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[bookmark: _Toc77507270]Introduction
The Communication models and the type of communication skills has been discussed in this report. Besides the case study has been discussed for the better understanding of the communication skills. Moreover, the examples of poor communication skills at my friend’s workplace has also been discussed. Finally this report conclude with the solutions of improving communication skills at the workplace (Guffey, 2021)


[bookmark: _Toc77507271]Communication models and Communication skills
The Communication model is used to identify and describe the various steps of complete communication process used by people. The first model of communication was developed by Claude Shannon in 1948. The basic concept of communication is the process of transferring messages or any information from one person to another. There are three models of communication. They are: Linear, Interactional model, Transactional model (McQuail and Win dahl, 2012).They are discussed below:
Linear Communication model: This model describes that the messages are sent through a specific channel from the sender to the receiver. The figure of this communication are shown below:
         [image: ]
                                  Figure 1: Linear Communication model (Guffey, 2021)
This linear communication model was developed by Shanon and Weaver in 1949. In this communication model, the message or information transfer to only one direction. The feedback of the receiver has not been included in this model. Moreover, this model uses only one communication channels for transmitting the message. This type of communication model is used in case of Television, radio which provides the information to the audience or listeners but the receiver of this message cannot send any feedback (McQuail, 2016).
Due to the limitations of this model, the another updating models which has been introduced in the later period, is known as Interactional Communication model.



Interactional model: This model explains the two different channel in the communication process for sending the message and for receiving the feedback. The model is shown below :
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                  Figure 2: Interractional model of communication (Kinnick and Parton, 2014)
This model explains that the messages can be sent by the sender through one channel to the receiver and receiver will send feedback to the sender through another channels. The feedback refers to the verbal or non-verbal response of the receiver to the sender. This feedback will confirm that the message which has been sent by the sender has been received by the receiver. This model also considers the environment of the sender and listener as this environment can affect the construction of the messages of the sender and receiver. This type of communication is usually found in ATM Machine, chat rooms, etc (McQuail and Win dahl, 2012)..
This communication model doesn’t consider the simultaneous two way communication between two parties. Due to this limitataion, a new updated communication model has been developed which is Known as Transactional model.          


Transactional model: This model explains that the transmission of messages between the sender and receiver occurs at the same time. The transactional model is shown below:
[image: ]
                   Figure 3: Transactional model of communication (Kinnick and Parton, 2014)
In this model, both the parties of the communication models is known as Communicator as they can send and receive the messages at the same time. This model also considers the fields of experience of the communicators which can impact the construction of the messages. This type of communication model is used in Mobile phone, Skype, Zoom meetings etc. (Guffey, 2021).
Communication skills: Communication is the ability to share ideas or any information with others by maintaining the body language and eye contact firmly. This skills helps to understand other’s opinion and also be understood one’s opinion by others. There are 5 types of communication skills. They are discussed below:
· Verbal Communication: When the two parties are speaking with one another through the mobile phone or Zoom meeting or having a face-to-face conversation is known as Verbal communication. In this communication, the speaker must be concern about the words he/she is using during the conversations and also the intonation which means the pitch or tone of voice at the time of speaking (Davies, 2014).
· Non-Verbal Communication: This communications refers to the eye contact, facial expression, hand movement, posture during the conversation. This non-verbal elements express more than the words. This explains that how much a person is confident about his/ her ideas or whether a person is interested in listening to others during a conversations. Through this elements, the communicators can get the idea about each other (Hargie, 2019).
· Written communication: When the communication is written and send through an email, or when a contract is prepared or any messages posted on Facebook or Twitter account then this is called written communication. In this case the message needs to be delivered by constructing the proper sentences and also with the relevant content, then it can be said that the written communication is effective (Coffelt, Grauman and Smith, 2019).
· Listening: The listening to the opinion or messages of other party is also an essential types of communication. Without listening carefully, it is not possible to know the demands of the other party and also possible to engage in any conversations with them. 
· Visual communication: The communication which occurs through sharing pictures, videos is known as Visual communication. This type of communication occurs when any shows broadcasted on T.V or any person posted their images or videos on the Social media (Davies, 2014).
Case study for understanding the Communication skills: There is a case of one jumble memo which helps to understand the communication skills more clearly. In this case, Joanne is the supervisor of 36 professionals in the 6 city libraries. The supervisor decides to cut cost so she sent a memo which contains one large sentence. This one large sentence couldn’t understand by many professionals. So, she receives 26 calls of professionals who asked her to explain the memo. As a result, she needs 1 week to explain the contents of memo to the professionals (Mascle, 2013).
This case study explains the importance of the construction of the sentences in the written communication. This case study helps to understand that if the supervisor writes her message in 3 or 4 sentences then it would be easier for the people to understand the instructions properly. So, the instruction of the written communication should be precise and constructed to be understood by the others.


[bookmark: _Toc77507272]Some Examples of Poor Communication at the workplace
There are some incidents of poor communication at some of my friend’s workplace. They are discussed below:
Missing of detailed instructions: One of my friends works at a small retail company in London. He was told by his boss to prepare the list of the necessary materials which will be required in that month. The deadline was on Friday. His boss didn’t specify the time on Friday. As a result, he thought the deadline is up to 5 p.m. on Friday. So, he didn’t prepare any documents. On the other hand, his boss needs those documents within the Friday morning. His boss couldn’t place the order to the suppliers as the document was not ready and his boss needs to wait for the next Tuesday for receiving the materials as the order has placed late. So, it is essential for any manager to provide detailed instructions to their employees to reduce misunderstanding and to get better outcome (Coffelt and Smith, 2020).
Issues of Passive-aggressive communications: One of my High school friends named Maria who used to work at a small company in London. Her boss never engaged in the face to face conversations only with her in the office. Her boss only sends instructions through the e-mails. As a result, she sometimes couldn’t understand the guidelines properly. Whenever she try to contact with her boss in the office, he refuses. She couldn’t understand that why her boss avoids the face to face conversations with her only in the office. As a result, she couldn’t meet the deadline and left the job from that company. The type of behavior of Maria’s boss is a kind of Passive-aggressive communications (Koski and Launonen, 2012).
Not listening to the problems: One of my friends works at a coffee shop at the East London. One day, she found that her co-worker steal some money from the cashbox and prepares the misstatement in the Income statement. She complains this incident to her boss but her boss didn’t listen to this problems. As a result, her co-worker continues to steal the money in every week. Again, she complained those incidents to the owner but owner didn’t listen to her and fire her from the job. After some time, the owner of the coffee shop has faced bankruptcy and had to close his business. In this case, the owner was not listening to the issues of the coffee shop as a result he had to close his business (Coffelt, Grauman and Smith, 2019).


Inappropriate voice tone & interrupting the conversation: One of my friends named John worked in an advertising firm in the Scotland. One day, he was engaged in the team meeting of the company. One of his colleague has been interrupting the speech of the team leader continuously. John’s Colleague tries to engage in the conversation in that way. The team leader got offended and also lose his focus from the main topics of the conversation. The team leader has strictly instructed that team member not to interrupt in the conversation. At that time, that team member replied in a rude tone that he will not do it anymore which also offends the team leader and he fires that team member from the Job. In this case, the inappropriate voice tone and interrupting the conversation is a sign of the weak communication skills (Koski and Launonen, 2012).
Inappropriate E-mail: One of my friends worked in the retail store for a year. His Company had decided to offer 20% discount on the boots for the Christmas. The manager told him that this Christmas offer will remain available from 22nd December to 25th December. He was assigned to send e-mails to all the existing loyal customers about this Christmas offer. But he sent E-mails by using one sentence and also used very casual words. As a result, most of the customers couldn’t understand the E-mail and also some of the customers get offended by reading the mail. After this incident, John lose his job from that store (Mascle, 2013).
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There are some Communication theories which will be used for improving the Communication skills. They are discussed below:
Classical Rhetorical theory: This theory explains that the effective communication must have 3 elements. They are: Speaker, Speech and listener. The Speaker must delivered the speech in such a way that the speech or the message must be understood clearly by the listener. In the first case where the boss fails to provide the details instruction to the employee is a communication gap. To reduce this gap and to improve the communication skills this theory needs to be adapted at the workplace (Andersen and Rasmussen, 2013).
Interaction theory of Interpersonal communication: This theory explains that the human nature & behavior is influenced by different factors. This interpersonal communication theory suggests to identify how people explains their social status and how their opinion affects their lives. This theory can be applied to those passive-aggressive person to know their situation and also to help them from solving their issues (Davies, 2014).

Effective Communication theory: This theory suggests that when the listener will listen to the message of the sender and send the feedback according then it can be called effective communication. So, it is essential for every persons to develop their listening skills. Without listening to the problems, one cannot identify any solutions to the problems (Andersen and Rasmussen, 2013).
Non-verbal communication theory: This theory suggests to focus on the voice tone, eye contact, and hand movement of a person at the time of conversations. If the body language is not appropriate then it will negatively impact on the others.
Conversation Theory: This theory suggests that a person needs to listen to others carefully without causing any interruptions because this interruption may affect the speech of the Speaker negatively. Moreover, this interruption attitude of a person is considered an inappropriate behavior at the workplace (Koski and Launonen, 2012).
Written Communication theory: This theory suggest that the written message should be structured in a formal and in a precise way so that it could be understood easily by the receiver.
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In this report, the communication models and skills along with a case has been discussed widely. Moreover, the poor communication skills and the ways to improve the communication skills has also been discussed by using the relevant theory (Davies, 2014).
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