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INTRODUCTION
Communication can be explained as a way or method in which information or ideas can be transferred or expressed and it involves the exchange of general ideas and information by use of words, signals, visuals, writing or behavior between individuals or animals. Communication may be regarded as intentional when the sender specifically wishes to transfer the message using verbal or nonverbal means or it can be regarded as unintentional when the sender wishes to hide his feelings but still ends up transferring ideas to another person usually through nonverbal means. It must be noted that the major reason why we communicate is to get our information or ideas across even if it is not properly understood. Good communication is the process whereby a message is sent to an individual and it is in turn well understood by that individual before relaying the required feedback (Ask n.d). The most important part of effective communication is the ability to give the required feedback.
Good communication skills are necessary for individuals from all walks of life regardless of their jobs. For instance: Ineffective communication hinders a doctor from conveying his best interests to a patient. A knowledgeable doctor that may have great expertise and well experienced in his line of work may fail to gain competence if he cannot relate better with patients and communicate effectively. A good social worker, who is able to make patients feel at ease will definitely be an asset to any hospital.
Communication skills are necessary for continuing relationships either romantic or business related. Good communication skills are needed among friends and family to avoid confusion, misunderstandings, quarrels and fights etc.
Majority of people are judged on the basis of their body language and opinions are usually based on perception. Therefore, good communication skills are quite important to human beings such as growling is to a dog or crying in the case of infants when trying to express themselves. Where spoken language fails to express an idea, hand and facial gestures express them.
“If all my possessions were taken from me with one exception, I would hope to keep my power of communication — for by it I would regain all the rest.” Woody Allen.



COMMUNICATION THEORY
This refers to various theories that contribute to our understanding of communication processes (Littlejohn, 1983). These theories represent ways in which bystanders see their environment, and as Littlejohn says (1983, p. 12), given that theories are abstract, every theory is partial and not a whole. In communication theory, we have at least three different aspects with which we view how everything works: communication in this regard is a one-way process of thought expression where the receiver attempts to construct or reconstruct the meaning intended by the sender; communication as a two-way process talks about two or more people trying to construct new meanings together and lastly, communication as an omnidirectional diachronic process where emphasis is based on the continuous development of general meaning.
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The Shannon-weaver mathematical model 1949: It was brought about to improve the effective communication between sender and receiver. It considers factors which affect the processes of communication called “Noise”. In the beginning, the model was developed in order to improve technical communication, but then, it was widely applied to all areas of Communication. This model has to do with concepts such as encoding and decoding, Information source, channel, message, transmitter, Noise, receiver, channel, information destination.
A case study of Pedro and Maria shows a wife calling her husband who works in a construction company to ask for some items which were needed for food, there was too much noise at the background and the husband (Pedro) could not understand what the wife (Maria) was trying to say. She basically asked him to buy some chicken from the shop and then when he got home, he went to the kitchen instead of bringing chicken. This situation was clearly brought about by the noise at the background and clearly there was no feedback otherwise the husband would have gotten a clearer message. This style of communication typically explains the Shannon-weaver’s model of communication as it clearly takes place over the telephone and noise disrupted the channel thereby making it impossible for the husband to understand what the wife wanted to say.

Sender: Where the message or the information originates from
Encoder: The device or medium through which the message is converted into signals
Decoder: This is where the signal is received and converted into an understandable message. It can also be regarded as the opposite of the encoder.
Receiver: This describes the message destination
Noise:  When messages are transferred through the transmission channel from an encoder to a decoder or vice versa, they may be affected by “noise” like horn from vehicles, music, thunder or rainfall sound, crowd noise, e.t.c. and as a result, the receiver may not be able to get the right message. Understanding the concept of “Noise” will help to solve different problems when communicating.

Berlo’s model of communication: The Sender-Message-Channel-Receiver (SMCR) model of communication was derived from the Shannon weaver’s model of communication (1949) by David Berlo. He went on to explain the various factors which affect individual components when we communicate in order to improve communication. Berlo’s Model has four main components which describe the entire communication process. These components are sender, message, channel and receiver. Each of these components are affected by factors described in the diagram below.
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Schramm Model of Communication: This model postulates that people decipher lots of short or long messages while they are communicating. This is achieved by means of human senses like seeing or hearing.
Impulses travel to the brain where translations and understanding begins.
This model also proposes that humans interpret information received during decoding and interpreting is most likely explained as making meaning out of a piece of information. 
Furthermore, when humans try to interpret or understand impulses during the preceding stage, they must try to encode a message which must be sent to their communication partner based on what they understand as a result of the interpretation. In the case of meeting people face-to-face, spoken words are exchanged, facial expressions are displayed, postures are changed, hands are moved, or change in voice tone; all these factors contribute in one way or another to how we communicate be it directly or indirectly.
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THE IMPORTANCE OF EFFECTIVE COMMUNICATION
When we talk about effective communication, we talk about exchanging information or ideas within or outside an organization. However, for communication to be considered effective, messages must be sent and received properly. In our professional or personal life, effective communication is important to the success of every business. 
Communication important in the workplace because:
· It helps to avoid commotion and confusion among colleagues
· It clarifies the purpose and target of everyone
· It helps to construct a positive attitude and good working relationships among co-workers
· It helps a person be more accountable and responsible

Effective communication distinguishes among leaders at the workplace as well as helps to point out organizational goals and improve collaboration among co-workers. This is an important step towards a great business practice for a workforce that is will be committed and productive in the long run.
I remember a friend who had some difficulties at the workplace because she could not communicate effectively with a client, this client had come to complain about faulty materials received in an order and my friend could not handle the complaint as the client was furious and speaking so fast in a language she did not understand quite well (Italian). In the quest to quench the fire, she ended up adding more petrol to the already burning fire simply because she could not express herself very well in order to do her job effectively. In the end the manager resolved the situation with the client and my friend lost her job. 
Considering this situation, I would say that effective communication is very important anywhere we find ourselves and, in the workplace, most importantly because when a person cannot communicate, self-esteem goes out the window and with it, many things.


COMMUNICATION METHODS
Ways of communication can be classified into three types: verbal communication, written communication, and nonverbal communication.

Verbal communication: Verbal communication is that type of communication where one listens to spoken words and tries to make meaning out of those words by interpreting the words and most of this type of communication take place over the phone or in person. It includes storytelling and crucial conversations. It offers us the possibility of giving feedback in real time.

Written Communication: Here the meaning of the message is read usually from a paper, book, e-mails or letters. They may be transmitted using paper as a medium or appear on a TV screen through advertisements and can either be formal or informal. Anyone can write a Message that another person can read or see or receive at any time, unlike a conversation that happens in real time. A written communication could be received by many people like all employees in a particular department or customers or it can be received by just one person in the case of e-mails. It is important to note that in a formal written communication, contractions, slangs, exaggerated language and phrasal verbs should not be used as it is addressed to a personal not known very well like a boss in the office or business partners. “Don’t use two words when one will do” -Thomas Jefferson. Meanwhile, informal written communication is addressed to family members and friends and in this kind of written communication, there are really no rules. 

Nonverbal Communication: As they say, “action speaks louder than words.” If one is aware of the signs he sends out and if this is done in a positive, approachable, and right way then there is no reason why individuals will have issues with communicating in a successful way. What we say is an important part of any communication we have. But what we don’t say can be also be as important as what we say. More than 50% of communication among people are nonverbal and they include the use of facial expressions, body language, and voice tone. According to a particular study, just 7% of a Receiver’s understanding of a Message is based on the Sender’s words and more than 30% is based on the tone, pace, and volume of speech as well as more than 50% is based on nonverbal gestures such as body language. Mehrabian, A. (1981). 
Research further shows that nonverbal gestures can also affect whether one will get a job during an interview or not. The muscles or veins on our faces perfectly express our emotions. Silent messages can be sent without saying a single word, just like changing our facial expressions can change our emotional state. If we focus on feeling confident before an interview for example, our face will convey that same confidence to an interviewer. Wearing a smile even under pressure may relieve our stress levels.
In order to communicate effectively, we need to match our body language, appearance, and tone of voice with the feelings we are trying to express and we must also try to use the right words. When individuals are lying, they are likely to blink more than usual or maybe shrug as expressed in many movies.









CONCLUSION

As seen from the study, communication is based on a lot of factors which does not rest solely on the use of words. It is often advisable to fell more confident when communicating and try to maintain a steady eye contact for as much as possible instead of indirect communication tactics like looking at the floor, folding arms, washing hands, hands behind the back or frowning as these do not show confidence.
Not just for this reason, sometimes just one wrong word can mean the end of a business deal and you lose a lot of money Communication is therefore very important not just in business but when you speaking with people in general as it can boost up your morale or destroy your reputation. Furthermore, it is necessary to be careful when accepting a “yes” response when a communication partner asks “do you understand”? If you truly did not understand, say you don’t. As shown, communication skills are important if we really wish to build relationships and get connections in and out of our business lines or organizations. It is one skill which not only helps us in our personal life in dealing with people, understanding them, solving problems… as communication is not only speaking… but listening as well. “Everything has been said before, but since nobody listens, we have to keep going back and beginning all over again” André Gide.
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THE PROFESSOR and THE VILLAGE PEOPLE Lloyd b. 7/19

A Professor of English at a well-known Welsh University lived in a large house not far from a little village. He
never went into the village, bur shopped in the town near the University because he had nothing in common
with the village people, who were largely uneducated and did manual jobs.

One night, the professor fell asleep while smoking his pipe and the pipe fell onto the carpet and started a fire.
When the professor awoke and saw the house on fire, he rushed into the village, screaming:

‘The edifice is being consumed by a great conflagration!”

‘The edifice is being consumed by a great conflagration!”

The village people looked at him and continued doing what they were doing

‘Don’t you understand?’ He said. “The edifice is being consumed by a great conflagration!”

They ignored him.

When the Professor returned home, he saw that his house had been destroyed. He sat down on the ground
and wept.

The next day, he went into the village crying. ‘Why, oh why didn’t you help me? My home has been destroyed
by the fire. | came and begged you last night.” He wept.

‘But Professor, why didn’t you say that your house was on fire? We would have helped.”

Q: Why didn’t the village people help the Professor?
Q: What should he have done to get them to help him?
Q: Whose model of communication do you think can explain this situation?

Q: Why?
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