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[bookmark: _Toc79624722]Introduction
This report explores the exciting field of communication in general and at the workplace in particular. With the study of contemporary and earlier definitions in the established literature, the scope of the subject becomes well-known. As the next step, the report elaborates on the communication process with the help of widely accepted communication models. The study of different models highlights the importance of effective communication and the factors that affect the quality of communication. We further discover several methods of communication. The study culminates on a live example at the workplace, where the team felt motivated despite a difficult task and tough environment.
Communication is the core human activity. Some of the primitive definitions suggest that communication is the response of an organism to an environmental disturbance (stimulus). The definition includes humans and animals in the process. An ignorance of stimulus becomes an absence of communication (Stevens, 1950). However, the definition evolved over some time and became more comprehensive.   
The objective of communication is to achieve a common understanding through information sharing (Korn, Morreale and Boileau, 2000). In simple words, we communicate our feelings, ideas, goals, and objectives through communication. Communication is either verbal or non-verbal communication. Communication also occurs during listening. Even abstaining/avoiding the communication is also a form of communication (perhaps a harsher form because we don't listen or want to engage).
The word "communication" has a Latin origin, "communis", which means common. Effectively, communication is the process of making something common or shared (Valentzas and Broni, 2021). Communication can be deliberate or impulsive. For example, everybody is jubilant when their favourite team wins a match. Here the communication is not intentional but subtle. When the sales manager communicates the sales targets to salespersons, the communication is deliberate. 
Communication encompasses our personal, professional, and academic endeavours. Today, communication has become a fully-fledged internal department/function in the corporate world (Tkalac Verčič, Verčič and Sriramesh, 2012). Higher Education Institutions have responded to the demand of communications professionals through specialisation and industry liaison. Communication at the workplace covers day-to-day activities, target setting and achievement, training and development, human resource management, logistic chain, and more complicated scenarios like mergers, acquisitions, spin-offs, separation schemes, public relations, social responsibility, and inter-functional collaboration.
[bookmark: _Toc79624723]Models of Communication
A model is a conceptual framework that explains the complex communication process in a simplified version (more often in a graphical form). The communication model covers the entire process of information interchange between the sender and the receiver. It answers critical questions like:
· Who are the parties to communication?
· What is the message?
· What is the time of communication?
· How was the process carried out?
· What channels did the parties (if at all) use for communicating?
The context, feedback, and noise (factors that deteriorate the quality of the message) are also essential parts of a communication model. There are three types of communication models:
1. Linear Models.
2. Interactive Models.
3. Transactional Models.
[bookmark: _Toc79624724]Linear Models
Linear models are the simplest models of communication where a sender sends a message to a receiver without feedback. Linear communication is one-way communication. Feedback in this context means the receiver has no feedback about the success of communication, any deterioration in the intended message, or a lack/absence of response solicited by the sender. In a linear model, a sender sends a message to a receiver using a channel of communication (Kobiruzzaman, 2021). Linear models acknowledge the presence of barriers to communication (aka Noise). The illustration of the process is as follows:
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[bookmark: _Toc79623893]Figure 1: Linear Model of Communication
There are several scholarly models for the linear model of communication. Some of the leading models are Aristotle's model (300 BC), Shannon-Weaver model (1948), Lasswell's model (1948), and Berlo's model (1960). The model has applicability in scenarios where feedback has little or no importance. Mass communication (newspaper, magazines, journals, pamphlets, manifestos, initial public offerings, annual reports, trade fairs etc.), telecommunication (radio and tv broadcasts, political speeches, talk shows, and spam emails etc.), and authoritative communication (policies, guidelines, state administrative rules, foreign relations, sales targets etc.) have little or no value for feedback. Linear communication is suitable for such scenarios (Gavi, 2013).
[bookmark: _Toc79624725]Interactive Models
A big chunk of our communication, however, is incomplete without the feedback. For example, one must accept/reject/propose a new time for a meeting request received electronically. You must respond to a colleague asking you for lunch, a friend sending you a "Happy Birthday" message, or your family members asking you about your time of coming back. In such scenarios, the communication taking place is better explained with the Interactive model.
The Interactive model is a two-way Linear model where first the sender sends a message through a medium exposed to noise, and then the sender (formerly receiver) sends the feedback to the receiver (formerly sender). There is a role reversal here (Kobiruzzaman, 2021). Take, for example, SMS or email communication. Similarly, a supervisor giving the performance appraisal to a worker is also an example of Interactive communication. Examples of Interactive models are Osgood-Schramm model (1954) and Westley and Maclean model (1957).
The process can be illustrated as follows:
[image: ]
[bookmark: _Toc79623894]Figure 2: Interactive Model of Communication
[bookmark: _Toc79624726]Transactional Models
The Transactional Model of communication explains the process as a sophisticated exchange between a sender and a receiver where the role reverses frequently. During the process, the feedback is direct and rapid (Kobiruzzaman, 2021). Different scholarly models like Wilbur Schramm model (1954), Barnlund's Transactional Model (1957), Eugene White's Model (1960), and Dance's Helical Model (1967) have elaborated the Transactional process. It can be explained with the help of an illustration as follows:
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[bookmark: _Toc79623895]Figure 3: The Transactional Model of Communication (Source: https://doncrawley.com)
Let’s review some of the scholarly models of communication for a better understanding of the process.
[bookmark: _Toc79624727]Shannon and Weaver Model (1948)
The Shannon-Weaver Model (1948) is a classical manifestation of the Linear Model of communication. Initially, the model covered the Technical communication process but later spread the scope to the general field of communication. The model identifies a sender and a receiver. The model also acknowledges the factors that affect the quality of communication (aka the barriers to communication or the noise). The model introduced many new concepts which include an information source (or the originator), an encoder, a channel, a decoder, a receiver, and the noise in the communication. An illustration of the process is as follows (Communication Theory, 2021):
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[bookmark: _Toc79623896]Figure 4: The Shannon-Weaver Model (Source: https://michellemathiasfsp.blogspot.com/)
First of all, we have a source of information - a sender - who selects the desired message, syntax, and the medium/channel. Then there is an encoder that transforms the message into signals for receiving. In the conventional sense, the signals mean binary data for machines or waves for telecommunication. Remember, the model was initially a Telecommunication model. The decoder receives the sent signals, converts them into a perceived message, and delivers them to a destination (the receiver of the information). If an external factor affects the quality of the message, it is known as noise. Let's take an example:
Thomas is the marketing head of a multinational skincare company. He calls his market manager, Robert, to explain dwindling sales in the Middle East region. He requires Robert to perform a market intelligence and prepare recommendations. Robert calls his subordinate, Subramanium, in UAE - the regional hub - to perform a country-wise and segment-wise review. However, he does not communicate that the purpose of the exercise is the improvement of sales. The final report from UAE does not include any recommendations. The information source, in this case, is Thomas. The encoder is Robert. The Receiver is Subramanium. The noise in the communication is the omission of the purpose of the report.
[bookmark: _Toc79624728]Shramm’s Model of Communication (1954)
Schramm's model is an example of the Transaction model of communication. Schramm highlighted that communication is a two-way circular process of switching roles between a sender and a receiver. The model includes a transmitter (sender), a receiver, a message, and a channel. The encoding and decoding play a pivotal role because the Schramm’s model considers communication to be complete only when the feedback is aligned with the expectation of the sender (Juneja, 2015). For example, Elizabeth calls her car mechanic to visit her home because her car has broken down. Elizabeth is expecting the mechanic to visit her place. The mechanic promises to pay her a visit after 1 hour. An illustration of the process is given below:
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[bookmark: _Toc79623897]Figure 5: The Schramm's Model (Source: https://sk.sagepub.com/books/key-concepts-in-marketing/n46.xml)

[bookmark: _Toc79624729]Berlo’s SMCR Model
The Berlo Model (1960/64) is another example of the Linear models of communication. It works on Source-Message-Channel-Receiver (SMCR) model. This model incorporates cultural and emotional factors in the communication process.  According to the model, the source and the receiver's participation is influenced by knowledge, communication skills, attitude, social system, and culture. Both the parties use sensory perception (seeing, hearing, touching, tasting, and smelling) as the channel of communication. The message contains content, element, treatment, structure, and code.
The noise plays a critical part in the process. Communication skills (reading, listening, vocabulary, language issues), attitude (frozen evaluation, hasty conclusions, boredom, presumptions, and lack of willingness), and knowledge (jargon, elementary versus expertise) are the sources of noise under this model. Berlo model is helpful in a multicultural, multitalented, and inclusive environment (Juneja, 2015). The graphic illustration of the model is as follows:
[image: ]
[bookmark: _Toc79623898]Figure 6: Berlo’s Model (Source: https://www.communicationtheory.org/berlos-smcr-model-of-communication/)

[bookmark: _Toc79624730]Communication Skills
There are three methods of communication:
1. Verbal Communication.
2. Non-Verbal Communication.
3. Listening.
Verbal communication is an exchange of information using words (either spoken or written). Verbal communication of spoken words is Oral communication, and that of written words is Written communication. I used to treat Oral communication as Verbal communication, but now I realise that the written communication is also Verbal communication. Non-Verbal communication is the use of body language (gestures, postures, facial expressions), voice (tone, pitch), and signals to exchange information. Listening is also a method of communication. Since these three methods actively overlap during our work and personal lives, it is pertinent to discuss them together (SkillsYouNeed.com, 2021).
Effective communication requires obvious techniques (effective speaking/listening) and subtle skills (reflection, clarification, questioning). The opening part of communication is critical because it is critical to grab the attention from the onset. The ability of perfect opening comes from experience, audience study, and an apt sense of humour. The audience study means the acknowledgement and reduction of barriers to communication. Effective speaking includes words choices, dialogue delivery, and reinforcement of your message through non-verbal communication. Once the speaker delivers the message, he/she should reinforce the message with warm facial expression, active eye contact, interactive participation from the audience, head nods, active listening, allowing the audience to ask questions, posing open- and close-ended questions, and reflecting upon the whole discussion., The speaker should close the communication with the main takeaways/action items (SkillsYouNeed.com, 2021).  
Effective communication is more of an art than science. I realised this fact many times during my discussion with people and their workplace-related issues. 90% of the time, the problem emerged as more of a communication gap than a structural issue. For example, one of my relatives (a marketing professional) shared his experience at the quarterly sales meeting. The participants were the Marketing Director, Marketing Manager, Regional Managers, and Sales Executives. The Marketing Manager explained the change in the product market through "Who Moved My Cheese?" The story defines four characters who live in a maze with some cheese. One day, the cheese was moved within the maze. Two of the characters (Scurry and Sniff) started exploring the maze for another stock of cheese. The remaining two (Hem and Hall) started whining and complaining. The Marketing Manager asked his audience a question. Our sales are declining. What are we going to do about it? Be Scurry and Sniff or be Hem and Hall? The audience quickly built up the rapport with an enthusiastic (and obvious) reply. From that point, he was able to deliver even tougher messages (like planned reduction in salesforce if the sales did not improve by next quarter).
[bookmark: _Toc79624731]Conclusion
Effective communication is an art. Established models of communication go a long way in understanding the intricacies of the process. It is imperative to reduce the barriers to effective communication, a convergence of goals and shared understanding. Workplace communication takes place at different levels (superior-to-subordinate, subordinate-to-superior, and peer-to-peer). With effective communication, the organisation can solve problems, resolve conflicts, understand the business environment, and achieve strategic objectives.
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