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[bookmark: _Toc48340539]1. Introduction
Communication is the circular process of sending content, element, or message as a way of expressing the thoughts of a person using channels or medium to other persons or the destination (Hersey, Blanchard and Johnson, 2017). This is such a basic thing for human beings to ensure their survival and express their feeling using symbols, signs, expressions, and behaviours. This report depicts effective communication ways, models, and skills in light of working in one of the topmost digital recruitment agencies in London, Pathfinders Media Recruitment. As a digital communication executive, I had to maintain communication with different clients who search for the eligible candidates and the candidates who try to find out a suitable profession for them. The first phase of the report delineates three communication theories that I used to practice in Pathfinder. Another phase explains some of the communication skills that are needed to maintain appropriate communication with clients, candidates as well as team colleagues. Effective verbal, non-verbal, writing and listening skills are discussed reflecting the job responsibility and application in the workplace.


[bookmark: _Toc48340540]2. Models of Communication 
Communication is the most fundamental task for operating a business. Communication is a process of transferring information using verbal, non-verbal, or written ways (Covey, Collins, and Covey, 2015). Working in Pathfinders Media Recruitment, as a digital communication executive, I had to maintain communication with both the clients and the candidates of this agency. For performing this responsibility, I used several communication models that are very effective as well as crucial for the completion of the task. Since my work responsibility is mostly confined to effective communication with the related parties of the business, choosing and practising an effective communication model and ways of communication are the two foremost choices. 
[bookmark: _Toc48340541]2.1 Shannon and Weaver Model 
This mathematical model of communication was developed in 1949 while six key factors or concepts explain the whole model (Knippen and Green, 2016). 
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Figure 1: Shannon-Weaver mathematical model of communication (Knippen and Green, 2016)
The sender of the message is the information source that processes the information using several channels, modes, or vehicles. This message is transmitted through the machine that converts the message into signals or algorithms to send it to the receiver. This phase is called the encoding phase of this model. After that, the channel grasps the sent information from encoder which acts as a medium of flow sending to the destination. In this way of transmitting through the channel, the message can get noise which is the interruption to the proper transmission of the message. Using the channel, the message reaches to the machine of the person to whom it is transmitted while the information is decoded for the receiver. This receiver is the endpoint of this communication model outlined by Shannon and Weaver (Shannon Weaver Model of Communication | 7 Key Concepts (2020), 2020). 
In Pathfinders Media Recruitment, I tried to use this type of model for notifying clients about the detailed information of the candidates which matches the requirement of the clients. While providing the eligible candidate's curriculum vitae, I usually sent those via emails. In sending an email is formal, however informative to be understood by the receiver. Several times I had to face a bad internet connection suddenly interrupted which resulted in failed emails. These interruptions sometimes made delay notice the failed email transmission which ultimately affected the scheduled recruitment process slightly. 
[bookmark: _Toc48340542]2.2 Schramm’s Model
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	Figure 2: Schramm’s model of communication (Morgan, 2017)
In 1954 Wilber Schramm proposed this model of communication which depicts a circular nature of communication when the sender and receiver can be the same person with a simultaneous transmission situation (Pardillo, 2018). When the sender sends a message to the receiver, it is needed to be interpreted appropriately by the judgment, knowledge as well as the behaviour of the receiver. This will take place as a decoding procedure by the interpreter. The receiver instantly gives the feedback or sends another message taking part of the encoding. This message or feedback is decoded to the receiver interpreting the message on his own. Thus this dynamic model emphasizes the central feedbacks of the sender and receiver that could be the same person. It assumes the redundancy as a vital component of communication. 
When I worked for Pathfinders Media Recruitment, digital communication is to have occurred for marketing and events also. Over the telephone, the marketing and event management clients quest for our services. On that particular work, I had to understand their queries and what they were trying to find out from our services. This is the interpretation phase when I appropriately interpreted their queries and instantly replied on that topic. As a response to my answering, the clients interpreted my message whether their desired confusion is meetup, otherwise asked for another query instantly. The process seems like the dynamic communication model of Schramm. Whenever I talked with the candidates and clients over the telephone, skype, and zoom this communication model is used mostly. 
[bookmark: _Toc48340543]2.3 Berlo’s SMCR Model of Communication 
Berlo’s communication model explains various components of the communication process in a simple form which has created an efficient base of communication models (Berlo's SMCR Model of Communication, a classic model | ToolsHero, 2020). SMCR means sender, message, channel, and receiver while it overlooks the feedback process like other models discussed above. 
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Figure 3: Berlo’s SMCR model of communication (Tuckman and Harper, 2015)
Derived from Shannon- weaver communication model, Berlo’s communication model emphasizes the source of information which is affected by several factors such as communication skills, attitude, knowledge, social system, and culture. When I communicated with the marketing clients, I had to practice good communication skills in speaking so that they are motivated, energized, and convinced. At the same time, for hiring potential employees of a firm, I carefully listened to the requirements of the firms and matched the criteria with the candidates. Good communication skills of the sender can make the process more accurate and effective. While I performed the digital communication stuff, I maintained a meaningful attitude, practised social norms, values, religions, and rules as well. Along with that, for hiring employees for multinational firms, I maintained cultural factors so that it could not create miscommunication. 
The message is the next element of the communication process portrayed by Berlo which is the substance that is sent to the receiver. Content, element, code, treatment, and structure can affect the message transmitted to the destination (Abdin, 2018). To communicate with the clients about PR, I had to focus on the messages which are needed to be well structured, communicated in a precise but easy way. 
Channel is the machine or vehicle through which the message is transmitted. This is ultimately the medium for delivering information. In this case, five senses work as the medium in human behaviour. The receiver can hear, see, smell, touch, or taste the content which is delivered for him. At the weekly meeting, I had to collaborate with the Pathfinder team while seeing gets a vital communication medium to understand my non-verbal attitudes. To make understand customer and client handling issues, my gesture, non-verbal communications, and easy way of talking worked effectively to other team members. 
The final component of Berlo’s communication model is the receiver which is the ultimate destination where the sender sends a message. The receiver may also be affected by the same factors as the sender. To understand the delivered content, the receiver needs appropriate knowledge to understand my proposal, agreements, and feedbacks. Attitude, social system, and culture may also affect the receiver to understand the content properly or differently making the meaning inappropriate. 



[bookmark: _Toc48340544]3. Communication Skills 
The communication model gets effective when communication skills are carefully practised and maintained in an organization. Communication skills are necessary to convey the proper information to the right place. Pathfinder Media Recruitment allowed furnishing and applying my communication skills as well. 
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Figure 4: Communication skills needed for effective teamwork and communication (Hills and McLaren, 2019)
[bookmark: _Toc48340545]3.1 Verbal Communication 
Verbal communication is the process of communicating with others by delivering words. Verbal communication is important in a communication process since the words are the best medium of expression (Workplace communication for the 21st century: tools and strategies that impact the bottom line: v.1: Internal workplace communication; v.2: External workplace communication, 2013). In Pathfinder, I had to maintain enormous verbal communication with candidates, clients, and office colleagues at the workplace. Verbal communication used to take place in two different forms; oral and written. 
Oral communications are simply talking to others using word of mouth while written communication is the delivery of the message or content in a written format. Generally, several types of written communications can take place.



3.1.1 Promotional Materials 
While I outlined the promotional announcements such as advertisements through emails, blogs, and portals, I used to practice good writing skills which contain catchy words, understandable sentences, and objective patterns. 
3.1.2 Product Information 
New clients are appreciated and welcomed with the service details offered by the Pathfinders Media Recruitment (About Pathfinders - Pathfinders Recruitment London, 2020). I always maintained some basic rules such as addressing with “dear sir”, encouraging for further product information.
3.1.3 Operational Events 
For the digital communications team, I had to prepare the weekly meeting minutes which was prepared in an objective format. Paragraphs were briefly discussed with the key points highlighted. These writing skills facilitated me with the appropriate communications with the teams and the clients of the agency. 
[bookmark: _Toc48340546]3.2 Non- Verbal Communication 
Non-verbal communication is the process of expressing thoughts using signs, symbols, body language, and many other behavioural traits (Malandro and Barker, 2016). This is one of the crucial components of communication for an appropriate communication procedure. 
On the very first day at Pathfinders Media Recruitment when I was a candidate for the job, I prepared myself to be appeared confident in the job interview. This is the nonverbal communication skill that made me bold and energetic for the work. I avoided the crossed arms with a frowning face, tapping to the floor. My voice tone was polite, the attitude was gentle and the gesture of talking was confident. Eye contact and little hand movements exerted that I could best suit this organization as an executive in the digital communications department.   
Nonverbal communication skills were very effective in the workplace when I needed to perform teamwork with my colleagues. As a team leader of the digital communications department, I used to motivate my team members and appreciated them using a smile on face and thumbs up. This little gesture every time gave the team members energy for doing better and carry on good jobs. For handing new clients I preferred to communicate with them with a smiling face, dressed well so that I could look well prepared.
[bookmark: _Toc48340547]3.3 Listening Skill
Listening skills are important for maintaining communication with the internal and external parties at workplaces (Malandro and Barker, 2016). But this is the toughest skill to obtain and practice properly because of some barriers. In the path of practising listening skills, most people fail to overcome distractions. As a result, the listening gets interrupted and the listener cannot understand the proper message. It is important to become active as well as an empathetic listener for understanding the message properly. 
3.3.1 Active Listening 
While I communicated with the clients about their requirements, business nature, the culture of the business, and eligibility of the candidates I tried to pay attention to the points they discussed, I simultaneously provided feedbacks and asked a further question to listen properly and understand the matter. Most of the time I avoided judgments or infers on their messages so that the listening could be appropriate to respond to that. 
3.3.2 Empathetic Listening 
Empathetic listening is understanding the situation of one after listening to their message and feeling their position (Engel, 2014). This listening process takes the emotions into account which results in very effective in the workplace. In Pathfinders Media Recruitment, I listened to my colleagues very carefully when I found someone indifferent at work. While they discussed any critical case could not be handled by them, I listened to the issues reflecting a feeling gesture, asked open-ended, and sometimes probing questions to have clarifications. For the open-minded teammates, it went well but for the introvert persons, empathetic listening sometimes could not be happened due to my lack of proficiency. The organization has a good counsellor at the human resource department who is said not that empathetic for which the employees get demotivated to share something with him. For retaining good staff, this practice is a must for the organization. At the same time, for maintaining the relationship with the clients and candidates, it is necessary to furnish my listening skills along with other skills’ improvements indeed. 
[bookmark: _Toc48340548]4. Conclusion 
Communication is a process of transferring information using verbal, non-verbal, or written ways (Engel, 2014). This is such a basic thing for human beings to ensure their survival and express their feeling using symbols, signs, expressions, and behaviours. This report illustrated on effective communication models and skills in light of working in Pathfinders Media Recruitment. As a digital communication executive, I had to maintain communication with different clients who search for the eligible candidates and the candidates who try to find out a suitable profession for them. The first portion of the report explained three communication theories. Another phase discussed some of the communication skills that were needed to maintain appropriate communication with clients, candidates as well as team colleagues in Pathfinder. Effective verbal, non-verbal, writing and listening skills were portrayed reflecting the job responsibility and application in my workplace.
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