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[bookmark: _Toc49591111]Introduction
Communication is a mechanism by which knowledge and understanding is passed from one individual to the other. Good communication results in excellent working efficiency while working as a team (Genç, 2017). Communication is a process of exchanging and creating data, knowledge, opinions, ideas, and feelings to gain common understanding among others. Communication helps to organize, make decisions, raise the morale of employees etc. A brief overview of communication and its importance in organisation and day-to-day life will be elaborated in this paper. In this report, the theories and models of communication will be explained with a case study of poor communication.


[bookmark: _Toc49591112]Understanding of communication
Communication is a specialised practice that happens around us all the time. Truth be told that we are spending 70% of our resources in receiving and sending messages (Bovéeet al., 2016). Proceedings or demonstrations of conveyances when you send or receive messages and when you assign importance to someone else's signals. The sense of sharing is natural in the very cause and meaning of "communication." As opine by researchers, communication is a mechanism for sending and obtaining verbal and non-verbal signals. It is assumed to be successful when it receives the intended response or reaction from the recipient”
[bookmark: _Toc49591113]Types of communication
Communication can be of two types; the types are dependent on the mode of channel used and the style of communication further those types can be divided into two categories namely verbal communication and non-verbal communication.
[bookmark: _Toc49591114]Verbal Communication
Verbal correspondence is divided up into oral and composed correspondence. Oral communication in the communication method alludes to spoken words. Oral communication may be intimate and personal communication or a conversation over the Internet via telephone or on the Messenger chat. Spoken or discouraged conversations are affected by voice control, volume and even speed and clarity of speech. Composed correspondence is another type of verbal correspondence (Vogel et al., 2018). Composed communications can be by letters, paper, fax, or e-mail. The adequacy of written correspondence depends on the writing style, grammar, language comprehension and accuracy. 
[bookmark: _Toc49591115]Non-Verbal Communication
Non-verbal interaction combines the individual's non-verbal contact or expressive activities that include body posture, body changes, and hand signals. The physical appearances are often performing a significant job while communicating as the demeanours on the face of a person says a lot about their state of mind. Then again, gestures such as a smile, a waving hand to make a proper greeting or farewell, a grin or an embrace will pass on feelings openly. Another pattern, a need for individual insecurity may cause certain facial sounds to suggest that they do not know (Vogel et al., 2018). Likewise, non-verbal communication may be pictorial portrayals, advertisements, or even photos, portraits, and artistic creations.


[bookmark: _Toc49591116]Organizational communication
It is the exchanging of data, thoughts, and opinions within the organization and outside it, which could be defined as “Organisational Communication is a procedure that involves the transmission and accurate replication of ideas guaranteed by criticism to evoke activities that will achieve hierarchical objectives. Definition of organisational communication” (Gautamaet al., 2018)
There are two types of communication Internal and External.
Internal correspondence is the forwarding of data within an organization. Internal Communication is an enterprise lifesaver. It occurs between a company and an employee. It is communication between employees. Internal correspondence is the sharing of information, knowledge, thoughts, and convictions among the organisation's individuals (Yeomans, 2017).
For the internal correspondence to be effective, it must have an open and clear reason for communication, consistent and regular communication, and good use of vocabulary. Instances where Internal correspondence mainly occurred are Group Meetings, Employee Training, Personal Meetings and Emails within an organisation.
External correspondence is a data transfer between two associations. It also happens to the company between a corporation and someone else on the outside. Some of the importance that needs to be addressed in external communication are having clear thoughts, ideas, and the reason for communication some of the instances are Advertisement, responds to customers, and press conferences (Grover, 2020). 
Communication is also divided by the directions of flow of the data, there are 5 types of directions that are considered as Upward Communication, Downward Communication, Horizontal Communication, Vertical Communication and Diagonal Communication further explaining the states communication directions. 
Following suitable and effective communications models and strategies are strictly necessary for the modern companies. Employees are the centre of every company and if the workers are satisfied by their directors they can work with their full commitment and these relationships can be sustained at a high level by relational skills. In case Mrs. browns lack relational skills due to which she fails to collaborate with their employees in a friendly way. This skill of managers help to handle and type of person because individuals are varied by their character, nature, desire, motivation, emotion, belief , values, mentalities, and points of view, and so on, it also empowers an individual to develop better relationships with colleagues. In a gathering on the off chance that one can share the thoughts and opinions in the persuasive way and the members of the audience will appreciate his purpose and these abilities allow an person to compete with certainty about something in the gathering correspondence. Compelling correspondence can enable any group or company in their fields to maintain an expert behaviour, and they will thrive (Yeomans, and Fitz Patrick, 2017).
Relational skills improve the working environment's way of life by and large, it is also necessary to enhance the link between worker, bosses, and proprietor. By these goals can be achieved and things can go smoothly when everyone is confident at achieving goals. Creating strong work environment relationships is important to improve productivity by increasing the internal bonding of the organisation
Relational skills are more beneficial for organizations, it increases the speed of benefit of any entity.it distinguishes the image of the organization, party, deals in opposition. For communications between managers and employees, skills are vital in the business; and to get the profit well. Administrators can communicate with the group through the communication skills and can make relationships with the group. The chiefs can have discipline on their staff and can get more commitment from them by constantly bringing in all using social skills in a constructive way. Relational skills further improve data and company knowledge and, in addition, improve understanding of the activities as it helps bind departments and bosses as it also enhances the alternatives of conveying and moving with distressed employees and co-group staff. Another positive effect of communication skill is to view the members as exceptional despise normal individuals and this predominance will drive them up for hard work and they will be honest with their supervisor and job too. Expertise in communication improves the capacity of members to grasp the market situation even as it strengthens their confidence in interaction with others. By social skills managers are encouraged to consider and solve the challenges and issues facing the staff.
Compelling communication allows employees to accomplish their right and first operation and undertakings. The bigger part of the important thing in the business is the strong correspondence. What is more, when the problems are limited by the relational abilities then the leaders need to expend more energy and have more confidence in executing their tasks. In addition to a strong partnership, it helps to boost the productivity of any organization because workers are able to analyse their issues and are accepted because timely after reaching every target and can spend their greatest effort in achieving an objective (Vogelet al., 2018). This will help to mitigate communication gaps and associated challenges, experienced in the given case study. In short, all these skills and knowledge boundaries of employees and managers assist the organisation to handle any sort of communication gap and make possible solutions within the time. 

[bookmark: _Toc49591117]Importance of Communication
Communication advances inspiration by illuminating and explaining to the workers how to do the duty, how to play the task, and how to improve their performance in case it is not enough. It is a wellspring of data for complex practice to the hierarchical individuals as it helps to identify and assess elective activity path.
It also assumes a critical job in changing the mentalities of a person. For instance, a person who is highly educated will have preferable behaviour over a person who has less education. Hierarchical magazines, journals, gatherings, and various types of oral and composed correspondence help in the mentalities of the embellishment representative (Hargie, 2016). 
Additionally, communication aids in blend. The essential proximity of another person in today's life encourages communication. It is also said that without contact, one cannot get by.
[bookmark: _Toc49591118]Case Study of poor communication
In my friend's workplace where Mrs. Brown is the manager sometimes treats their employees with forceful communication and that is why she is also known as the wicked witch of the west. Now this forceful communication is a powerless process that has an immediate negative effect on how individuals in the work world feel about themselves as well as others. Latent forceful behaviour or interaction is a disturbing concern, considering that the negative things being said or done are often unnoticeable and may not be unmistakably dynamic, aggressive, or angry. In this case, the individual on the less than desirable end of the correspondence feels repeatedly dismissed or ineffectively treated, and to the point that the relationship is harmed, and the total workplace environment is affected negatively. I can particularly say that my friend’s workplace could be improved with the implementation of Osgood-Schramm model so that the employee can respond back and explain the circumstances to the Mrs. Brown leading to a better communication overall.
Then there are times when Mrs. Brown just overlooks simple messages and, in my friend’s workplace, subtleties are often missed, misunderstood, or misjudged and then dominated by rapid responses via text and email. It is not easy to answer "Yes" to a series of inquiries in an email. When asked if you can audit an archive, reacting "correct" does not address the subject of where the report resides, what kind of survey is listed, or when alterations should be returned. This has led to significant problems in my friend’s workplace where my friend asked for a day off from Mrs. Brown and without acknowledging the full message, she just replied as a “yes” and then later my friend was blamed for not informing her. So, this type of situation could be reduced in my friend’s workplace by using the Shannon-Weaver model. I think it is the feedback that plays an incredibly significant role so if the feedback is appropriately given that the message received is exactly what the sender had sent. Then such miscommunications would not occur.
[bookmark: _Toc49591119]Models of communication
There are several models for communication but in this report, I would like to express my understanding of the Shannon-Weaver Model. This theory was initially meant to enhance technical correspondence but was later used to represent specific fields of communication. As the Model suggests, communication combines the following ideas: sender, encoder, interface, decoder, receiver, and feedback. Besides, there is also the principle of Noise remembered for the pattern, which uses the technique and makes it more difficult for the receiver to grasp the message (Mishra, 2017).
Sender is the person who wishes to communicate in the first place. They originate the message that would be further transferred 
Encoder denotes the model of communication basically the message is first converted into some sort of medium or signal that could be transferred, For instance. When people speak, they use different languages and this language is what encodes the message, and in case of telephones, the messages are converted into waves, which are then transferred through cables.
Decoder is the opposite of encoder; this is when an encoded message must be changed to understandable language before the receiver gets it. For instance, the waves that were transferred via the cables had to be turned back into a more understandable medium so that the receiver could get it.
Receivers are just what the name denotes; these are the people who get the message that are sent by the sender. Receivers then send feedback to let the sender know that their messages are successfully perceived and understood.
Noise as it could be understood that there is a medium through which a message movement through which external noise can be hampered. This could lead to a false response for the receiver. Therefore, the recipient's feedback is relevant because the message is not properly interpreted. Throughout fact, concussions can also impair the encoding of thee message by the receiver.
Feedback is the point at which the sender requests explanations from the receiver. Criticism is significant to ensure that the message has been successfully transferred.
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Figure 1. Shannon-Weaver Model of Communication
(Source: Communication Theory, 2016)
The sender encodes a message and communicates it to the sender via a link. Across that medium, there is a noise that can meddle with the message function. After the message passes through the medium, the receiver interprets it to get it, as illustrated in the Figure 1 above.
I have used this model because the inclusion of noise factor makes this model it a very relevant for organisational, if this theory is practically used then considering the noise factor the members could further take actions to eliminate or reduce noise to its minimal disturbance making the communication process clear and therefore eliminating misunderstandings and conflicts between the members. In addition, this model also takes communication as a two-way process, which further enhances the communication effectiveness.
As per the contextual analysis Mrs Brown and Mark, Mrs Brown seemed very polite at the beginning not relating to anything Mark had heard about her. Still, when Mark spoke about his increase in pay, she changed completely and asked her secretary to take Mark out. To Mark, this incident was embarrassing because he did not have the foggiest idea about the subtleties.
The Shannon and Weaver Communication Model will be used to break down this process because it offers an insightful, just as a numerical way of dealing with the different phases of correspondence; this will be beneficial in identifying the precise meaning of error in the entire method. In a work environment setting, neglecting to go in with the partners is also wrong. This allows an atmosphere of excusal for human feelings and devalues unique relationships in the field of work. For instance, Mark got comfortable and thought that the image of Mrs Brown is not what it is and that she is friendly, but then Mrs Brown seems to lack relational skills. With Weaver's model, the precise meaning of error in the entire correspondence between Mrs Brown and Mark could be seen. As shown by this model, the problem resulted from the 'Feedback' induced by the unfriendly behaviour of Mrs Brown. This clamour culminated in Mark getting a contorted or scattered message, Mrs Brown could have spoken directly and given proper feedback to Mark in a polite way.
An optional inference can be made that for this example, the 'sender' of the message that happened to be Mrs Brown, failed to offer the simple subtleties effectively. Her insufficient method brought about a situation under which Mark had to presume that she was friendly and not a witch after all.
With her communications experience, A recommendation for Mrs Brown will be to execute the Shannon-Weaver model, from which she might benefit entirely. If She had given Mark proper feedback, then at that point, the false perceptions might have been sifted through at the exact moment, and he would have a better image of her overall.

[bookmark: _Toc49591120]Conclusion
Sharing one or more thoughts and feelings is essential to move on with a fuller and more joyful life. The more we teach, the less we suffer and the better we feel about it all. In any case, it is even more important to familiarize oneself with the art of excellent communication, so that one can put their points well through them. This paper has included my personal experiences and different models and theories of communication that I have used for improving my communication skill. A case study example along with proper solution has been provided in this study for providing an in-depth understanding over the subject area.  
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