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[bookmark: _Toc135331274]Introduction
The ability to communicate effectively is essential to the efficient operation of any business or organisation. According to Daft and Lengel (2018), it promotes a fluid flow of ideas, information, and choices, which contributes to the development of a more productive and peaceful working environment. Therefore, for the purpose of developing good communication in the workplace, it is essential to possess both an understanding of communication models and the ability to deal with communication problems.


[bookmark: _Toc135331275]Effective Communication at Work
The success of an organisation as a whole depends on effective workplace communication (Bovee and Thill, 2018). It involves the dynamic process of communicating across people, groups, or departments and sharing, interpreting, and aligning messages. Active listening is essential to this process because it allows the listener to understand and reflect on the message and hear and hear it.
The two foundations of successful communication—clarity and conciseness—involve presenting thoughts, ideas, and concepts in a simple, exact way that leaves no room for doubt or misunderstanding. In the meantime, prompt feedback offers a forum for the exchange of viewpoints and helpful criticism, fostering continuous learning and development.
Another essential component in this recipe is empathy. Understanding and being able to relate to the thoughts and feelings of others is a requirement for empathic communication. This is especially important in companies with a varied workforce, where employees come from various social, professional, and cultural backgrounds (LeBaron, 2019). Empathetic communication makes it possible to facilitate discussions that accept these differences, promoting inclusion and teamwork.
Additionally, using communication channels effectively is necessary for efficient communication. In an era of digital communication, the strategic use of these channels, whether emails, instant messaging, or face-to-face meetings, plays a critical role in maintaining successful information flow (Zhang and Venkatesh, 2013). Understanding when and how to use each communication channel is crucial for professional communication since each channel has particular strengths and limits.
Last, but not least, it is crucial to accept cultural, individual, and role-based distinctions. As workplace diversity rises, it is vital to acknowledge and value these variances in order to prevent misunderstandings and foster a more inclusive workplace. The ability to communicate effectively in the workplace requires a variety of skills, including active listening, clarity, empathy, careful channel selection, and respect for diversity.
[bookmark: _Toc135331276]Critically Review of Communication Models 
Analysing and enhancing our communication abilities need an understanding of communication models.
Berlo Model: David Berlo developed Berlo's Model, which emphasises the sender, message, channel, and receiver (SMCR). It implies that both the sender's and the receiver's abilities, attitudes, knowledge, social structures, and culture have an impact on the communication process (Joan, 2021). The model's complete approach, which provides a precise framework for the communication process, is its main strength. It is frequently criticised, nevertheless, for being linear. However, because of its linearity, it falls short of accurately capturing the dynamic and reciprocal aspects of communication that are present in real-life situations.
Shannon-Weaver Model: The information source, transmitter, channel, receiver, and destination are the five main components of the Shannon-Weaver model, which was created by Claude Shannon and Warren Weaver in 1949. It draws attention to the technical facets of communication, such as 'noise' or interference and the actual transfer of data (Harlo, and Mary 2019). This approach tends to ignore the emotional and social context of communication, which are equally crucial to the process, even if it is ground-breaking, notably in the fields of communication sciences and information theory.
Schramm Model: Wilbur Schramm's model of communication, put forward in 1954, deviates from the aforementioned theories by using a circular strategy as opposed to a linear one. This approach emphasises communication's interactive and reciprocal aspect by implying that both the sender and receiver work within a common domain of knowledge (Anderson, 2016). While the model does take input into consideration, it does not explicitly reflect "noise" or other obstacles that may hinder communication.
Each paradigm offers distinct viewpoints that help us understand communication, but they also have drawbacks. Nevertheless, through a critical evaluation of these theories, we may get a more comprehensive understanding of communication's many facets and complexity. 
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I faced a significant communication challenge when working on a cross-functional project team during my professional career. The issue's root was a severe misunderstanding of the project's duties and responsibilities. This uncertainty directly results from the poor communication that frequently plagues workplaces with complex contexts (Brown, 2022).
I started a vital plan of action as I discovered the problem. Clarifying the duties and responsibilities of each team member was the primary goal of a structured team meeting. All outlined duties and responsibilities were meticulously recorded; this was not just a conversation. To achieve a shared understanding, all team members used this paper as a reference point (Robbins and Coulter, 2014).
This problem's answer gave me insightful information. First of all, I realised how crucial clear and concise communication is, especially when several stakeholders and challenging responsibilities are involved. The encounter made it clear to me that effective communication is essential for removing uncertainty and ensuring that everyone's expectations are in line with reality (Latham and Baldry, 2017).
The need for written confirmations, particularly in complex project situations, became clear to me later. To prevent misunderstandings, documentation is a reference that may be consulted again for more information (Obradovich and Woods, 2022).
Last but not least, this episode demonstrated how crucial frequent team communication is. We may reduce the possibility of misunderstandings, improve the functioning of the entire team, and improve project outcomes by encouraging open communication. This practical experience helped me better comprehend communication theories by illustrating their application in real-world situations. 
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Productive, cooperative, and successful workplaces depend on efficient communication. One may approach communication more strategically and deal with problems skillfully by knowing various communication models. Personal encounters help us learn, develop, and improve our communication skills by adding to our understanding. We may increase not just our employability but also our contributions to any team or workplace by putting these theories and our own experiences to use. 
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