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[bookmark: _heading=h.30j0zll]Introduction
Communication is the way of delivering information with others. It is very important for an organization. Company management can deliver the required the message properly through effective communication (Bown, 1991). There are different methods of communication like Berlo’s Model of Communication, Shannon Weaver model of Communication and Schramm’s Model of Communication. There are different elements of these model. Model of communication varies company to company. Workplace communication is very crucial to deliver right message to right message. It helps to achieve the company goals easily. There are so many options of improving effective communication. Later in this study, details of communication models, communication skills at workplace and the way of improving effective communication will be discussed. 


[bookmark: _heading=h.1fob9te]Berlo’s Model of Communication
Berlo’s Model of Communication is postulated from Shannon Weaver’s Model of Communication. It is also known as Sender–Message–Channel–Receiver (SMCR) model of communication. He discussed the factors that affect the elements of communication more efficiently. Each of the SMCR factors is also affect many other factors. 
[image: BERLO'S SMCR MODEL OF COMMUNICATION]
Figure 1: Berlo’s SMCR Model. Source: Communication Theory. 
[bookmark: _heading=h.3znysh7]Elements of Berlo’s SMCR Model
S- Sender: Sender is the person who is delivering the message to someone. It is also known as the source of message. There are some core factors connected to sender. Some of them are: Communication skills that affect the communication process, Attitude affects the meaning of the message, Knowledge helps to understand the objective of the message, Social Systems like values, beliefs, rules, religion affect the mode of communication, Cultural difference affect the type of message.
M- Message: Message is the subject which is being sent by the sender to the receiver. It can be sent in different forms like voice, text, audio or video. There are some key factors which affect the message. Such as: Content is the beginning to end of the message which is going to be sent, Elements are the non-verbal elements which is tagged with the main content, Treatment is process of sending the message to the receiver which also affect the response from the receiver, Structure is the formation of the message and Code is the form through which the message will be transferred to the receiver. 
C- Channel: Channel is the process or medium of sending the message. Technical machines are the mostly used channel of transferring the message like telephone or internet. This is not the only medium of sending the message. Five senses of human being is the most common and easy channel of sharing a message. Hearing, Seeing, Touching, Smelling and Tasting help to share the message in a most efficient way. 
R- Receiver: Receiver is the person to whom the message is sent. Message sharing process get completed when the receiver understands the message and give the expected feedback. The meaning of the message may be different for sender and receiver. The content and cannel defines the meaning to the receiver. The receiver should have a good listening skills to get the meaning of the message properly. Affecting factors are as similar as sender.
[bookmark: _heading=h.2et92p0]Berlo’s SMCR Model’s Criticism
· There is not any clear concept about the feedback. It is not considered to this model. 
· There is no discussion about the barriers of communication. 
· Two-way communication is not counted in this model.
· It states that both the party must be similar to understand the message properly. But in real life, it is not possible to happen. 
[bookmark: _heading=h.tyjcwt]Shannon Weaver model of Communication
This is the mathematical theory of communication. It is also known as the mother of all communication models. It is basically a technological model unlike linear models. Shannon Weaver states some elements for this model. 
[image: Shannon and Weaver Model Of Communication - Businesstopia]
Figure 2: Shannon Weaver model. Source: Businesstopia. 
Sender: Like SMCR model, sender is the creator of the message. They create the message and send through their selected medium. 
Encoder or Transmitter: Encoder is used to send the message as a signal which is not understandable to general public.
Channel: It is the medium of sending the message. 
Decoder: Decoder it the system of translating the meaning of the message to the receiver. 
Receiver: Receiver is the destination of the message. 
Noise: Nosie is the disturbance of the message. It creates an obstacle to send the message as it is sent. 
[bookmark: _heading=h.3dy6vkm]Schramm’s Model of Communication
This is a circular or cyclical model of communication which have all the necessary elements of communication. It is very effective to explain the flow of communication. It is a two-way communication process where both the sender and receiver can communicate at the same time. They can continuously pass information with each other. To make this model effective, it is mandatory to understand the meaning of message to both the parties. There are some elements of this model. They are: sender, encoder, decoder, interpreter, receiver, message, feedback, channel or medium and noise.
[image: https://www.communicationtheory.org/wp-content/uploads/2010/01/Osgood-Schramm-model-of-communication1.jpg]
Figure 3: Schramm’s Model. Source: Communication Theory. 
[bookmark: _heading=h.1t3h5sf]Verbal Communication 
Verbal communication is the mode where both the sender and receiver of the message speak with others. In this mode, two individuals shares information using words. It can be face to face, over the phone or something else (Key, 2011). Some verbal communication modes are totally informal and some are very formal. It is considered as the most easy and understood mode of communication. 
[bookmark: _heading=h.4d34og8]Non-Verbal Communication
Communication without using any words is called non-verbal communication. It includes facial expression, eye contact between sender and receiver, body movement and so on (Key, 2011). Receiver must focus on the sender very attentively. He/she has to oversee all the movements of the sender. 
[bookmark: _heading=h.2s8eyo1]Communication skill
Communication skill is a very crucial tool of modern business. It states the importance of speaking appropriately with every type of people maintain vocal message and proper eye contact (Maund, 2017). Using proper vocabulary and language to the audience, listening effectively and presenting appropriately are some key elements of effective communication skills. 
[bookmark: _heading=h.17dp8vu]Communication at Workplace
Exchanging or transferring the information within the organization is known as workplace communication. Effective communication at workplace is very crucial for all type of organization. It is the reason of high-performance in an organization.  It defines how the employee and employer will react on transferring a message (Blanchard, 2000). There may have four common type of communication in workplace. They are verbal, body or physical, phone or written. Everyone has face all these methods every day. Learning the best possible way to communicate within these fields are considered as most effective skill for a person. Effective communication is important for every moments of life both personal and professional (Collins, 2001). It can be considered as the core business goals. 
[bookmark: _heading=h.3rdcrjn]Benefits of Communication at Workplace
Team Building: Building a team with skilled and specialized members defines the performance of a team. It also states how team members will communicate and collaborate together (Adair, 2009). When a team works well, the company itself get the benefits of this (Belbin, 2012). Company management have to communicate with the team leader to form such a team which will bring the maximum output. 
Less Misunderstanding: Effective communication helps to deliver information properly. For this reason, receiver can understand the actual meaning of the message. They can understand their roles and responsibilities. It will help to achieve their individual target and goals. 
Managing Conflict: Effective communication states who has to do which task in which time period. It also determines everyone’s expectation and responsibilities. Because of this there may have less possibility of occurring any conflict among the workers. It also addresses the reason of conflict and shows the path of solution. 
Team Spirit: When all the members can communicate properly, they can understand everyone’s motive and emotions. They can work for a common goal together (Belbin, 2010). A very helpful mind can be developed in their mind. It helps to increase the spirit of the team. 
Innovation: When employee can communicate openly each other about any issues, they get a floor to discover themselves. It helps to bring new idea and techniques from their mind. They get the opportunity to implement this idea. It motivates them to think about this kind of innovative and effective ideas. 
Growth: By communicating effectively, employee can understand their target. They can work for achieving their target within the budgeted time period. When all the employee achieves their target, company’s overall growth automatically gained. 
Clear Direction: Effective communication helps to get clear direction to the workers. They can get what the management is looking for. They can understand the best channel or working. It helps them to know what is expected to them and what steps they have to take in which time. 
Company Success: When company management can communicate properly with employee and workers, the goals or objective of the company can express well to them. In that case, employee can work as per to their target. It helps the company to fulfil its target and achieve company success. 
[bookmark: _heading=h.26in1rg]Ways of Improving of Workplace Communication
Effective communication is important to get the best outcome from employee. There are so many ways of improving communication at workplace. Some of them are as follows: 
Defining goals and target: Before starting any project, it is a must to define the goals and target of the company. Management needs to provide the clear idea about the goals to the employees. It helps the employee to work more effectively. They can understand the steps they have to take next. 
Defining the expectation: Management should clarify what they expect to the employee. It helps the employee to set their personal target and goals (Alvesson, 1996). After knowing their target, they can set their speed of work. Employee can understand their boundaries and duties. 
Delivering the message clearly: It is important to ensure that the message is delivered clearly and accessible to the receiver. If receiver cannot get the meaning, the purpose of sending the message will not be fulfilled. If employee or receiver cannot understand the message, they will not be able work as per to the expectation of the company management. 
Selecting the channel carefully: After creating message, it is crucial to select the medium of sending the message. Sender must ensure that the message in easiest and convenient way. Communication in distant place and face to face cannot be through same channel. Sender can take time to decide the medium. 
Encouraging two-way communication: When it is important to get the feedback instantly, two-way communication is very effective (Morgan, 2016). It helps to understand whether the receiver gets the message properly or not. Sender can know if they need to change the channel. 
Involving everyone: It should be ensured that the lines of communication are open for everyone. In this process everyone can share their opinion (Magin, 2004). Receiver can deliver their feedback. It works most while communicating with remote staffs. 
Listening and showing empathy: Effective communication is a two-way process. None can survive if they don’t motivate dialogue with other parties. It is important to show mutual respect and allows everyone to participate in transferring the message.
Effective communication is one of the best keys of achieving company goals. Company management can improve this following the suggestions mentioned above. 
[bookmark: _heading=h.lnxbz9]Conclusion
Effective communication defines the success of a company. It works as the most powerful factors of a company’s growth. To ensure the effective communication, it is a pre-condition to identify the model of communication. Some companies can follow Berlo’s Model, some can follow Shannon Weaver model and some can follow Schramm’s Model of Communication. Company management must select this model very carefully. Effective communication ensures innovation, growth, team building and company success. There are some techniques to improve this communication. Company has to follow all these techniques efficiently. It will help the company to ensure sustainable growth.
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