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Introduction 
The importance of effective communication is the ability to deliver a messages, information and ideas that can create an understanding between 2 or more parities (Morgan, 2006). Communication has been describe as an act of giving, receiving or exchanging of information and ideas and opinions so that a message is completely understood by all. There are several major elements in the communication process a sender, message, channel, receiver and feedback, context. This report will show the importance of essential communicational skills.
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1. How communication can be made effective in a business organisation?
Communication is about connecting with people. In a work place being able to engage with employees can have sincere benefits to align the company objectives and goals when a good culture of communication is established in a work environment. Some forms of communication that are used: text, phone, email, instant message, face to face, body language, workplace happiness, apps, sticky notes are more factors within a time period.

2.  Revelation theories (Shannon and weaver, Schramm and Berlo)

Communication theory is a mindful of information Berlo’s theory (1960) of communication represents the process in its simplistic form. The model has 4 components that are individually influenced by different factors. To be certain that the message is conveyed effectively, the sender and the receiver must share some common ground. The acronym stands for source, message, channel and receiver (SMCR).

Figure 1 Berol’s (1960) Communication Model.
[image: INTRODUCTION TO EDUCATIONAL COMMUNICATION AND TECHNOLOGY ...]
Berlo’s (1960) explained in greater detail 
S – Source
The source is in another word known as the sender of which whom the thought originates from. The sender transfers the information to the receiver with the help of communication skills, attitude knowledge social system and culture.

M – Message
When a person changes ones thoughts into words a message is created. This process is described as encoding.  Defining this in greater detail breaks down into 5 elements,
Content- is a thought that has to be put into words and has to carefully prepared, it has to be sensible, accurate, crisp and related to the thought to shock the listeners and create an immediate bang.
Element- it has been observed that speech single heartedly cannot make a difference in the communication. In order to engage the listener the speech must consist of hand movements, 
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Posture, facial expression, body movements and gesture all under the elements of the message.
Treatment is the way one treats the message and the way it is conveyed to its listeners.
Structure a message cannot be expressed in one go it has to properly organise in order to execute the message in the most desired form.
Code by entering a wrong code the locks will never open, enter the wrong password you will not be able to open your email. 

C- Channel 
The channel referring to the medium of how the information flows from sender to the receiver. Hearing, tasting, seeing, smelling and touching all five sense that help humans to each other.
R – Receiver 
Decoding is when receiver of the message tries to understand what the listener wants to convey then responds in the correct manner to the message.
The receiver and the speaker should be on the same level so that the conversation is at a better understanding and the information is flowing. The receiver should have a substantial level of good communication skills to understand the details the speaker is trying elaborate on. The right attitude for the receiver is key as he/she needs to understand the message in a positive way. The receiver should also have a balanced level of knowledge with the speaker and know about the subject. The receiver being from the same social and cultural background just like the speaker will help the message come across clearer.

Figure 2 Schramms model of communication.


[image: Schramm Model of Communication ]
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Written example of how schramm theory works
Tina to Phillip -“Will you accompany me to church?”
Phillip kept mum and did not respond and hence the communication Phillip and Tina was not complete. If Phillip was not interested for the church, he could have responded or given the feedback to Tina about his unwillingness. According to Schramm’s model, whenever the information reaches the recipient, it becomes his responsibility to give the feedback and let him know if he has downloaded the message in exactly the same manner the speaker wanted. If he is not clear with anything or has any doubts, it must be cleared with the speaker. So when the speaker conveys any message to the listener, the listener, decodes the message and once again passes the message to the speaker after understanding it and completing the full circle.
	Sender

	M↓ ↑M

	Receiver


M - Stands for message








Schramm believed that an individual’s knowledge, experience and cultural background also plays an important role in communication. Individuals from diverse cultures, religion or background tend to interpret the message in different ways.

Shannon & Weaver’s (1949) Communication Model
The sender encodes the message and sends it to the receiver through a technological channel like telephone and telegraph. The sender converts the message into codes understandable to the machine. ... The receptor machine can also act as a decoder in some cases
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Figure 3 Shannon & Weaver's (1949) Communication Model [image: Shannon-Weaver model of communication Archives - Mike Crudge ...]


3. The importance of effective communication. (Use your own or your friends experience)
As a community care worker it is my job to visit my clients in their homes or take them out in the community. My key responsibilities are to support the young person in different settings, mentor, and coach and support individuals, encouraging social inclusion. Working in partnership with parents and professionals from other organizations that support the young person. Whilst keeping all informed by writing reports and also to maintain an up to date knowledge of safeguarding, health and safety and local policy developments.
Berlo’s model (1960) can be helpful in explaining when communication as a support worker when phased with problems. When the manager emails a client’s report although computer written it sometimes is not up to date.
Berlo’s model of communication shows most when the receiver has to channel the message being the email from the source{manager}.the receiver then having the knowledge for the report would the help the communication skills ,social system and attitude then shown to the client knowing their triggers ,likes and dislikes along with keeping them safe.
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Berlo’s model (1960) can also be explained with the client or clients parent in this model, quite often the young person has trouble understanding and speaking clearly, as a support worker it is my duty of care to provide an understanding and effective way of speaking to the client clearly to get tasks done and to sometimes calm the client down from a toxic situation. From this the client can try to process and decode what is being asked of the speaker. To discuss a situation that the client or parent may face. At times the client or the client’s parent finds it hard to receive the message. For example if I am faced with a parent who has English for a second language, I tend to use hand gestures, touch and feel to enable the clients parent to feel secure as to what activity I could be talking there child to whilst giving them more satisfaction by showing them pictures of the clients child and how they enjoyed themselves. Leaving the parent with an ending thought that they are happy and satisfied with the outcome.  

4.  Methods of communication 

[image: See the source image]


Standards of Methods onto communication are speaking or writing by a sender and listening or reading the receiver. Most communication is oral with one party either listening or receiving. 
Non verbal
Despite some forms of communication being spoken or written language, nonverbal communication consists of actions and gestures, physical appearances and facial expressions these can be a powerful tool at segmenting messages whether it be the action of smiling or frowning. Another style is when a person uses there body as a form of communication to talk even though they maintain a level of silence. A mixed message is transferred when a person conveys a person's message one way nonverbally, then showing it in the form of another. Continuing on with nonverbal communication it’s displayed with technology such as email, phone, fax, media and post.
The use of technology such as emails has decreased the importance of nonverbal communication, the vast majority of organizational communication still happen to use face to face interactions. 
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Verbal 
Verbal communication is a type of oral communication where the message is spoken words. The sender gives words to their feelings, thoughts, ideas and opinions to expresses that in the form of speeches, discussion, presentation and conversation.
To be able to have an effective outcome the sender must keep the tone high and clearly keeping the target matter audience in mind. Double checking that the receiver understand the message the same way the receiver has intended it to be.
To have complete success of verbal communication the receiver has to rely on the speaking ability of an individual and also the listening skills. Verbal communication is applicable in both formal and informal kinds of situations.

5.  How does communication work between management and employees and to what purpose?

In any successful business it goes without saying, how important communication is, why poor communication reflects the business. Having a clear and open channel of communication should suggest that everyone could be on the same page providing them with clear cut objectives, directions and expectations. To the understanding that all know what is required of them.
To a degree you could say that if a breakdown in communication takes place it could lead onto future problems but by having some of these core components i.e.
Meeting weekly 
Regular 1 to 1 
Managers keeping the employees in the loop
Employees getting to know there managers
Take advantage of tools that open up communication
Ask for and give feedback 
Email - When doing things via email it's all logged so if there is and discrepancies you would access your paper trail and could justify any actions of communication an employer could or may take up with you, outlining.
Efficient and effectively
Keeping up to date on what’s going on using these tools are just some prime examples of how communication can work between management and employer.
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6. Conclusion
Improving communication between managers and employees is one of the most fundamental key steps in a company which can work towards a more cohesive and collaborative environment in the workforce. Breaking down the barriers to give a clearer understanding to remove blockages, to hopefully move forward and start communicating freely and openly. The report shows theories and models given a clear breakdown, while in my workplace communication has played an important factor in being successful and achieving satisfaction with client and parent.
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