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Communication refers to the process of transmitting information from one person to another via a medium. Like what Anthony Robbins once said, “To effectively communicate, we must recognize that we are all different in the way we perceive the world and use this understanding as a guide to our communication with others,”. There are three standard models of communication: linear, standard, or interactive, and transactional. However, there is some debate concerning linear communication and how it presents or does not recognize. It is a one-way communication path throughout the form of a linear - It is a straight-line communication is common in mass communication; consider television, radio, newspapers, and so on. There is no way to get immediate feedback in this model, the best example here is the Shannon and Weaver model of communication the best example that can illustrate the model was: Leah might have an unparalleled, incomparable concept or an idea with him, but he will never get the credit if he merely keeps it within himself. She must communicate the concept to his coworkers. He must communicate. Not only communicate but also effectively communicate.
 On the other hand, the Standard or Interactive model of communication is the same as the Linear Standard of Communication, but it allows feedback from the receiver because after a message is encoded and sent to the decoding receiver, the roles reverse and the receiver encodes and sends a  response to the original sender, who has now turned receiver, it's like sending an mail to your friend and your friend will send an answer from your email. Lastly, when it comes to communicating with a friend in a crowded area, the Transactional model is the best model that we can describe. It is like the standard model, but it has noises that can make it difficult to understand what your friend is saying. These noises can be other people's voices, the sirens of cars and buses, unorganized thoughts, wrong interpretation which the information can be wrongly interpreted by the receiver leading to a complete mess. or simply noises from the environment in which you are. Communication barriers are the various impediments and stumbling blocks that arise during an effective communication, resulting in misunderstandings and misinterpretations by the receiver. Noise was the communication barrier in the preceding example. Communication models can be explained in this: the sender is the first party who sends the information, his message need to consider information, or what he intends to communicate or transfer to the others. Then he writes down the information or message or creates a piece of content. Encoding is the process of putting thoughts into words. Finally, once the content is ready, it is transmitted to the receiver now the message is delivered to the sender, who decodes it, or in simpler terms, breaks it down, understands it, and responds to the receiver. The sender also provides feedback to the receiver once he has fully comprehended the information. Communication is thus primarily a way in which the sender sends message to the readers, which then responds.


There are different various types of communication skills: In verbal communication, the sender expresses his or her thoughts through words. Individuals in organizations communicate verbally with one another through dialogues, speeches, presentations, and discussions, to name a few. The speaker uses a strong confident word, active listening, avoid jargon and filler words. Because individuals might become confused and misunderstandings because of haphazard and disorganized thoughts. An individual must understand the significance of words and how to convey them in verbal communication. For example, the boss to his employee- "I want you to bring the file to my table". The speaker must be loud and clear while speaking, and the content must be properly defined. The non-verbal communication it's like you're in an important meeting and want to express your displeasure or pleasure to a colleague without saying anything. Nonverbal communication enters the picture here. Nonverbal communication includes facial expressions, gestures, hand and hair movements, and body postures. In other words, it's a speechless communication where the message can't be put into words. Signboards, displays, hoardings, banners, maps, and other forms of visual communication provide information to the recipient. A McDonald's or KFC sign board indicates a restaurant - a form of visual communication. The “No Parking Zone” sign board informs people that no vehicles should be parked in the area - another form of visual communication. Visual communication relies heavily on vision, and how the message is interpreted is entirely up to the recipient, consider the audience and the signs or visual should make them clear and easy to understand. The method of communicating a message using written symbols. In other words, written communication refers to any message exchanged between two or more people that uses written words. Last but not the least, written communication the process of conveying a message through written symbols. In other words, written communication refers to any message exchanged between two or more people that uses written words.


Effective communication is a critical component of a successful group discussion. Remember that you are not the only one speaking in the group discussion; there are other participants vying for the spotlight as well. The previous activity may be the best example of communication effectiveness. The leader will have complete knowledge of the topic assigned to his group; he will need to effectively communicate his ideas to others; the ideas should be clear; and don't just ask your acquaintance to speak; give equal opportunity to other participants. As the group's leader, he must ensure that the discussion does not devolve into a fight and that it reaches a conclusion. and his member's role will be the receiver who decodes the information from the leader, group members will begin to do the task assigned to them in the presentation. Nevertheless, if the leader does not properly explain what the activity is about because he is having trouble with his internet or there is some sort of noise in the background, it will have a significant impact on the activity's results.

Effective workplace communication is essential for building strong relationships and completing important projects. It is an art that must be established in the workplace in order to improve output and attaining the organizational goals and objectives. It also aids in error reduction, better understanding of work, better employee bonding, and conflict resolution. Every employee must understand exactly what his coworker is saying. He must be able to decode the information in the desired format and respond appropriately. Communication must be done from your manager or the head of the company that assists workers; if there is poor communication between the employees and the management, it may affect their relationship as well as the work that needs to be finished on a particular day.

Communication skills are regarded as a gateway for not only enhancing ones knowledge and understanding in terms of carrying out job duties in a well-organized manner, but also for leading to workplace success. Individuals must be able to communicate effectively with their superiors, subordinates, and colleagues. When there is a significant difference between what is said and what is heard, poor communication occurs. In other words, the person to whom you are communicating misinterprets what you are saying to them. My own experience in the workplace can serve as an example of poor communication.

At my previous work as an agency worker. The hotel manager is always relaxed; he did not communicate with us about what we need to do and did not say to everyone what to do properly. It leads to people being comfortable without knowing anything or not doing anything because our manager did not inform us of anything. Workers could not do anything because of a lack of communication, but as the deadline approached, that manager began shouting and rushing everyone because he was stressed out because nothing was done. Because of what happened due to our poor communication, all the necessary tasks have yet to be completed, and we were unaware that the deadline for completing that specific work was coming up. This is an issue because communication is key so that everyone understands the situation. But because the manager failed to notify myself and the workers, it caused an issue.


At my friend’s workplace as a receptionist. His boss sometimes miscommunicates with the staff and gives them the wrong timetable, this is due to him not making time for his staff members and he does not pay attention to his workplace and only checks on the staff for an hour a day, so this makes any issue in the workplace harder for the staff because they have no one to communicate with and resolve their problems. Therefore, this makes it harder for the staff to know exactly what they must do, which leaves tasks undone and then causes more issues. This could be improved by the boss putting more effort into his staff and communicating with them regularly while at work which then can help boost morale and also allows the staff to understand what to do and help the boss make sure the timetable is correct.






To enhance the poor communication skills in the work is that Listening- development of listening skills is regarded as one of the major aspects for developing good communication skills. In verbal communication, the person should maintain eye contact because it is one of the important features. When employees maintain eye contact with manager, they understand that an employee can gain a thorough understanding of the information. It is critical for individuals to improve their listening skills to understand instructions and find solutions to problems. As a result, listening skills are regarded as important and meaningful to carry out one’s job duties effectively and achieve the desired goals and objectives.
Clarity and conciseness inside the workplace also a key for good communication. When individuals communicate with one another, whether as senders of information or as receivers of responses, they must ensure clarity and conciseness. When senders are clear and concise, the receivers can gain a thorough understanding of the information if the work should be done in this moment or the next day, manager should tell his workers to do it early not on the day where it close to deadline. When expectations are clearly communicated, deadlines are met, projects are completed on time, and work is completed as efficiently as possible. Employees must know what tasks to prioritize to complete tasks efficiently. These communication skills allow senders and receivers to understand each other more effectively.

 Furthermore, they can complete the communication process in less time. As a result, it is possible to state that clarity and conciseness are important communication skills for workplace success.
Open-mindedness as a communication skill demonstrates that good communicators should engage in communication with an open mind. They should also listen to other people&#39;s points of view. It is common for people to have different points of view and perspectives, which may or may not be shared by others. Even if individuals do not agree with the viewpoints and perspectives expressed by others, they should politely decline them. Individuals will be able to promote honest and truthful conversation if they decline in a friendly manner. However, open-mindedness as a communication skill allows individuals to speak and listen openly.
Make it simple. Communication in the workplace almost always serves a larger purpose. People are preoccupied. Make it easy for them to understand what you are saying and what you want them to do. Furthermore, they recognize that communicating with others is critical to achieving professional goals, achieving a sense of job satisfaction, and improving the overall functioning of organizations. It is extremely important for all members of the organization to prioritize the development of communication skills on a regular basis.

In conclusion communication is not just important for workplace environments but it is important for everyday tasks. It allows understanding and helps with everything especially group tasks. I have learnt there are many ways to communicate whether its body language or where someone is looking. I believe eye contact is one of the most important ways to successfully communicate with someone.
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