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[bookmark: _Toc88575959]Introduction 
Communication refers to the process of creating and delivering ideas to different people to reach out to a common understanding and objectives. It is an ongoing process that constantly takes place in the workplace. It mainly consists of three elements that are namely sender, message and the respondents. The importance of the communication process is reflected by the fluency of work within the organisation, effective decisions and an increase in cooperation and organisational productivity. Various barriers affect the communication process. This includes semantic barriers, psychological barriers, personal and organisational barriers. This barrier influences the efficiency of the communication process affecting the production and the quality of the information being delivered to the public which also leads to confusion. The report will highlight the various models of communication and communication skills important in a workplace. 







[bookmark: _Toc88575960]Models of Communication
Communication theories and models mainly feature three main elements of the communication process that are sender, message and respondents. The main purpose of the communication theories is to explain the exact process of the communication from information being delivered to the feedback received in the chain.

1.1 Shannon and Weaver 
The model formulated by Shannon and Weaver mainly focussed on the development of the effective communication practice between the sender and receiver being linear in structure. They also consider the factors that are responsible for influencing the communication process. Previously, the model was used to improvise the technical communication practices but presently it is used to monitor the entire communication processes within the organisation. The main elements of the models are sender, encoder, decoder, receiver and noise (Konstantinov, 2017).  It is one of the models whose features be applicable in various communication theories. The communication model is comparatively more effective in dealing with one-to-one communication processes than mass communication. 
The entire concept of the model is based on the sender and receiver. The only drawback of the communication process is that it lacks a feedback system. But, since it considers the presence of noise in the communication process solves various problems occurring while delivering the information. This model proves to be effective in determining the level of noise present in the communication process. Since the model does not have any system of feedback, it lacks to identify the cause of misunderstanding in the communication process (Umeozor, 2020). Thus, is ineffective in providing a solution to the misconception acquired by the receiver. For example, I faced the problem of confusion and misunderstanding in my workplace concerning the objectives of the organisation. The team leader conveyed the practices and processed them fluently to us but did not bother to know whether we understood the concept or not. This results in poor productivity in the workplace. 
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Figure 1: Shannon and Weaver and Berlo model of communication
(Source: Umeozor, 2020)

1.2  Berlo (1964)
Similar to the Shannon and Weaver communication model, it is also a linear communication process without any feedback system (Goel et al., 2021). There are mainly four components in Berlo's Model that are sender, message, channel and receiver. It mainly focuses on the internal factors that interrupt the effective communication process. The encoder and the receiver are the main elements of the communication process that is influenced by various factors that are mentioned below: 
Communication skills: Communication skills are the main factor responsible for creating a disturbance in the communication process. The sender being able to communicate effectively might result in the efficient delivery of the message. The efficiency in the communication skills of both the sender and receiver will determine the proper delivery of the information. 
Attitude: The attitude of the sender and towards the receiver and the external influential factors also determines the effect of the message. 
Knowledge: Acquaintance with the subject of the communication makes it more effective and valuable making the receiver grab the main concept. The sender and receiver being knowledgeable concerning the subjects of the message will help to acquire the message properly (Umeozor, 2020). 
A message that is being delivered by the sender to the receiver also gets affected by the following elements:
Content: The main body of the information refers to the content of the whole message. 
Elements: This includes signs, gestures and language of the information featuring the non-verbal elements. 
Treatment: The treatment refers to the method which is used to deliver the information conveyed to the receiver.
Structure: The structure of the message is very important to enable the receiver to access the proper messages. 
Code: The code refers to the form in which the message is delivered be it text, video or gif. 
1.3  Schramm (1954)
This model is characterised by its process to consider the elements of the communication process in a cyclic method. This illustrates that the model considers the importance of feedback in the communication process. This feature makes it different from the Shannon-Weaver model. In addition to this, the respective model defines the communication process to be a two-way process which again differentiates it from the model proposed by Shannon and Weaver (Kalogiannidis and Papaevangelou, 2020). This is because the Shannon and Weaver model define the communication process to be a one-way process. The main purpose of the theory is to focus on the factor that the message must be delivered efficiently and must be understood by the receiver. The elements of the model are encoder, decoder, interpreter, messages and feedback. The two main feature of the communication process is coding and decoding. According to the model, the communication process is not considered to be completed as till the sender does not receive any feedback (Lin and Lin, 2020). 
As per the model, the communication process is a bidirectional flow of communication where the senders and the receiver interchange their roles. This bidirectional feature of the communication is referred to as the main contributor in preventing any interference or disturbance in the communications process. The communication between the sender and receiver is considered to be closed provided both of them decodes and understand the messages. 
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Figure 2: Schramm model of communication
(Source: Umeozor, 2020)
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Verbal 
Verbal communication is the best common type of communication process that is used by people across the world. The verbal communication process is featured by the sharing of information between two individuals with the use of words. Verbal communication is consists of both speech and written forms of communication. This is because the writing information also consists of words (Wahyuni, 2018). There are various advantages of spoken communication. In verbal communication, the speaker formulates the ideas into the mind and decodes the message to the audience. It is considered to be the most effective communication method as it enables the speaker to ask for feedback directly enabling the misunderstanding in regards to the subject. Verbal communication is very effective in developing eh elation with the audience. It helps to bond with the customers based on emotion.  It also reflects better understanding regarding the subject as it includes objection to the content of the speech and clears the misunderstanding concerning the topics being discussed through the speech. 
Non-Verbal
The non-verbal communication process features the language of the body used to communicate with the public rather than using words in the communication process. Non-verbal communication comprises appropriate posture, dressing style, gestures and appearances along with facial expressions (Indah et al., 2018). A different form of non-verbal communication enables the sender to communicate their messages to the audience which are as mentioned below:
Gestures: While communicating with the recipients, the body gestures plays an important role in making the audience understand the topic intensively. During the communication process, pointing to certain things enables the audience to concentrate on the section speaker wants to emphasise. 
Facial expressions: It is very obvious to express through face during the communication process. Anger, discontentment, sad is different forms of feeling that is getting expressed while communicating a topic to the audience (Indah et al., 2018). The use of facial expressions in the communication put a positive and high impact on the recipient. 
Eye contact: In delivering the information to the audience, the maintenance of eye contact increases the impact on the communication. Proper eye contact makes the audience feels confident in the speaker and thus, are likely to trust the information provided with a clear understanding.
Active Listening 
Active listening refers to the listening pattern that enables one to completely get engaged in the process of communication. It reflects the ability of a person to focus on the speech of the speaker. There are various benefits of active listening such as a clear understanding of the topic and providing the speaker with feedback. The practise of active listening makes the speaker heard and valued. It helps to establish relationships with the speaker. In the workplace, active listening is a very significant factor to consider by every employee (Rusadze, 2021). It is very easy to develop active listening, don’t interrupt while listening to speech, express interest while asking questions. The features of active listening include neutral reaction, patient not disturbing the speaker, provides feedbacks to express the understanding of the level in perspective to the audience. It is also featured by the practice of reflecting on the content that is being delivered to increase the impact and ask for clarification in the case of doubt misunderstanding.  
Empathetic listening 
The practice of being an empathetic listener is reflected by the behaviour of being attentive and responsive towards the communication process. Empathetic listening enables to development of relationships with the speaker.  The main quality of empathetic listening is that it supports and encourages the speaker to provide the speech rather than criticising the speech and efforts (Manusov et al., 2020). Some of the features of empathetic listeners are the presence of the mind, compassion, patience, trustworthiness and responsiveness. The benefits of empathetic listening are that it helps in building relationships as when the response is expressed to makes other people inclined to share the experience. Considerable behaviour is also the result of empathetic behaviour. It is effective in making the people consider the views of other people which decrease conflict in the workplace. It also helps an individual to consider the main dimensions of the issues by communicating that result in solutions to the problems. Empathetic listening of the audience helps the speaker to a space to talk and express their views properly. 



Give examples from your workplace or Case Studies done and refer to theory from literary sources.
According to Callo and Yazon (2020), various factors affect and influence the proper delivery of information in the communication process. At my organisation, our CEO is British, resulting in a different ascent of speaking. Many employees face difficulties understanding the main concept behind the meeting. For an instance, we were called for a meeting regarding the new targets and objectives of the organisation. My CEO conveyed his thoughts and the requirement of the organisation. But he did not bother regarding our understanding. This is the first outcome of poor communication. It will further affect the productivity of the organisation as the confusions of the employees are not met by the solution and clarity. Therefore, the CEO must ask for feedback and engage himself in understanding our doubts. Schramm's model of communication model can be applied in the workplace and allows the employee to provide feedback against the speech of the CEO and also other higher management levels.


[bookmark: _Toc88575962]Conclusion
It is concluded that the communication process plays an important role in determining the effective delivery of the information. Communication can be unidirectional or bidirectional considering eth feedback from the audience. The three main elements in the communication process are sender, message and recipient or receiver. There are different types of communication models that better explain the concept of the communication process. Shannon and Weaver along with Berlo's model describe the communication process as a unidirectional process. On the other hand, Schramm's model reflects the bidirectional feature of the communication process. Different forms of communication skills include verbal, non-verbal, active listening skills and empathetic listening skills increase the impact of the messages being communicated in the process.  
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