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Communication is the process of transferring information from one individual, place or group to another in writing, speaking or any other medium. The sender, recipient and the message are three elements needed to facilitate communication. Workplaces, like other organised environment depend on communication to facilitate sharing of views, ideas, facts and information among employees, employers and other key stakeholders. In addition, the management utilises effective communication in directing its functions within the organisation while communicating clear objectives to the team members. Even though communication is an essential skill in sharing information, it experiences barriers such as emotional barriers, use of unfamiliar terms, differences in opinions, cultural and language differences, distractions and lack of interest. Poor communication may result to poor interpersonal relationship, low morale, employee turnover, absenteeism and poor customer service in workplace. In this report, various communication models and skills are discussed.
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Shannon and Weaver model
Foulger (2014) identified this model as first communication model developed in 1948 by Claude Shannon and Warren Weaver in Bell Laboratories. This model view communication as aspect that occur in five main parts namely sender, receiver, decoder, encoder and channel. It stresses significance of both decoding and encoding messages for effective communication to occur through activities like using written words to link the sender and receiver. In this case, message is encoded into signals for it to be communicated. After encoding process, message is transmitted in form of signal through defined channels. The receiver at final destination then receives the message after decoding of signal occurs. 
The model identifies ‘noise’ as key aspect which disrupt effective transfer of message during the whole activity of encoding and decoding processes. It is clearly noted that Shannon and Weaver model was first to determine and introduce function of noise in process of communication. Since the objective of the model was to ensure that both radio waves and telephone cables operate with maximum efficiency, the ‘noise’ was identified as barrier that interfere transmission of messages (Foulger, 2014).
The strength of this model lies with its quantifiable and simplicity. Its limitations are seen on how it takes that communicators as isolated people and its failure to give allowance on interpretations that are different. 
Case study
Dan is the manager in our department while is Mike is team leader and reports daily to Dan. The manager has requested Mike to prepare report on strategies needed within the department to ensure set goals are attained effectively. Mike in turn delegated the task to his team members and communicated to them what the manager was requesting. The team prepared the report on time and gave actually information needed by Dan. According to Pedro and Maria case study, effective communication was attained since ‘noise’ that could be a barrier was identified through effective flow of communication between parties. The positive feedback indicates how communication flow was effective. Also, since Dan was the source of information, he converted it `into signal which was communicated to Mike and team members. 
Berlo Model
Founded in 1960 by David Berlo, this model is improvement of Shannon and Weaver model. This communication model entails person-to-person applications in the following steps which are highlighted in how they affect communication process. The first is source which is dependent on elements like individual attitude, skills of communication and culture and first point of communication. The second is message which include aspects like structure and content. Third is channel that include aspects like smelling, touching, hearing and seeing which is medium of information flow between sender and receiver. The last one is Receiver which entails individual attitude, culture and knowledge which serves as the destination point for process of communication. 
According to Narula (2016), this model work effectively when the receiver and sender are on the same platform, social and cultural background. This is regarded as main limitation of the model since in real life situation, sender and receiver are not on common ground. 
Case study
The manager in our organisation in one of the morning handover commanded each unskilled employee to email their family details before noon and left the room without taking questions from them. Most of them fear the manager and others haven’t use the email before hence such communication was ineffective due different social backgrounds between manager and employee. By noon, most of the employee had not submitted requested details since the sender didn’t consider the background of employees as well as inquiring whether they have understood the message as per the model.
Schramm Model
In 1954, Wilbur Schramm developed this model after exploring communication as reciprocal and equal. This model does not distinguish both receiver and sender but rather identifies these parties to have equal position as decoders and encoders of message (Hargie, 2018). It is well designed to describe and examine personal communication where immediate feedback is needed such as discussions involving face to face communication. Since the model involves immediate feedback, utilisation of continuous messages clarification can reduce noise when sender and receiver are communicating. 
Schramm model therefore involves major parties which are message, sender, form of communication, channel of communication and receiver. Communication as per Schramm involves conferring experiences and knowledge, asking questions and giving commands which can take in different communication levels such as pragmatic, syntactic and semantic (Narula, 2016). Also, the model identifies communication as social interaction where communicating parties share similar way of conveying information since encoding and decoding are regarded as effective activities that facilitate effective communication. When the sender receives feedback from the receiver, then such communication is regarded as complete.
Case Study
Victor asked Rose whether she would assist him in data entry to update workplace database. Rose however didn’t show up nor respond hence communication between the them was incomplete. If Rose was not interested to assist Victor in data entry, she could have responded on her unwillingness to avail herself. Based on Doyle (2017), this model depicts that both encoder and decoder have equal position in communication process and failure of feedback from receiver makes communication process incomplete. Feedback indicates that the receiver has understood the message from sender and in case of any discrepancies, one can ask clarification from sender. In this case, sender must communicate effectively to the receiver who should then give feedback to sender for communication cycle to be complete. 
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Verbal communication
McKay and Fanning (2019) defines verbal communication as process of sharing information using words in written or spoken when communicating with other people. Such communicated words have greater impact on how other people understand or respond to activities from the sender. For instance, nature of verbal communication a manager communicate to junior staff will be different to one communicated to team leader. It can be in written communication which conveys information through writings reports, letters, memos and manuals. On other hand, oral communication involves conveying information through word of mouth using aspects like speech. Effectiveness of verbal communication is improved through using proper grammar, simple language, short and understandable sentences. This communication takes place among various stakeholders in organisation when involving activities like group meetings, training, interviews, presentations among other activities. 
In my workplace, there are various barriers that may limit proper verbal communication between sender and receiver. For instance, new appointed team leader at the beginning of the week called for a meeting among team members to give them instructions on how they will handle various activities within the week. Even though our team is of diverse members, the team leader communicated using English only, commanding words and failed to give team members time for asking2 questions. There were many issues that were experienced throughout the week and productivity level was low. For case of Pedro and Maria, such issues could have been eliminated if sender could have use reinforcing words, allow questions from members and utilise non-vernal cues in communication. 
Non-verbal communication
Refers to process of communication that involve use of other aspects not involving words or language such as facial expressions, body language, tonal variation, gestures or gestures. It is essential form of communication since over 55% of communication entails nonverbal communication rather than verbal (Han et al, 2016). Effectiveness of this communication is highly dependent on how an individual align one’s body language, tone or facial expressions with the words being communicated. For instance, body language such as nodding and shaking hands may indicate agreement, maintaining eye contact could indicate high level of trust while facial expressions like smiling could indicate happiness. 
To show support and care to individuals we are communicating to, it is very essential to assess both our nonverbal cues and theirs. In my organisation, the management organises training sessions with external trainers to enlighten us on how we can meet changing needs of customers in modern business environment. The training was organised in form of presentation but various nonverbal communication issues were evident. The trainer was not audible and maintained poor position with arms crossed over his body. He also sweat a lot especially when asked questions by people from audience. This made most listeners to fail in maintaining eye contact during presentation, others concentrated on their phones while aspects of nodding and smiling faces were not observed from them. If it could have been the case of Maria and Pedro, such poor nonverbal communication could have been eliminated when the trainer had assessed nonverbal expression from the audience and determine effective way of attracting their attention. This involves maintaining right posture, eye contact, being audible and prepare in advance to understand his audience before actual day of presentation. 
Active Listening
Refers to ability of concentrating fully, paying attention and avoid any activity that may distracts one’s attention from the speaker. This activity doesn’t involve paying attention only but also indicating nonverbal and verbal signs during listening (Carnevale, 2016). Emphatic listening is more advanced form of active listening where an individual is trying to fit in the shoes of the speaker. There are several signs that indicate effective active listening such as smiling, paraphrasing, maintaining eye contact, preventing distractions like fidgeting, questioning, reflection and clarification. It is essential skill in workplace since it allows an individual to understand challenges of other people and develop solutions. It promotes social situations when interacting with people like customers (Scannell, 2020). 
Our organisation once experience loss due to poor active listening skills portrayed by the senior production employees. During the daily morning handover, night shift members handed over that one of the critical equipment had issues which needed further address before formulation of drugs commenced. Instead, the incoming shift did not pay attention during the handover and proceeded with drug formulation without addressing the issue. This resulted to formulation of products that were not complying with the set limit and resulted to losses since the product was drained as waste. According to Maria and Pedro, such loss could have been eliminated when individuals were paying attention, respond and ask questions where not understood, summarise notes and personnel communicating assess whether other team members were paying attention based on the responds. 
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Effective communication is an important aspect in any workplace since it promotes positive working relationship, sharing ideas and enhances productivity. Various communication models serve an important role of describing how communication occurs in real world. Both sender and receiver can act as barrier to effective communication. Right channels for communication should be chosen in a given workplace to ensure effective communication between various stakeholders. Extra caution need to be taken when communication is occurring in cross cultural workplace with individuals from diverse backgrounds since different cultures interprets information differently. When various actions that improves verbal and nonverbal communication and active listening skills are put in workplace, smooth operation in the organisation will be experienced. 
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1. Berlo model of communication
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