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[bookmark: _gjdgxs]Introduction
Communication is the process of receiving, giving, and sharing information, views, ideas, feelings, or facts with people to form a common understanding (Guffey & Loewy, 2021). This is an ongoing or never-ending process that includes three functions: the sender, the message, and the receiver. 
Sender: The sender is the one who generates the information or the message and then coveys it to the person at the other end called the receiver. The sender is the one who is responsible for starting the communication. 
Note: This is the information, idea, feelings, or facts that are originated by the sender and is communicated to the receiver.
Encoding: The information which is generated through the sender is encoded in the way of pictures, gestures, words, and in many more forms before conveying the message.
Media: This is the channel through which an encoded message is transferred either in writing or in an oral form (Holliday et al., 2021). The channel of communication involves the internet, telephone, e-mail, post, and other channels. The sender chooses the channel of communication. 
Decoding: This is transforming the symbols encoded by the person sending the message, which is the sender. After the decoding of the message, the message is received to the receiver.
Receiver: A receiver is a person from whom the information is sent back. The recipient is the last person in this process and once the receiver adequately understands the message, the receiver acts accordingly.
Feedback: Feedback is given by the receiver on properly receiving and understanding the message. When all these steps are completed, the communication in successful (Czajka, et al., 2021). When the sender properly sends the message that the receiver understands in the same perspective and when the receiver acts according to the message, the communication is successful. 
Noise: This refers to the disturbance caused by the receiver, sender or in the message during the communication. Such as not properly understanding the message due to inappropriate gestures, bad internet connection, faulty decoding, inattentive receiver.
[image: Communication Process]
(Source: (EPM, 2019))
[bookmark: _30j0zll] Models of communication 
[bookmark: _1fob9te] Shannon and Weaver model of communication
The Shannon and Weaver model is widely accepted and is the most popular form of the communication model. This linear model describes how the speaker or the sender coveys the message to the receiver. This is a simple model through which the message is transferred from the sender to the receiver. Sender is known as the source of the information or the message (Xu & Zhang, 2021). In my Workplace, I identified the Shannon and Weavers model by communicating the message that includes the words, behaviors, or sounds involved while speaking to my seniors or teammate. To make the message clearly transferred through the channels, route, or the pathways of communication, it is ensuring to be free from any unwanted noise or interruptions. It must be transferred directly to the receiver, who is the target audience for the message. There may also be certain obstacles such as noise. It is interference is the communication channel or misrepresentation of the message (Ali, et al., 2021). In the case study of Mario and Pedro, the noise was coming from the building site, which has misrepresented Maria's message and instead of chicken, Pedro heard kitchen. 
There are certain limitations of this model. This model assumes that the communication flows only in a single direction and provides one channel for one message, meaning the messages are already encoded with a perfect meaning (Alshanqiti & Khozium, 2021). In the case of Maria and Pedro, the communication was only in one direction, that is from Maria to Pedro and due to the noise in the building site, the message was not clear to Pedro, which confused. 
[bookmark: _3znysh7] Schramm’s model of communication
Wilber Schramm proposed this model in 1954. Information is useless until and unless the message is put carefully to words and then conveyed to other people. Encoding is crucial role as it initiates the communication process by transmitting the message into content. When the information is collected by the receiver, his primary responsibility is in understanding the message conveyed by the sender in the exact manner which is being understood by the receiver (McQuail & Windahl, 2015). In my friend's Workplace, I observed miscommunication due to improper decoding of the message of the sender, there the boss is engaged in multi-tasking at a particular time misinterpret the information shared by an employee, which leads to mismanagement of the work scheduled. Thus, the encoding and the decoding are the important elements for effective communication, and without this, the information cannot flow among the two persons. 
The emphasis was also given on the feedback, that until and unless the feedback is given, the communication remains incomplete. The interference caused in the communication could be avoided by providing feedback to the sender (Elleström, 2018). In the case study of Maria and Pedro, Pedro could have called back Maria and ensure what she really meant. As per Schramm's model of communication, when the information is passed from the sender to the recipient, the receiver must understand the information in exactly from what the sender is trying to convey and then give the feedback. Communication is a two-way process and where no feedback is received, the communication is ineffective and remains incomplete. 
[bookmark: _2et92p0] Berlo’s model of communication
The Berlo’s communication model represents the emotional side of the message and operates on the model known as SMCR. It stands for Source, Message, Channel, and Receiver. 
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(Source: (Theory, 2021))
 Source
The source is the sender who originates the message or who transfers the message to the receiver after putting the thoughts in words. 
Communication skills: To make the communication effective and create an image among the receivers, a person must have good communication skills. The sender must be aware of certain things such as where and how to repeat certain sentences, where to take a pause, how certain words are pronounced, how to speak (Turaga, 2016). It is the responsibility of the sender to ensure that the message is understood by the receiver in the exact manner as conveyed by the receiver. 
Attitude: A person should have the right attitude along with speaking qualities. The sender should possess the right attitude for creating an ever-lasting image in the minds of the receiver.
Knowledge: Knowledge refers to the clarity of the speaker's message to the receiver (Praxis, 2021). The sender must have a complete understanding of the topic and speak in a manner that the receiver understands.
Culture: It is the cultural background of the receiver, where the sender is conveying the message.
 Message
It includes the content of the message, the elements such as the posture, gestures, movement of hands, body movements, facial expression. The treatment means how a message is treated and conveyed to the receiver; the message should be structured appropriately so that the message is delivered in a desirable form (Muyanga & Phiri, 2020). The expressions, language, and gestures are known as the codes that must be accurate enough to get the message decoded exactly as sent by the sender. In the case of Maria and Pedro, the message was not heard properly due to this the confusion was created. Hence, Pedro should have used his communication skills by contacting Maria again and should clarify the doubts.
 Channel
It refers to how the message flows from one person to another by hearing, seeing, touching, tasting, or smelling. The five senses are considered as the channels through which a person communicates with another person.
 Receiver
He/she is the person who receives the message, must precisely understand the message and gives feedback or act accordingly. For better understanding and the smooth flow of messages, the sender and the receiver must be on a single or on the same platform (Shi, et al., 2017). The receiver must also possess good skills to understand the message precisely conveyed by the sender. 
The limitations of the Berlo’s model of communication are that he stated that for effective communication, the sender and the receiver must be on the same platform, which is sometimes not applicable in real life. 
[bookmark: _tyjcwt]Communication Skills 
Communication skills are the abilities which a person uses while receiving or giving the information. It involves speaking, listening, empathizing, and observing (Hargie, et al., 2017). The communication skills clarify the differences in communicating through phone, face-to-face, e-mail, or social media. 
Verbal skills: The verbal communication refers to using the required skills which helps in focusing on the words to convey the information by spoken words, written words, the choice of the words, the pitch and tone (Moss, 2017). Verbal skills mean how the information is delivered and how the information is received.
Non-verbal skills: The non-verbal communication transfer the information through facial expressions, gestures, body language, postures (Burgoon, et al., 2016). This depends upon seeing and analyzing the physical movements or using the language to transmit the message through sign language, or expressions.
Empathetic listening: This means understanding the emotions or feelings or trying to put oneself in other shoes. It is the ability to understand and consider some other person's perspective (Drollinger, 2018). This communication skill is important as it helps in understanding other people's emotions and helps in selecting a suitable response. Empathetic listening helps improve social skills, create and maintain connections, and be a better team player. 
Active listening: It refers to paying keen attention while communicating with others and towards the person who is speaking or talking to you. Active listeners are well-known by co-workers due to the respect and attention to others (Jahromi et al., 2016). They use non-verbal and verbal techniques to maintain keen attention towards the sender, which helps improve the focus and ensures that the sender can see that the receiver is engaged and focused. 
[bookmark: _3dy6vkm]Poor Communication 
No business can run perfectly without proper communication. Healthy communication is essential for achieving results as well as for creating a positive environment in the organization. Lousy communication or poor communication negatively impacts the employees' minds (Rana, 2013). For example, at my Workplace, the managers conduct a meeting and speak in a common language known to everyone. At the end of the session, the manager goes without clarifying the doubts. This creates a dangerous situation as it is our responsibility to give patients proper medication, and we need very clear instructions. 
At my friend's Workplace for example, a memo was issued to all the staff members by the manager stating when the workload will increase it will require the hours from the regular duty and requires 8 hours shift or more than this for 2 or more days, even at the time of unscheduled days, the duty of the employees will be changed until and unless there is an adverse effect which would result from the absence of the employee. After reading the memo, the manager received 26 calls and was asked what is stated in the memo. The language was so difficult that the staff members could not understand it. 
[bookmark: _1t3h5sf] Suggestions 
According to David Grossman, seven ways help in fixing communication at the Workplace. They are to highlight the key issues and pinpoint the critical aspects to act. One can understand the existing attitude and the extent of the breakdown of communication, which helps highlight the problems that are to be solved (Grossman, 2019). Advanced statistics helps in knowing the starting point to bring a relevant outcome. To make smart decisions as it helps in achieving the communication and the business outcomes. To establish a baseline due to which the success and the progress can be measured. This benchmark helps in providing a base to compare the future research to know where the strategies are to be adopted and what is working well (Grossman, 2019).
According to Anny and Ann, there are various ways a conflict may occur, such as when the senior acknowledges your work to someone else when the colleague leaves the place messy or disorganized, which is unprofessional. These conflicts can be avoided by properly communicating the needs and the requirements to fellow colleagues and senior officials (Amy & Ann, 2014).   
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