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Introduction
Communication is very important in any work organization.  “Communication is stated to be an ongoing continuous process. Everyone is continuously communicating with the people around them, such as their family members, friends, helpers, neighbours, relatives, workplace colleagues, and when a person goes out for shopping then too with the shopkeepers and other people communication takes place. Communication is also referred to as a skill that is pertinent in one’s daily life and an individual is required to be competent in this skill by himself or via means of observing others” (Skills you need, 2011). 
People communicate verbally or non-verbally. They do so either face to face or in an electronic format.  Communication is an important aspect of human life, which reflects as having a lot of ideas and ever-changing process of any organization where individuals involve transmit verbal or non-verbal message to develop shared ides. It is very important to use all available resources including the knowledge and skills to enable the organization to respond very well. 


Effective Communication
I have been working as a hospitality assistant at CIPD, Wimbledon and effective communication is apart of my everyday tool to get information passed on properly. Workplace communication is very important to companies because it helps the company to be more productive and operate effectively. If the communication within the workplace is not very effective employees can lose their job or perform poorly. The key to good communication is listening. For example, if the company is having a meeting and the information about the meeting was not communicated effectively so everyone is aware that there is a meeting, then the attendance of the meeting would be poor, and employees may miss very valuable information regarding the company and themselves, if this continues over a period then the boss would think that you are delinquent in attending meetings and you may end up losing your job when it was just a simple communication problem.
All this problem can be solved by sending out a memo or a simple email saying there will be a meeting. The medium of communication should be proper; if it is a simple message or just a minor notice, it can be delivered either through a face to face conversation or through a telephone; information which is complicated and lengthy, however it should be delivered in a written manner for example, through letters, notices, newspapers or electronic mail, therefore proper media selection also leads to effective communication.
[image: Image result for shannon weaver model]For communication to be effective the receiver must get the message from the sender and understand the message delivered. Shannon Weaver (1949) explained how messages transmitted using a diagram (see diagram below).

This model is specially designed to develop the effective communication between sender and receiver, they also find factors which affecting the communication process called “Noise”. For example, a businessman calls one of his workers to inform them about a meeting taking place at 8am about brand promotion. The worker did not receive the message about the 8am because of noise (network disruption). The feedback of the worker lets the businessman know that the message was not reached. The receiver gets the chance to get the full message only after the feedback.  According to Smith (2015) “Noise is the most common barrier which occurs everywhere, for instance, when family members are communicating at home, constant noise comes from busy neighbourhoods, or at the workplace too while working on the computers, people may get engaged in informal conversations, hence that leads to emergence of noise levels. It is necessary to identify the sources of noise and then formulating measures in order to eliminate those sources.”

Lack of effective communication cause a lot of problem in the workplace. Often when we send a message we assume that the receiver gets and understand the message, but they do not. Technology is so advanced these days, we have so many ways to communicate with people. Communication does not only focus on the transfer of information from one person to another but also to make sure the other person understands the message that is pass on to them. According to Mlinzi (2016) Berlo’s model believes that for an “effective communication to take place the source and the receiver needs to be in the same level, only if the source and receiver are on the same level communication will happen or take place properly. So, source and receiver should be similar. For e.g. Communication skills on source side is good then the receiver should equally have good listening skills. We cannot say the entire message passed doesn’t reaches the receiver has it is because the receiver may not good in listening, so only for the effective communication the source and the receiver to be in the same level.”  I remember on a busy Monday during lunch service, I was asked to set up a function for a group of people. The menu consisted of several dishes. However, one customer asked for a special salad dish that was not on the menu. She was very specific in saying no cheese should be included.  I went ahead and prepared a cheese salad for the customer however it was the wrong salad prepared. My manager received the message however she did not understand the message therefore the wrong information was communicated to me. The message was not received effectively because the manager was very distracted doing something else. This misunderstanding could have led to the customer dying if she was allergic to cheese. The customer was however compensated and offered an alternative dish meal of her choice. According to Skills you need (2011) the receiver should listen to the speaker with awareness and in a considerate manner; he/she should respond by asking questions, the speaker should always be aware of the fact that the listener understands everything that he is saying, and this overcomes the barrier to effective communication.
In the process of communication, it is vital to understand each other’s mindset and mental capacity; this applies in every case whether it is a professor giving a lecture or a conversation between the employer and an employee. If someone is communicating with the other individual or a group of individuals with an attitude of disinterest or unwillingness, then the process of communication will not be effective. In this case, it would have believed to be that attitude of the communicators is inappropriate for making the process of communication effectual.  According to Businesstopia (2018) it was stated that “communication skills of a person are a factor that affects the communication process. If the sender has good communication skills, the message will be communicated better than if the sender’s communication skills are not good. Similarly, if the receiver cannot grasp the message, then the communication will not be effective. Communication skills include the skills to speak, present, read, write and listening.” On the other hand, employers who invest time and energy into delivering clear lines of communication will rapidly build trust among employees leading to increase in productivity, output and morale in general. Employees when they are employed within an organization, should work towards accomplishing the desired goals and objectives, they should not be put under pressure to complete a particular assignment within a particular time period, in other words, they should be allowed sufficient time, especially when the task is extensive; in accomplishing the organization’s goals and objectives, it is essential to have effective means of communication and flexibility should be allowed in meeting of the targets.


According to Baczor (2019) “good employee communication will help people to understand their organisation’s purpose and strategy. She further states that workers are more likely to contribute more and feel committed if there is a culture of pen communication.”  I strongly agree with what she wrote because if there is no good communication the organisation cannot move forward and there will always be misunderstandings however, if the information is communicated correctly and understood by the receiver then there will be no problem as employees are aware of what they are doing and what is to be done. 
Communication is stated to be one of the most crucial systems, which is essential to develop in all areas. It does not matter how good the communication system is, how well formed and well developed it is, barriers do occur within the communication systems, whether it is an organization, communication between the family members, social network, institution and so forth. Barriers that take place within the communication systems are very unfortunate and unwanted, every individual wants that his functioning should be implemented in a smooth manner without the occurrence of barriers, for instance, when a person is discussing a vital issue with somebody, or two friends are having a friendly conversation and a doorbell rings or somebody enters then in most cases, it is displeasing. (Usman, 2017). 
In concerning communication, “there are some barriers that every organization deals with; individuals are of the viewpoint that the process of communication is very simple and straightforward, which is true but, what makes the process complicated, difficult and tedious, the answer to this is barriers. Barriers are the ones that make the process of communication difficult. Within an organization, the common barrier that is part of the communication is: “Language Barriers – Language is the means which is said to be the most effective means of communication with others. The language provides understanding of the content that an individual is willing to express or communicate with the others. When two persons or groups of people are involved in communicating with each other and if a common language is used that is understandable to all individuals then their objectives will be fulfilled, and the process of communication will be made effective. Within an organization, it is vital to develop a common language in order to communicate appropriately.” (Zaineb, 2010). For example, at my workplace there are persons that I work with that the English is not their first language. This makes it very difficult for us to communicate and work effectively. I have to write the information on a piece of paper then they translate it in their language using their translation tools on the smartphones. Which I have found very frustrating and time consuming as if for instance there is a fire evacuation in the building then it will be very difficult to explain the situation to the individuals. Also, translating is a very critical job to do as it affects the rest of the team members. However, the negative effects of performance due to language barrier can be challenging and difficult for the person leading the team. In order to avoid conflicts and misunderstanding at work environment, these forms of communication can lead to stress that will affect your ability to function correctly due to the pressure from the work colleague where the English is not their first language.
I strongly agree with the most effective and successful means of overcoming barriers of effective organizational communication is by forming an optimistic approach within the workplace and it is regarded as mandatory to develop politeness, good manners and respect within ones approaches and attitude. 
It is essential to overcome the barriers by identifying the root causes of the problems as some of the barriers are avoidable whereas some are unavoidable. It can be stated that barriers do come up within the course of communication, but in order to effectively communicate, individuals should possess efficient speaking and listening skills, they should make sure that the listeners are understanding their viewpoints and concepts, they should make use of simple language, whether it is an oral or a written communication, be courteous and polite so that individuals do not misinterpret any kind of communication, possess efficient knowledge of the concepts and ideas that they are communicating. 
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