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Introduction

Effective communication in the workplace is important to exchange proper information. It builds a positive work environment, motivates employees to improve their work and achieves common goals. The present report will discuss the effectiveness of the communication process in the workplace. After that three communication models such as Berlo, Shannon-Weaver and Schramm will be discussed here to understand the communication process in the workplace.  Additionally, one communication issue in the workplace will be discussed with its solutions. Moreover, the learning experience from that issue and overcoming areas will be described in the paper.
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A workplace consists of multiple employees and managers. To deliver specific information and to collect other work-related messages, individuals have to maintain a good communication method with each other. Communication can be of different types verbal or non-verbal, written or visual. Any kind of communication helps employees to gather perfect information and to stay motivated for a successful future (Pirzadeh et al., 2020). There are some ways people can make communication in a more effective way-
Proper Listening: To understand the message properly, every employee should listen to them carefully. Proper listening to them can clear many thoughts, helps to understand others' perception or can give new ideas. Communicating after proper listening helps employees to build transparency and can reduce conflicts.
Flexible atmosphere: Workplaces should maintain a flexible atmosphere for communicating with each other. Employees can freely ask questions or can share their thoughts (Chrysos, 2023). It helps them to gain more knowledge from others.  
Using attractive methods: There are different types of communication such as verbal, non-verbal, written and many more. Combining all those kinds of communication methods can be more effective and attractive to understand the subjects. Different employees have different mindsets, needs and comfort zones, this idea also can lead them to gain more opportunities for the future.
Delivering feedback: Individuals have different skills, abilities and past experiences, they perform on that basis. After observing the work process, delivering proper feedback can make communication more effective. It also motivates individuals, creates good relationships and improves the working process for a better future (Noble et al., 2019).
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There are some communication models that help individuals to understand the process in a more systematic way. Using these models in the communication process simplifies the concept and reduces multiple complexity. 
Berlo’s communication model  
The model consists of four important elements as communication source, the messages, the delivery method or channel of the message and the recovery of the message. Sender composes the information to deliver to the receiver, that person has to maintain a proper attitude and knowledge  (Muyanga and Phiri, 2020). Information should be contently and well-structured thus, the communication channel can properly deliver it. Receivers also have to maintain a positive and supportive attitude during the process. Using this model helps the employees to understand the whole process perfectly and creates an effective and successful communication process. It clears the importance of the messages and helps to build appropriate steps to communicate. 
Shannon-Weaver model
The model explains the communication process is a one-way process which includes different steps such as a source, a transmitter, a channel, the receiver, the destination and out noises. The models focus on the source and the structure of communication and how appropriately it is delivered by the channel (Xu and Zhang, 2021). Then, the receiver has to maintain a proper destination to receive the information otherwise any internal or external noise can hamper the information. It helps to understand the roles of the sender and receiver and to maintain a proper channel and destination to eliminate noises and clears the importance of communication.

Schramm model
The model is explained as a circular process. It also includes the roles and responsibilities of the sender and receiver with the building method of the information and its transmitting process (Michelle, 2020). The model helps the employees to build the information in a proper way and to choose a perfect medium to deliver it. It helps to eliminate distractions in the workplace and ensures significant delivery of the message.
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During working in an organisation, I have faced different communication issues. Communication issues such as not listening properly can create a negative effect in the workplace. When co-workers or managers are delivering any information through communication it is very important to listen to them very carefully (Velling, 2023). Otherwise, the main subject of the information can be hampered. Not receiving the proper information also badly impacts the working process and delivers bad working feedback to the employee. Most of the time when I used to communicate with my co-workers, they did not properly understand what I wanted to convey. They produced the wrong method in the workplace. It directly hampered the work method and the whole situation. 

Overcoming the issue
Maintaining a proper environment: The issue can be overcome if the organisation maintains a proper work environment and an effective communication method. Different people have their own choice, they prefer different mediums. Communication has to build in a proper channel thus employees find communication attractive. Thus, they can properly understand what is the purpose of the communication. They can listen to the ladders and co-workers with interest and it will clear all doubts. Additionally, maintaining a peaceful and comfortable atmosphere is important for effective communication. Thus, employees do not face any noise or distraction.
I have learned from my previous experience that communication is key to a successful future. Thus, we all have to maintain a good work environment, support each other and should follow other rules and regulations. It will help us to communicate properly and to gain proper information, knowledge and other skills thus we can work properly to achieve success.
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The present report has been discussing the effectiveness of the communication process in the workplace. The ways of making communication more effective such as popper listening, atmosphere, attractive methods and delivering feedback have been described here. Communication models such as Berlo, Shannon-Weaver and Schramm models have been explained here to make communication better in the workplace. Finally, a communication issue like not listening properly and overcoming areas of the issue has been explained here. My own experience from that situation has also been described.
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