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1. Executive Summary
This report deals with different method of communication. Three different models are discussed such as linear, interactive, transactional in particular Shannon, Berlo’s, Schramm’s report details of each model with its features and problems. The report highlights how to communicate effectively with team members.

2. Introduction
This report highlights effective communication. How we transmit our message to others, process of communication, which factor effect effective communication. What types of communication we used every day in our life. It discusses different models, methods and structures used to communicate effectively within businesses.
Barriers of communication have been highlighted in order that the business can ensure these can be overcome more easily.
The report ends with a conclusion and recommendations of the best methods for the company to use.

3. Communication in Sarah’s Business
Importance of Effective Communication 
Communication definition is each act of information which we receive for many different sources like ideas, thoughts, emotions. Communication is not just talking to each other. Body language is another form of communication too. Smiling, staring, winking, this is all sources of communication. If you give someone a flower that means you communicate with the person to express your feelings and if a person is blushing or gives you a smile that means she or he communicates too to show you her/his feeling.  
According to Barrett (2006), “Communication is a form of transmitting information  from one person to another or to many people. It can be verbal or non-verbal. Communication from one person to another is commonly depicted as a simple triangle consisting of the context, the sender, the message, and the receiver.” 
Social media is another biggest source of communicating with someone. We can also use text messages, email, skype, radio, newspaper, phone, TV, WhatsApp, internet to communicate with each other.  
Over the years, different scholars have tried different methods and case studies for the communication. Previous findings are the same as today, scholars use same theories, methods and models to define communication.  
Effective communication is so important for any organisation to run their business smoothly. Effective communication gives you a bigger picture to solve the problem and solution. If managers communicate their team members effectively, they can solve lots of problems and they can create a good atmosphere for the staff or team members.  
We can see lot of problems start in work place with poor communication. If staff or team members communicate with each other effectively they can build good relation of all colleagues and they can reach their goals and be successful.  
There are lots of pyramids to define of communication and this pyramid of one of example.    
 [image: Image result for pyramid of communication]
To run an organisation successfully it is important to communicate with team members effectively. Communicating face to face will be better idea because it is direct form of receiving feedback from staff to improve business and make sure it runs smoothly.
Good communication affects products, services, builds good relationship with other staff, get better ideas, solution for the problems, motivation and good atmosphere.
 
Importance of Two Way Communication 
Two-way communication is when person send a message to another person which call receiver and receiver get back to the sender with response. Encoding and decoding is very important part of effective communication too. Because of two-way communication we can see a bigger picture of any problem of any organisation and we able to solve a problem easily.
 
Model of Communication 
Model of communication is a human communication process. How they transfer information to each other. Sometimes people use structure or diagram, share our ideas, thought or concept. That way we can see clearly bigger picture and make a right decision for organisation.
According to Businesstopia.net (2018) there are three models of communication. These are linear, transactional and interactional. Examples are given below.
Shannon and Weaver model of communication 
In 1948 Shannon was an American electronic and Weaver was an American scientist. They both join and made a model about effective communication which was called later Shannon and Weaver model of communication. This was a linear model meaning it’s one way communication and there is no feedback.
Features 
· Information source which produces a message  
· Transmitter (encoder) 
· Receiver (decoder) 
· Noise source 
· Destination 
 
Problems 
· Noise 
· Unwanted distraction 
· Technical issue  
· No feedback  
Shannon and Weaver’s model is based on six components which was sender, transmitter, channel, receiver and noise. Shannon’s model’s problem is noise which interrupt the connection between sender and receiver. Difficult to pass information and no feedback.
Example Shannon model  
Thomson made a call, his assistant and he said, “Come here. I want to see you,” but during the call because of noise he cannot hear properly. He just hears “I want.”
Sender/ Thomson 
Encode/ Telephone 
Channel/ Cable 
Noise/ Distraction in voice  
Receiver/ Assistant  
 
Berlo’s Model of Communication  
Berlo’s model is another linear model. In 1960 Berlo created his communication model with more details. He creates SMCR model and explain clearly sender, message, channel, receiver. Berlo’s model was based on four components. He describes all factors of each component very briefly. His model is based on verbal and nonverbal communication.
 
Features 
· Properly encode and decode 
· Good communication skills 
· Effective communication 
· Interrupt message 
· Verbal and non-verbal communication  
 
Problems 
· Not mention barrier of communication 
· No feedback  
· Complex linear model  
· Not talking about noise 
In the David Berlo’s model he introduces how message travel. Sender is source of the message. He sends message and message goes to the channel before receiver received. Channel is how message gets passed from sender to the receiver. Berlo’s model is good process of encoding and decoding, but this is also one-way communication and no feedback.

Wilbur Schramm’s Model of Communication  
Schramm’s model is two-way circular communication model. He is emphasising encoding and decoding message. Schramm’s also used in his model interpersonal and intrapersonal communication and very important component is feedback. He uses in his model communication feedback which is very important of any organization.  
 
Elements of model 
· Sender 
· Encoder 
· Message 
· Channel 
· Decoder 
· Receiver 
 
Features 
· Circle communication 
· Feedback 
· Emphasizing encode and decode 
· Two-way communication 
· Effective communication 
· Flow information 
 
Problems 
· Leaked information in public 
· Not mention noise element 
Wilbur Schramm’s model is good for the organisation because this model is based on two-way communication. As a business owner circle communication is good for the company that way feedback can be received from employees.  
According to Mefalopulos, (2008) page 26, “The first step in a communication intervention always should be based on empirical research through the use of two-way communication investigative methods.” 

Barriers of Communication 
Barrier mean is problem which comes on way to pass the message to another person.
 Information Overload 
Overload information is a form of barrier communication. Sometimes it takes time to process too much information or large amounts of knowledge in  rain. Lots of information at once cause confusion or brain drain.  
Language
Language is a barrier too. If people have some different background, different culture, they hard to understand language which cause barrier of communication. Some people are shy, not enough confidence, it makes communication break down too.  
Attitudes
Sometime strong emotion like sadness, anger may affect communication. Sometimes people have some personal agenda too which effect communication skills.  
 Culture Barrier 
Sometime some colours, action or symbol is having different meaning in different culture for the different countries or background peoples which makes so much difference and effect communication.  
 Physical Barrier  
Noise is barrier too. People cannot concentrate well in noisy atmosphere. They could easily be distracted because of noise. No mobile signal, Wi-Fi connection breakdown, Poor light and weather like too hot or too cold cause barrier of communication.  
 Physiological Barrier 
Some people have poor health condition. Eye sight, hearing difficulties, disability and pain makes communicate breakdown. 
 Lack of Communication 
Some company or organisations give less information about work or not engaged properly with team member or staff which cause communication barrier. Lack of information and less training provide to the employee is communicated barrier too. 
Information ignored  
Some organisation or companies not pass messages to the others which cause communication breakdown.  
 
Overcoming Barriers  
Clarity 
If you message someone, make sure message is clear and understand able. 
Use feedback 
Feedback is very important for any effective communication. If you did not have response back, you do not understand what happen. If you have feedback you will more understand your audience.  
According to Guo, Sanchez (2005), “Feedback is any information that individuals receive about their behaviour. Feedback can be information related to the productivity of groups in an organization, or the performance of a particular individual.”
Use simple language 
Use simple language so people will understand you better. Try to use simple words in your communication. If your language is completely different use translator.  
Channel  
Use proper channel for effective communication.  
Control Emotions  
For effective communication we must control our emotions, like happiness, sadness, anger and fears.  
Tone 
Be aware of your tone when you talk someone. Keep always in your mind what kind of language or tone you use when you communicate.  
Listening Skills 
Listening skill are very useful for any communication. If you did not listen properly you cannot deliver message and it affects communication skills. Maund, Schriek and Tinkler state that to improve listening you can minimise noise by holding long meetings without food or bathroom breaks, this will stop any distractions.

 Communication Forms 
There are two forms of communication. 
· Formal communication  
· Informal communication 
 
Formal/official communication 
Formal communication is official communication and it is used in organisations to complete the tasks and duties. These are:
 Vertical Communication 
Vertical communication is flow of information and it is top to bottom. If company management wants to pass their message, opinion, letter, policies, instruction, or introduce new things they pass message to lower level departments which called vertical communication.
Horizontal communication 
Horizontal communication meaning people are in different departments but same level. All departments in one level like, finance department are in the same level. They do not need to go upward or backward for communication. They can share relevant information same time. 
Diagonal communication 
Diagonal communication is when higher position of department talks with a lower position of department or vice versa. It is also called cross functional of communication. When two different types of departments talk with two different level of departments. 
 
Informal/Non Official Communication  
If you have a casual conversation in any organisation that is called informal communication. When you meet different peoples and talk about your feeling, sharing your ideas, gossip or casual discussion is known as non-official communication. 
In businesses horizontal communication is better because it is same level communication and quick feedback.  
 
Verbal Communication 
Verbal communication is when we use words to communicate. In verbal communication message goes fast and we receive quick feedback. There are two types of verbal communication; oral communication which is normally face to face communication, e.g. video calls and conferences. Written communication is normally when we write something to transmit our communication. We use SMS, letter, email or social media.  
Non-Verbal Communication 
In non-verbal communication words are not used. Signals are used to transmit message. Facial expression, features, gestures, nodding head, eye contact or body language is part of non-verbal communication.  
Ahmed (2016) describes communication as a skill involving systematic and continuous process of speaking, listening and understanding. Although most individuals are born with the physical ability to talk, it is our duty to learn to speak well and communicate effectively. Speaking, listening and our ability to understand verbal and non-verbal cues are the skills by observing other people and modelling our behaviour on what we see and perceived.”
 
 Action plan 
	 
Action 
	 
When 
	 
Response  

	 
Weekly team working 
	 
Once a week 
	 
Manager, team member and staff  

	 
One to one feedback 
	 
Once every three months  
	 
Supervisor  

	 
Policy changes update by email  
	 
Whenever the changes happen  
	 
Managements team  


 
 
[bookmark: _GoBack]According to Gross and Friedman, (2004) good communication is the key for the best business leaders as they share similar values which are core, managerial and corporate. These are broken down into strategy, written and verbal, team meetings and communicating with all stakeholders.
 
 Conclusion/Recommendation 
To improve team work and communication within the business it is recommended that the best method of communication is face to face because you get instant feedback. Also to have a diagonal form of communication works best as this allows all members to communicate with each other without any hierarchy. 
Both verbal and non-verbal should be used depending on the importance of messages, that could be a chance to improve the company.
An action plan has been put in the place to achieve the goals set and how often meetings should be held.
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