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Introduction

Communication is the process of exchanging information and ideas between two or more people. It is an essential part of our everyday lives, and it is essential in our personal and professional relationships. In this report, I will discuss the models of communication and the communication skills that were discussed in class. Additionally, I will provide examples of poor communication that occurred in my workplace and how they could be improved by using the findings from published literature.

Models of Communication

There are several models of communication, but the two main models that were discussed in class were the linear model and the interactive model.
The linear model of communication is a one-way process that starts from the sender, who encodes the message and sends it through a channel to the receiver, who decodes the message. This model assumes that communication is a one-way process and that the sender has complete control over the message. The interactive model, on the other hand, is a two-way process that involves feedback from the receiver. It assumes that communication is a dynamic process, and the sender and receiver both have control over the
message.

Communication Skills

In addition to the models of communication, we also discussed several communication skills in class. These skills include listening, verbal and nonverbal communication, feedback, and empathy. Effective communication requires the use of these skills to ensure that the message is accurately conveyed and understood by the receiver.

Case Studies

During the class, we discussed several case studies that demonstrated the importance of effective communication skills. One of the case studies that stood out was the Challenger space shuttle disaster. The disaster occurred due to poor communication between the engineers and the management team. The engineers had expressed their concerns about the safety of the shuttle, but the management team did not take their concerns seriously, and the mission went ahead as planned. This case study highlights the importance of effective communication and the need to listen to the concerns of others.
Another case study that was discussed in class was the McDonald's hot coffee lawsuit. The lawsuit occurred due to poor communication between the employee who served the coffee and the customer. The employee had not properly secured the lid on the coffee cup, and the customer spilled the hot coffee on herself, resulting in severe burns. This case study highlights the importance of nonverbal communication, and the need to pay attention to the details when communicating with others.

Poor Communication in the Workplace

In my workplace, poor communication is a common issue that affects productivity and employee morale. One example of poor communication is when the manager does not provide clear instructions to the employees. This results in confusion and mistakes, and the employees become frustrated. Another example is when the employees do not communicate their concerns to the manager. This results in a lack of feedback, and the manager is not able to address the issues that the employees are facing.

Improving Communication in the Workplace

To improve communication in the workplace, it is essential to use the findings from published literature. One way to improve communication is to encourage active listening. Active listening involves paying attention to the speaker, asking questions, and providing feedback. This ensures that the message is accurately conveyed and understood by the receiver.
Another way to improve communication is to use nonverbal communication effectively. Nonverbal communication includes body language, facial expressions, and tone of voice. Using nonverbal communication effectively can help to convey the message more clearly and avoid misunderstandings.



Conclusion

In conclusion, effective communication is essential in our personal and professional relationships. The linear and interactive models of communication and the communication skills that were discussed in class can help us to communicate more effectively. Additionally, case studies demonstrate the importance of effective communication skills in avoiding misunderstandings and achieving goals. Poor communication in the workplace can have negative effects on productivity and employee morale, but using the findings from published literature can help to improve communication and create a more positive work.





