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[bookmark: _Toc70551545]Introduction
Communication is the process of contacting and interacting with different parties by using different mediums. These mediums include speaking, writing and other non-verbal communications such as facial expressions, body language and (Ellis, 2019). In this report, several communication models have been explained that help to improve communication skills significantly. Besides, the appropriate and effective skills of communication have been explained in this report. This report also contains a series of example that is occurred through poor communication at the workplaces. Finally, this report ends with providing some ways in which these poor communication skills can be improved.


[bookmark: _Toc70551546]Communication Models
Communication models involve the theoretical framework that holds the views, opinions and strategies to conduct communication activities effectively and efficiently (Cartwright, 2018). Different communication models used to depict and analyse the overall theoretical framework of the communication. Among these model, the Shannon and Weaver Model and the Linear Model of communication are widely used and these are explained below:
Shannon and Weaver Model of Communication
Shannon and Weaver both were American mathematicians, introduced a communication model in 1948 which is now popularly known as Shannon and Weaver Communication Model. This model explains how the communication mechanism is flowed and transferred from the sender towards the receiver (Dulek, 2019). This model is called the Mathematical Theory of Communication that facilitates the identification of the important factors and parameters of communicating effectively between the sender as well as the receiver.
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Figure 1: Shannon-Weaver Model of Communication (Pauly, 2020).
This model is established based on various parameters and concepts such as sources of information, medium, transmitter, sender, receiver, encode, decode, destination, data and information (Pauly, 2020). The role of the sender is to make and conduct a message and transmit this message to the specified destination. In this process, encode transmits the sender’s message into a radio wave signal where the information or message usually converted into binary code. It facilitates the fast transfer of data to the decoder through satellites. The role of the decoder is to receive the wave signals and converts this signal into actual information or message. Finally, the end receiver will be entitled to receive the original message and information that are sent by the sender. In this model, the data or information transmission process is largely influenced by the ‘Noise’ (Noble, 2019). In this case, the transferred data or message that are used in encoding to decoding may be affected by the sounds, horns and crowds to a large extent. This noise can affect the quality and accuracy of data transmission as well as speed significantly. Taking over the telephone is a good example of the implications of this model. In this case, the sender who talks first sends a message to the receiver who is on the other side of the telephone. The sender’s message is converted into signals and then transferred via satellites.  After encoding and decoding the signals are converted into the actual message and reached the designated recipient. This same process will be applied when the receiver of the previous message replies and provides feedback to the previous sender (Pauly, 2020).
Linear Model of Communication
Linear Model is also known as the Single-way communication model as well as the transmission model. In this model, the sender of the information usually sends messages to the (Kim and Gudykunst, 2013). Although there is a receiver in the linear communication model, there is no feedback and response from the receiver at all. Rather, the receiver will not be involved in the communication process actively. 
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Figure 2: Linear Model of Communication (Noble, 2019).
In this communication model, the actions and feedback from the receiver of the message do not conduct and that’s why it is also called one-sided communication (Kim and Gudykunst, 2013). It has been presumed that the message from the sender has successfully delivered to the receiver but the response does not occur. The radio in the car is an appropriate example of a linear model of communication in which the message and information from the radio stations are directly sent to the audience. In this process, the radio jockey is considered as the sender of the message and the individuals are considered as the receivers of the message. Here, the receivers receive the message from the sender but do not reply to the sender rather just listen. That’s how the linear model of communication is conducted between the sender as well as a receiver (Noble, 2019). 
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Communication Skills
Communication skills are the abilities and experiences of the people that enable them to communicate with different parties efficiently and (Cartwright, 2018). There are numbers of communication skills that help an individual to conduct communication properly. The major skills are as explained as follows:

Figure 3: Communication Skills (Cartwright, 2018).
Listening skills: Good listening skill is one of the important skills of a good communicator. It is the pre-condition of communicating appropriately and effectively to other parties. When a person speaks, then it is mandatory to listen to his or her words which will be very helpful for providing feedback to the speaker and identifying the important (Cartwright, 2018). Besides, listening helps the speaker to deliver speeches with more confidence and interest as he or she thinks the listener gives emphasises. When I was a part-time employee of Tesco, I realised that listening is the first and foremost skill for communicating effectively and efficiently with different stakeholders of the company. It assists to provide feedbacks and replies based on the speeches and messages of the speakers which result in becoming a good communicator.
Friendliness and facial expressions: While involving in communication with different parties, it is an important skill to be friendly and kind as well as putting a good facial expression. In this case, the tones, voices and body movement are also crucial factors that needed to be ensured while communicating with different stakeholders (Bjerke, 2015). The friendly and amenable person tends to build a strong and positive relationship with other parties by conducting effective communication. Any anger, anxiety and hostility tend to poor communication skills of the individuals. As a part-time worker, it is a must to conduct communication and conversation with different customers at the workplace. In my organisation, it is strictly prohibited in the organisation to behave rudely or show anger to the customers even if the customers behave rude and annoyed. I also experienced this situation but I had behaved to the customer in a friendly way. It is a positive indication of good communication skills which increase the reputation of the company to a large extent.
Empathy: To get and understand the feelings, emotions and pulse of the other parties with whom the communication are conducted is one of the most important skills of a good communicator. The considerations of these factors result in becoming more effective in building a strong relationship with these parties. The attitudes, behaviours, emotions and feelings are different from one person to another and it is important to consider while communicating with different stakeholders at the organisations (Bovée and Thill, 2020). While working as a part-time worker in Tesco, the relationship with my colleagues as well as customers was so good and the emotional attachments played vital roles to maintain a good relationship with them. A good relationship is the result of good communication, thus it is said that showing empathy and respect to other parties while communicating is a very significant skill of any persons.
Emotional control: Controlling excessive emotions is another important skill of an effective and efficient communicator. While conducting communication with various types of people at the workplace, it is suggested to control the emotions of the individuals. This is because it affects the decision-making ability of the individuals which has a great impact on the business organisations (Bovée and Thill, 2020). For this reason, an individual need to get the actual feelings and emotions of others while communicating which will result in avoiding any miscommunication and conflicts significantly. While working at Tesco, I attained the skill of controlling emotions which help me to make logical and rational decisions to a large extent. It was a result of maintaining good communication and interpersonal skills with different parties of the organisation. 
Confidence: For communicating effectively and efficiently, confidence is a must skill for individuals. A person who does not have any confidence can never be able to become a good communicator. While communicating, clear and firm voices, appropriate body language and eye contact are very crucial (Wickenkamp and Deppe, 2017). These are the great symbols and indicators of the confidence level of an individual. In this case, overconfidence is highly prohibited as it may arise conflicts and misunderstanding. While working as a part-time employee in Tesco, I tried to build up a confidence level by communicating with different parties without any confusions and doubts. Besides, the weekly presentation and discussion sessions help me a lot to speak and communicate with my colleagues, seniors and supervisors which help to improve my confidence level in conducting communication fluently and effectively. 
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Poor communication Examples including Ways of Improvement in Communication
Poor communication causes negative impacts on both a personal and professional level. It is very disappointing to become a failure in maintaining effective communication with various parties. The consequences of poor communication are very alarming and devastating on business (Harris, 2020). Poor communication results in harms and negative effects on the reputation and goodwill of the business organisations. The employees of any organisations are expected to maintain good communication skills otherwise the organisations will be suffered significantly. Poor communication skills of the employees are responsible for becoming a failure in maintaining a good relationship with different stakeholders as well as reducing efficiency and productivity to a large extent (Harris, 2020). While working with Tesco as a part-time worker, I had experienced several situations regarding poor communication of the company. For example, I had noticed that there was a lack of coordination and cooperation among the departments of Tesco which was the result of poor communication among the employees of these departments. For these reasons, the conflicts between the branding department and sales department were more dominant. Another poor communication example is declining in sales revenue of the company. This is because some of the sales representatives were not efficient and skilled enough to communicate properly with the potential customers and thus failed to attract them to buy from the company. 
Besides, my best friend who was also a part-time employee in a reputed super shop was not good enough at written communication. He was assigned to write a formal letter by the supervisor. But he had made a mistake in the letter which resulted in the cancellation of the order from the customers. It led the organisation to a huge loss and affected it negatively. Another example that he had experienced in his organisation was that miscommunication with the stakeholders with different cultures and languages. For example, he had faced a language problem while he dealt with a Chinese customer who speaks in the Chinese language. He did not get this customer’s language properly which resulted in conducting misunderstanding with him is because of poor communication. 
The organisations need to improve the poor communication in the workplaces. There are numbers of ways that will help to improve the communication skills of the employees of an organisation. Some of these are given below:
1. The employees of the organisations need to improve their communication and interpersonal skills by communicating with various parties.
2. They are required to improve their listening as well as writing skills.
3. The organisations have to arrange and conduct different personal and professional development and training program regarding the development of communication skills (Cartwright, 2018). 
4. The cooperation and coordination between team members are needed to be improved which will result in building and maintaining good communication and relationship at the workplace.
5. It is suggested to show respect and empathy to all the parties which help to enhance the effectiveness and efficiency of the business communication.
6. The employees are needed to care enough regarding cultural diversity and non-verbal communication’s aspects and impacts which will help to reduce the misunderstanding, confusions and conflicts at the workplaces significantly (Bjerke, 2015).
In my case, I gave huge efforts to maintain good communication with different groups of people which helped me a lot to make good relationship with them. Moreover, I have learnt about the skills and abilities required to communicate effectively and efficiently with different stakeholders. However, although I and my best friend face some challenges in maintaining good communication skills, we have attained important knowledge and skills regarding communicating with various stakeholders both in personal and professional life in future.
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In this report, the importance and effectiveness of maintaining strong communication skills have been explained. There are some limitations and challenges that are required to overcome for becoming skilled and efficient enough to communicate with different stakeholders at the workplaces. Different communication models are analysed to get a theoretical overview of communication which will help apply these in future. Moreover, the skills that are required for successfully communicating with other parties are depicted properly according to the case. 
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