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Introduction

In this written assignment I will be talking about the effective business communication -
its types, models, versions, varieties - and problems that may occur in the process of
transmitting information. I will make some analysis with description, and
investigation of the effect of different business communication methods on employees
and the workplace in general. To make this assignment I had to take four different articles (1. “A Model of Deceitful Information Communication: Some Views on Theory and Practice of Semantic Information”, 2.  “Temperament, Social Skills, and the Communication of Emotion”, 3. “How to Write Effective Business English: The essential toolkit for composing powerful letters e-mails and more for today’s business needs better business English.”, 4.  “A Conceptual Foundation for the Shannon-Weaver Model of Communication.”) from four different sources and merged them together and wrte one general assignment which will include all four topics. I will try to show the importance and some types of the communication which are very important and are must to know not only in our everyday life but also in business. 

The Effectiveness and the Power of the Communication

Communication is an act of transmitting information. Information can be turned
into ideas, thoughts, emotions, words and many other different forms. Through
communication driven by a desire to share information we build business and personal
relationships. 
Business communication is a complicated process which has a large
variety of methods and models. It is essential to know which model of
communication will fit the ongoing business conversation, debates, and etc. There is a
pyramid of communication that reveals 5 types of communication - societal, institutional,
group, interpersonal and intrapersonal. Those communication types are widely used in
modern society and are studied by sociology, psychology, political science, history and
cultural anthropology. Even though there are so many different types of communication,
there is a model of communication cycle that is common for every form. It has certain
participants and messages. There is a source or originator of the message, encoding or
putting information in a certain form, message or the content, receiver or the one who
receives the message, decoding or evaluation of communication, and the feedback or
return. Each model and method of communication discussed in this report will fit the
cycle given above.
There is verbal and non-verbal communication. Scientists state that non-verbal
communication takes a 70% part in overall communication evaluation. Non-verbal signs
of communication mainly consist of bodily actions, movements, face expressions etc.
Non-verbal communication is very important because it helps to understand actual
emotions and feelings of the interlocutor. If our words can lie, then the body cannot,
that’s why it is necessary to be aware of the connection between verbal and non-verbal
signs we show. Job interviews, business debates, corporate discussions are examples
of the events where non-verbal communication plays a large role and can show the
confidence, patience, excitement or other emotions of the participants. Types of clothes
people wear is also a sign of non-verbal communication. Dirty shirts, too long trousers
or other types of inappropriate clothing can make people think poorly and react
accordingly. There are 4 categories of non-verbal communication - aesthetic, physical,
signs, and symbols.

Verbal and non-verbal communication is a pretty large division. There are many
smaller sub-divisions of communication such as communication models. There are
certain things that each model has in common. As it was mentioned in the first paragraph -
there is a sender, receiver, message, encoder, decoder, and feedback. Every message
of communication goes through a different channel such as phone, verbal message,
letter, social media, e-mail, actual letter and many others. Shannon-Weaver model of
communication describes the process of information-transfer in detail. According to ResearchGate “Models based on the Shannon and Weaver Data Transmission Model are the most commonly used communication models at the technical level and have been used extensively in other fields of study as well.”(ResearchGate, 2012). 
The data begins its cycle in a source, and after it sends through an encoder. The encoded message goes through the transmission channel, while noise is being added to it. In the final steps the modified message is being decoded and received by the destination. After the receiving, feedback is given. 
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The other basic model of communication is called the “SMCR” model  by (Berlo). SMCR can be understood as Sender, Message, Channel and Receiver. There is not a big difference between two models, except the fact that Shannon-Weaver model is more detailed.
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Communication itself can also be understood as transmission, exchange,
meaning, and discourse. Transmission type of communication considers that the main
purpose of communication is the delivery of data. Data can be moved from people to
other people, from performers to an audience and etc. Data can contain emotions,
words, thoughts, instructions, ideas or useful information. Communication is a complex
and multi-purpose process, so transmission can not be the only goal of it. It is not only
driven by the source, even if social media communication is a good example of
transmission type. An exchange model of communications supports the fact they both
sender and receiver play a large role because feedback is the main part of exchange.
Feedback creates an impact on interlocutors under which the communications gets into
a certain purpose. The other type called communication of meaning considers the
importance of context, literacies, locations and power relations of the participants. The
theory of semiotics hellp to analyse formality or informality of the communication of
meaning. Communication can also be understood as discourse, which means that
expression of ideas and ideological positions also takes place in a large field of
information sharing.
Written communication is a more narrow, but not less significant sphere of this
topic. Written messages include business letters, PowerPoints, reports and emails.
There is a certain type of etiquette which has to be followed while written
communication happens. Effective business letters always clearly show the sender and
the receiver and include the detailed message and purpose of it being written. There are
seven key principles of effective business writing - clarity, brevity, knowledge of
audience, emphasis, purpose identification, appropriate tone usage, appropriate format
usage. According to “How to Write Effective Business English” (Talbot 2009) these skills seem to be “soft” and easy in comparison to law, IT and etc. Writing business letters and making them look good is a troublesome ability which must be gotten by employees or representatives so as to make the communication  in their working environments more  polite, detailed, purposeful and telic.

The knowledge of communication temperaments can be very useful in jobs such
as management and marketing. It is important to be able to identify what the company
sells and which audience will most likely become the product buyers. There are
analytical, personal, intuitive and functional communications temperaments. Analytical
communicators are fond of analysing information which includes numbers, graphical
and calculations. They don’t like listening to someone's emotions or feelings, but would
love to count the profit percentage, for example. Personal communicators act vice
versa. They pay attention to feeling, emotions and expression. It is easy to sell the
company’s product to these people using pictures and adding emotional support.
Intuitive communicators are fond of results, but not the process. They need to hear and
see the main points and purposes of the product, while the process of creation and
usage does not make them very interested. Functional communicators base their
interests on the process and all of their actions are very meaningful and step-by-step.
Acts of verbal communications do not just include written or shown signs. It also
consists of words that are being spoken. It can be called vocal or oral communications.
Emotions and postures serve as reinforcement to the words we say. In written
communications emotions can not be identified. Vocal communications can take place
in phone calls, meetings, and etc. Empathy, sincerity, eye contact, relaxation,
appearance and postures are parts of business communication that play a large role in
workers’ perception and interpretation. Our speech, which is an instrument of oral
communication, can have different pitches, volumes, speeds and tones. For example,
by boss’s relaxed tone and slow speech we can identify his calm and steady mood. If
we use the transmission model of communication, then we base our attention on the
sender, but what about the receiver? In the conversation receiver participates as a
listener. It is important to be a good listener in order to remember and perceive the
information. Good listener would be open-minded, silent and totally involved in a
conversation. In business communication listening plays a vital role. Listeners have to
ask good and informative questions in order to manage the business process or sell the
company’s product. By this time, I would like to mention that listening and hearing are
two completely different things. Hearing refers to our physical ability to hear, while
listening is mainly about interpreting and understating the information. It is about
attention, feedback, availability and involvement. Effective listeners often tend to be
effective communicators. Listening also means paying attention to non-verbal signs of
communication. There are three types of listening - informational(gaining knowledge),
critical(making decisions as a feedback), and empathetic(understating the interlocutor).
All types of listening have to be developed in order to become an active and attentive
listener.
Communication must be effective on the business and workplace at all. It helps to
reduce conflicts, discuss business details appropriately and build strong relationships
between employees and customers. Conflict often occurs because of “channel noise”
which is shown in the Shannon-Weaver model. This noise can be reduced by
employees’ good organizational communications skills. Organizational communications
is a science about workers’ and client’s relationships. This communication can be
vertical, horizontal or diagonal. Vertical communications is divided into downward and
upward. Downward is an authoritative communication style which flows from
management to workers, while upward communication demonstrates a flow from
workers to management. Both can be effective in different situations. Horizontal
communications happens between workers of the same organizational level. There is
only one disadvantage of it - there are more conflicts caused by the equality of the
workers and departments. Each of them has a different responsibility and wants to be
evaluated by the amount of world being done. Diagonal communications happens in
cases when workers from different departures communicate in order to create a
product. Also, it is important to remember that communication between workers can be
external or internal, formal or informal, verbal or non-verbal.
All of the communication types and methods given above can be interrupted and
modified by different communications barriers. Those barriers can be physical such as
inadequate equipment, bad attitudes, language differences, physiological such as ill
health, structure design problems, cultural differences, common experience differences,
ambiguity, informational overload, jumping or nor detailed conclusions and etc. Different
statuses, semantic problems, distortions of perceptions and interpretations also serve
as barriers and prevent business communication from being effective. All of the barriers
listed above can be classified in two types - understanding and perception barriers. We
have difficulties either with understanding or with receiving information.

I have participated in the communication barriers presentation one time. Workers
from management who were mainly the personal communicators did not understand the
workers from IT departments who were analytical communications because of the
temperament barrier. As a result, the company’s product which was the new iMac
model had a technological problem. The CPU’s functions include the ones needed to
make an IOS update on the device and that is why it glitched too much or just turned off
in a moment. The management workers did not explain the concept of the new iMac to
the IT, who made a specific CPU for a device with different functions. This problem
could be solved by special communication training interbedded into the company's
rules. Those trainings would explain how communicators or different temperaments can
understand each other and use not only excitement as an emotion caused by the
creation of a new iMac concept, but also an analytical data for the IT to make a right
CPU. This problem could also be caused by the listening barriers. Excessive amounts
of confidence of the IT department made the stop listening to the management and they
did not hear and listen to the main concept details which got to be very important.

Before finishing my assignment, I would also like to explain the concepts of global international communication which serves as a sign of business and corporate development. There are low context cultures such as America, Canada and Western Europe and high context cultures such as East Africa, Latin America, Southern Mediterranean and Arab Countries. Low context cultures prefer to describe things clearly, be highly specific and use many words. They rely on oral or vocal communication, but not on business relationships. High context cultures do not use many words to express themselves and don’t talk explicitly. They rely on non-verbal communication. Obviously, there are many other differences between all cultures such as religions, values, languages, cuisines, and etc, but they do not prevent people from communication and building strong relationships or business together. The whole business world relies on communication in order to be alive and to stay on track. 


Conclusion

By analysing different types and varieties of the communication I can conclude that any type of communication is important. The way we speak, can play a big role in our workplace or even more, like dealing with big companies and understanding their needs and their required standards. Also, correct communication will help us in dealing with difficult situations which time to times happens in our workplace or in the situation where we have to choose the right company who we want to deal with. So, the communication must be effective in any organisation we are. Communication is one of the most important skill we gain through work and life experiences.
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