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The concept of communication is very broad and there are various definitions attached to it. Broadly speaking communication is a two way process of exchanging or conveying information through the use of verbal and non verbal means. This process consists of a sender and a receiver. All living things on this earth communicate with each other but humans have the gift of words. It has also been defined as the process through which people assign meanings to stimuli in order to make sense of the world (Trenholm 2017). Communication is very much an integral part of the management process as it helps to manage people effectively. Management as we all know is the art of getting things done and this art is dependent on clear communication. Communication provides a clear channel and flow of instruction and understanding enabling people to do their work effectively. Communication facilitates understanding and coordination making it easier for the managers to perform their responsibilities in the best way. Decision making also becomes easy (Markovic and Salamzadeh 2018). Good communication is the foundation of the smooth functioning of an organization. My report will show an understanding of communication using relevant theories, effectiveness of communication using experiences from my own workplace, and will analyse how communication can be made effective in the workplace. The report will also focus on some of the methods and problems of communication. 
[bookmark: _Toc17308082]Theories of Communication
There are many theories of communication but the communication theory proposed by American mathematician Claude Elwood Shannon and American scientist Warren Weaver in 1949,David Berlo in 1960 and Wilber Schramm’s model in 1954. Both Berlo and Schramm’s model are inspired by the Shannon Weaver model itself. 
The Shannon and Weaver model of communication states that communication has the following parts: sender who is the source of information, encoder which pertains to transmitter, channel, decoder, and receiver. Here sender is  the information source or one who makes the message, encoder converts the signals into message such as the mouth. It might also signify a machine. Channel here refers to medium used in the sending of the message. Decoder can be meant as the thing which translates the message for the receiver such as the ears, receiver is the person receiving  the message. The components of noise and feedback were added later. Noise is any disturbance which proves to be a barrier in the communication process (Grant 2016). However many have critiqued this model stating it to be too mathematical for human communication. 
The Berlo and the Schramm model too have been inspired by the Shannon Weaver model. Berlo created the SMCR model which translates into sender, message, channel and receiver. Schramm also expanded the Shannon Weaver model and included the aspects of semiotic rules: Syntactic, pragmatic and semantic. Schramm however, emphasized the importance of feedback in the communication process. Without feedback, communication is incomplete in his opinion. Response is important to confirm that the receiver has understood the message within the context as the sender has sent it in (Rogers and Valente 2017). This cancels any misunderstanding and makes the communication process successful. 
The aspect  of noise as stated by Shannon Weaver model comprise of the physical disturbances, such as absence of signal, physical noise, static etc. However, noise does not only mean the physical disturbance but also have come to cover the social, educational, linguistic and cultural aspects which can cause a message to be interpreted differently by different persons (McQuail and Windahl 2015). 
[bookmark: _Toc17308083]Making Communication Effective in Business Organization

Effective communication is a very essential part of a successful organization. Good communication in an organization increases the efficiency, productivity and also helps the leaders in effectively managing the organization. The employees have a better relationship with their colleagues and management if the communication channels are clear and transparent. In absence of clear communication many misunderstandings and misinterpretations arise which are not conducive to the growth of the organization. Therefore it is very important that every organizations take some steps to make the communication system more effective. 
To achieve effective communication system in the organization, one of the very first steps that the management must take is to establish a communication strategy. The communication strategy is basically a framework which will establish a process of how and what the organization is going to communicate to its employees (Lewis 2019). This strategy will be based on questions such as who will communicate, to whom the communication must be made, how much needs to be communicated, and the process of communication used such as meetings, circulars, emails etc. It must also be established that which information requires which process of information (Quirke 2017). There are some generic information which cam be communicated through mails and circulars but some information require a face to face and general meetings. An effective communication strategy will be beneficial for both the management and the employees as they can set their standard of expectations. 
To achieve effectiveness in communication it is also important to use correct language, words, symbols etc according to the target audience. The management must segregate the communication according to the target barriers (Trenholm 2017). For example, a message with technical language addressed to the lower level of employees will be futile. They need to be communicated in a simple language on a point to point basis. 
One of the most important points which organizations tend to overlook is that in order to be a good communicator one must also be a good listener. It is important for the management that they display empathy and listen to the responses and feedback of the employees. This will enable the superiors to make informed decisions after proper evaluation of the feedback. Thus proper feedback channels should also be established in the form of questionnaires, feedback forms, rating systems etc (Quintanilla and Wahl 2018). Thus the communication process must be two way system and inclusive in nature. Many organizations also provide a communication training to its employees. Confidence and motivation also help to better the communication process. Communicating information with a certain confidence and seriousness helps to convey that it is not a matter to be taken for granted. This will encourage the audience to listen with concentration. 
Apart from verbal communication what also make communication effective in an organization is the non verbal aspects of communication such as tone, language, gestures, facial expressions etc. A word has the capacity to mean one thing in a specific tone but its meaning changes altogether when said in a different tone. Facial expressions also play an important role in communicating. If the facial expressions and gestures do not match the words of the communicator the audience can get confused as to the matter (Eaves and Leathers 2017). 
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An organization is made up of two part that of the management and the employees who work together in the pursuit of the goals which is to see the success of the organization. To achieve this there needs to be a good understanding between the two parts so that they can work in tandem and harmony in the achievement of the goal. And to achieve harmony, the most important ingredient is communication. There needs to be effective , clear and transparent channels of communication in the organization which enables its smooth functioning. 
I am working at Holiday Inn as a bar attendant. Holiday Inn is a well known hotel chain, is a very good example demonstrating the importance of effective communication in a business organization. Though the company is a small scale, it is very organized. The management is very approachable and has established a fruitful communication strategy. Every employee is required to fil a feedback form department wise and that too anonymously which encourages them to provide their honest opinions. The supervisors and managers conduct weekly meetings with their teams and if someone is not present he is required to video log from his home. This ensures a regular communication which in a way is good for clarifications and avoidance of misunderstandings. Teams are encouraged to participate in casual meetings and taken on non official tors to bond so that they can work easily. 
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Methods of communication denote the various ways in which communication is exchanges. There are primarily three ways of communication, verbal, written and non-verbal. Verbal communication is also called the oral communication and includes words, speaking, language, sound. This method is used in meetings, group works, lectures, etc. This method is dependent on the speaker’s ability to speak coherently and articulately. The speaker must speak clearly, and maintain his tone to be able to communicate effectively. Sometimes the speaker’s also encourage the listeners to participate by asking questions, thus making it an inclusive matter and encouraging the audience to pay attention (Austin and Pinkleton 2015).
Non verbal communication consists of the various ways in which communication is exchanged without the use of oral or written words. It is conveyed through the use of gestures, facial expressions, body language, eye contact, touch, physical proximity, chronemics and any other means which doesn’t require speaking and writing. The non verbal communication when used in conjunction with verbal communication can emphasize the effect o communication all the more (Phutela 2015). 
Written communication is the conveyance of information through the use of written words and is used in the form of letters, emails, reports, manuals, circulars etc. It is a formal way of communication and at the same time is also less flexible than the verbal way. As it is written, it assumes permanence in terms of record keeping (McCroskey 2015). 
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The communication lines between the management and employees must be kept clear and open to ensure a continuous flow of productivity and performance. Management must take steps to ensure that effective lines of communication are established with the employees. It is up to the management to decide what type of communication should be established : formal or casual. The level of formality to be used is the prerogative of the management. A mix of formal and casual style is said to be the best way of communication as a too formal style might suppress the honest opinions and a too casual style might have an impact on the discipline and respect. The aspect of tone is very tricky because it is very subjective. Tone can only be understood in verbal communication and therefore management must ensure to conduct regular meetings with the employees (Fleisher and Bensoussan 2015). Even a strict order when conveyed with the right tone can work wonders and can seem to be non offending. A small rebuke conveyed with a light tone can save the employee from embarrassment. Another aspect is the choice of language. Management must pay particular attention to the choice of language used with regard to the target audience. A uniform language is not suitable for all types of employees (Thomas and Stephens 2015). Technical language must be kept for the upper level employees and simple language must be kept to brief the lower level employees. 

In Holiday Inn the supervisors and managers conduct weekly meetings with our teams. This is to ensure communication between the management and the employees are in place and this is a very significant factor in the success of the organization. This weekly meeting motivates me to work efficiently, learn from the others mistake and works towards to a target.

[bookmark: _Toc17308087]Conclusion

Communication is an integral part of our lives and is used in every step. Without communication there will be chaos. The importance of communication is very much understood in the field of business which thrives on clear communication to function smoothly. Communication skills are very necessary in the field of business to work properly in team settings and also as a whole in the organization. The concept of communication has been clearly demonstrated in the report through a discussion of the famous theories of communication. Further the importance of effective communication has been showcased through a reporting of a real life experience of working in an organization. Communication and its various methods and forms also have been discussed to provide a comprehensive of the working of the concept. The communication between the management and the employees is a very significant factor in the success of the organization and the report also discusses the various aspects of this type of communication. 
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