own or your friend’s workplace:
Example 1: In my friend’s workplace, managers often vague and unclearly communicate their expectations to employees. This leads to confusion among employees and makes them unsure of what is expected of them. Suggestion: 

Managers should be more explicit and precise when communicating expectations to employees. According to a study by Jackson and Nelson (2012), providing clear and specific instructions will help employees understand what is expected of them and improve performance. Additionally, managers should take the time to answer employees' questions about expectations. This will help reduce confusion and ensure employees are on the same page.

Example 2: My friend works in a customer service environment. She has noticed that her managers often need to consult with staff before making decisions. This can make employees feel like their opinions do not matter and cause confusion and frustration. Suggested Improvement: According to research conducted by the Gallup Organization, involving employees in decision-making can increase engagement and productivity. To improve communication in this workplace, managers should make an effort to involve staff in decision-making processes and solicit their opinions before finalising decisions. This could be done through regular meetings, where staff can share their ideas, or through surveys or suggestion boxes. This will help create an open and inclusive environment where employees feel their opinions are valued and respected.

Types of written communication:

Memos: A memo is a type of internal communication used to inform or remind people about a specific issue. It is typically written in a simple, straightforward style and is delivered informally. Generally, memos are used to communicate messages related to projects, policies, procedures, events, and other topics of importance to the organisation. They often share information quickly and efficiently, including instructions, proposals, reminders, or additional information. 
Letters: Letters are written communication with an individual or organisation. They are typically used to convey messages or updates that are more formal than those used in a memo. They are usually sent to external contacts, such as customers, vendors, and other organisations, and can be used for various purposes, including offering praise or expressing appreciation. 
Reports are written communication that provides detailed information about a specific topic or situation. They are typically more formal and structured than memos or letters and are used to present data, findings, or analysis on the subject matter. Reports provide an objective and comprehensive view of a situation or event and may include tables, graphs, diagrams, or other visuals to support the information presented.


A good report should provide an accurate and balanced account of the subject matter, including all relevant facts and figures. It should be written clearly and concisely, using appropriate language and terminology. The report should include an introduction, a body of evidence and a conclusion. Additionally, it should consist of references and other sources of information to support any claims made. Finally, the report should be structured logically, with headings and subheadings to make the information easier to read.
A typical report will include a cover page, table of contents, executive summary, introduction, a body of information, conclusion, recommendations, and an appendix. The cover page will usually include the report's title, author(s), and written date. The table of contents will list the different sections of the report and their page numbers. The executive summary will provide an overview of the report and its main points. The introduction will provide background information about the topic of the report. The body of knowledge will present the main content of the report. The conclusion will summarise the main points and provide a final thought. The recommendations section will outline any actionable steps that can be taken from the report. The appendix will include any additional information that may be useful.

Writing a good letter can be daunting, but it doesn't have to be. Start by introducing yourself and explaining why you are writing. Then, state your purpose clearly and concisely, but be sure to include any relevant details. Use a respectful, professional tone throughout the letter, and thank the recipient for their time. Finally, sign off with your name, contact information, and a closing phrase. Taking the time to craft a well-written letter can go a long way towards achieving your desired outcome.
A typical letter layout includes the sender’s address, the date, the recipient's address, a salutation, the body of the letter, a complimentary close, and the sender's signature. The sender’s address is typically placed in the upper left-hand corner of the page and includes the sender’s name, address, and other contact information. The date should immediately follow the sender’s address and is typically written as day, month year. The recipient’s address is placed directly below the date, usually in the centre of the page. The salutation is a polite greeting to the recipient, typically written as 'Dear [Name]'. The body of the letter is the main content and typically consists of several paragraphs. The complimentary close is the final few words of the letter and usually includes phrases such as 'Sincerely' or 'Yours faithfully'. The sender's signature is placed a few lines below the complimentary close and includes their name.

Models of Communication
1.Berlo’s Model of communication: developed in 1960 by David Berlo, called as SMCR (sender, message, channel, receiver).Described the different components from basic process.
2.Shramm:He discovered potential problem of noise. His idea was that sender needs to give feedback from receiver.
3.Shannon and Weaver :published in 1948,fist model in communication. Explained communication in terms.



Benefit of Effective communication


Effective communication at work is the cornerstone of any successful organisation. It is essential for employees to convey their ideas clearly and for management to be able to listen and understand them. Good communication can boost morale, increase productivity, and create a more positive work environment. The benefits of effective communication at work include: 
1. Improved morale: When employees feel heard, and their ideas are taken seriously, they are more likely to be enthusiastic and productive. 
2. Increased productivity: When everyone is on the same page, tasks can be completed more quickly and efficiently. 
3. Enhanced collaboration: By having open communication, teams can work together more effectively and achieve better results. 
4. Increased trust: When employees have honest conversations with their colleagues and managers, they are more likely to trust each other and work better together. 
5. Improved problem-solving: Good communication helps create an environment where everyone can work together to solve problems and develop innovative solutions. Overall, effective communication at work is essential for any successful organisation. It helps foster a sense of trust, collaboration, and productivity, which can benefit everyone involved.

Communication is fundamental to any organisation, as it allows the exchange of information and resources between the different parts of the business. There are various methods of communication used in organisations. These include verbal, written, electronic and visual communication. Verbal communication is any conversation between two or more people, including face-to-face, telephone and video conferencing. Written communication includes emails, memos, letters and reports. Electronic communication can involve text, audio and video. Visual communication includes diagrams, posters and presentations. Effective communication is essential to ensure that all stakeholders are informed and updated with organisational developments. It can be used to build relationships between staff, customers and suppliers and to help align organisational goals and objectives. It is also essential to maintain morale and productivity in the workplace. Organisations should ensure that their communication methods are tailored to the organisation's needs and are consistent across all departments. There should be clear guidelines on the appropriate forms of communication for different types of messages, and all staff should be trained to use these methods effectively. 

Methods of communication

Communication channels are the methods used to exchange information between two or more people or groups. They can be verbal, such as face-to-face conversations, telephone calls, or presentations, or non-verbal, such as emails, text messages, or online chats. The most common channel of communication is verbal. This includes face-to-face conversations, telephone calls, video conferencing, and presentations. Face-to-face conversations allow for eye contact and body language, which can be crucial for conveying subtle nuances of meaning. Telephone calls and video conferencing let one hear the tone of voice and gauge body language from a distance. Presentations are an effective way to communicate complex information clearly and concisely. 
Non-verbal channels of communication are also commonly used. These include emails, text messages, and online chats. Emails are an effective way to communicate detailed information, such as policy documents and reports, which can be difficult to convey verbally. Text messages are a quick and easy way to share short messages, such as meeting reminders or status updates. Online chats are a great way to communicate with multiple people and troubleshoot technical issues in real time. No matter the communication channel, it is essential to ensure that the message is clear and understood by all parties involved.


Bruce Tuckman’s stages of team development are a widely accepted theory of how groups evolve from a collection of individuals to a functional team. The four stages are forming, storming, morning, and performing.
Forming is the initial stage of team development, where members still get to know each other and learn about the group's goals and objectives. Everyone is usually polite and eager to get started, but the group needs more trust and commitment. 

Members compete over roles, ideas, and methods in the storming stage. Group members may challenge each other and question the team’s direction, which can lead to conflict. 

The team begins forming a sense of belonging and understanding in the norming stage. Group members become more comfortable with each other and accept their roles and responsibilities within the team. 

The performing stage is the final stage, where the team has established a sense of trust, commitment, and understanding. Members are working well together, and communication is clear and compelling. The team can now achieve its goals and objectives efficiently and effectively.

Conclusion

In conclusion, communication is a fundamental aspect of human interaction that can have a profound impact on our personal and professional lives. Effective communication promotes understanding, trust and collaboration. It is vital to building and maintaining heathy relationship. As communication tools continue to evolve, its important to be mindful of the benefits and potential drawbacks of new technologies and to use them appropriately to enhance our communication skills.
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