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[bookmark: _Toc136532745]Introduction
The report will be developed aimed at evaluating the significance of effective communication in the workplace. Effective communication ensures that all the employees have the adequate information they require to perform well, maintains a positive work culture, and eradicates all inefficiencies. Moreover, in the workplace, effective communication benefits the relationship of the organisation with its all stakeholders. By conveying the information effectively to employees, an organisation can make its employees of organisational issues, challenges, and strategies so that they can perform based on the organisation’s present requirements to meet business goals.

[bookmark: _Toc136532746]Main Findings
[bookmark: _Toc136532747]What makes effective communication in the workplace?
For communication to be effective in the workplace, it requires to be clear, compassionate, informative, concise, and complete. In the workplace, communication becomes effective when an open line of communication is created and maintained between the management and employees. To develop effective communication, it is moreover very important to build a collaborative and positive environment within the workplace as communication becomes effective when both sender and receiver cooperate with each other and get proper chances to share their points of view (Martins, 2022). Moreover, another important aspect that makes effective communication within an organisation is the use of suitable communication channels. In the workplace, both face-to-face and digital communication are important to maintain interactions with each organisational member and manage the flow of information. Along with that, it is very important to prioritise two-way communication so that both management and employees can equally convey their messages and actively listen to each other (Cooks-Campbell, 2022).
[bookmark: _Toc136532748]The 3 communication models
Berlo’s Model of Communication
This specific communication model takes into account the emotional aspects of the message and believes that to develop effective communication, the need of the receiver and source must be on the same level. This model involves several factors under the following elements of communication.
[image: ]
Source: (Ellestrom, 2018)
Source: In this element of communication, the message or information originates. It is mainly done with the help of attitude, communication skills, social system, culture, and knowledge. For example, the right attitude and effective communication skills are required to develop effective communication in the workplace. 
Message: When the sender converts his/her thoughts into words, the proper message is created. A message comprises various elements, like sufficient content, effective ways to treat the message, proper gestures, facial expressions, structure, and code.
Channel: Communication channels are referred to as the medium through which information conveys from sender to receiver. As per the model, there are main five senses that are considered channels, such as hearing, tasting, touching, smelling, and seeing.
Receiver: The receiver receives the message and requires to consider all the elements and contents of the source so that he can effectively respond to the sender (Ellestrom, 2018).
The Shannon-Weaver Model of Communication
[image: Shannon–Weaver model - Wikipedia]
Source: (Gillespie and Schiffman, 2018)
According to this communication model, communication is a one-way and linear procedure which includes six elements, such as:
· Source: It refers to an individual or entity that has information or a message to communicate.
· Transmitter: It refers to a medium or device which encodes the message into a signal to convey it through the channel.
· Channel: It refers to a medium which carries the signal from the transmitter to the receiver. 
· Receiver: It is the medium or device that decodes the signal back into messages.
· Destination: It refers to an entity or person who receives and understands the message.
· Noise: Noise is mainly any distortion or interference which affects the clarity or quality of the message (Wang and Li, 2017).
Schramm’s Model of Communication
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Source: (Eadie and Goret, 2015)
As per the model, communication is circular in nature which involves the following elements.
· Encoder: The person who sends or encodes the message. 
· Decoder: The person who receives or decodes the message.
· Interpreter: A person tries to interpret, analyse, and perceive. 
This specific model breaks the model of sender and receiver as it seems that effective communication happens in a practical way. It mainly can occur within two people and each acts as both sender and receiver. From the start to ending of the message, an interpretation continuously goes on. Based on the interpretation just the message is received. Noise mainly arises when the sender and receiver apply dissimilar meanings to the same content or message (Eadie and Goret, 2015). 
[bookmark: _Toc136532749]Communication issue you have encountered in the workplace
The major communication issue I have encountered in my workplace was an emotional barrier to communication which has created a challenge for me to make conversations with my colleagues. Emotional barriers refer to a mental limitation which prevents one from openly and effectively communicating own feelings and thoughts with others. I have faced this communication issue as I am quite shy and introverted in nature and so were my team members. Due to that, I have been facing problems to express my opinions and understanding others and as a result, misunderstandings have been increasing within the team (Bendale, 2018). 
I have overcome this issue by practising effective verbal communication skills and active listening. I have taken the initiative to make open conversations with team members on the topic in which they have an interest, like their skills, career plan, strong points, and others. I have moreover tried to apply my active listening skills to properly understand others' points of view and have shown an empathetic nature in the workplace. From this experience, I have learnt that effective communication can be maintained properly when both sender and receiver have the ability to understand each other’s opinions. In this case, maintaining emotions is very important and active listening can help accurately understand what other people are trying to convey (Gratis, 2022).


[bookmark: _Toc136532750]Conclusion
The report has focused on the various aspects of effective communication in the workplace. The factors that make communication effective and clear within organisations have been identified and discussed in the report. Moreover, the report has applied three communication models and highlighted key aspects of communication. Apart from that, a communication issue which the author has experienced in the workplace has been highlighted along with discussing the ways the communication issue has been overcome. 
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