INTRODUCTION
Communication which is derived from the latin verb communicare and could be traced back to the old French term communicacion meaning to share publicly or impart or make common. Therefore, it could be stated that communication means to share and are common to all (Berlo, 1960). 
Therefore, communication is the expression or exchange of information by speech, writing, gestures, conduct or electronic medium and through this process facts, ideas and information are passed from and between different parties. This process is complex but dynamic in nature that permits people and animals to exchange information by several methods.
As humans, communication is key and important in every aspect of our lives and this work would lay emphasis into the Berlo’s model of communication. Personally, communication has helped me perform my duties in the workplace effectively especially when working with customers or relationship with a dementia or deaf patient.  According to Peter Drucker, the most important thing in communication is hearing what isn’t said while Conrad and Poole stated that communication is the process by which people interactively create, sustain and manage meaning. Hostile and tense workplaces are mainly caused by messages that are wrongly received, transmitted or explained (Shramm, 1954). 
During the work, I would examine different articles, books and journals that better explains the model and also the components of communication would be emphasized. Different the theories would be examined and the effectiveness of communication in a business organization from experience would be stated to show its importance.




MAIN BODY
COMMUNICATION
Simplicity of the message from the sender is important in order to be properly and easily decoded and understood by the receiver because if the message is decoded improperly due to ideas badly presented, the receiver will not understand the message.
Therefore, communication could be done in different ways which gives us the different types below:
· Verbal
· Non verbal
· Written (Formal and Informal)
· Visual 
VERBAL
Verbal communications are mainly done by words spoken by mouth or also known as Oral communication which are to ensure that people understand whatever you are trying to pass on because verbal communications are specific and precise by nature than written forms of communication. 
In business organizations, verbal communication is important as one goes up in the organization because as a Manager or CEO you are required to be precise and eloquent when presenting or giving instructions in order not leave any room for misunderstanding.
NON-VERBAL
Nonverbal communication is also known as inter-personal skills because it’s a skill required in any organization that enables the growth of healthy relationships in the workplace between employees and customers.  In an organization, nonverbal communication would help in motivating and uplifting fallen spirits of employees who could be demotivated due to ongoing problems at work or home. 

Figure 1: The way message is conveyed
WRITTEN (FORMAL AND INFORMAL)
These forms of communication are presented in a written form and they could be formal or informal depends on the conditions and relationships between the sender and the receiver. Nowadays most written communications are informally done due to the multiple mediums by technology that could be used e.g. Whatsapp, Imessager etc. are different media used. 

VISUAL
This form of communication tends to deal with images (still or moving) that could be used to pass or send information to a single individual or groups. The medical field makes use of this form of communication because images of new drugs are shown to doctors with the components and descriptions. 
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Figure 2: Shannon and Weaver's Model of Communication
Shannon and Weaver’s model of communication is a transmissive model which has its focus on efficiency and accuracy of transmitting messages by smart coding and eliminating physical communication.  Initially the aim of Shannon was to transmit signals from source to destination through a transmitter and receiver across a channel with minimal interference or error. It was developed to separate noise from the signals carrying the information but Weaver later made some addition to the theory by applying Shannon’s theory in different kinds of communication and he developed the philosophical aspects of this theory (Cade, 2004). 
This aspect relates to human communication. The figure 2 above shows the 7 main elements that comprises the Shannon and Weaver’s model of communication. Shannon and Weaver’s model shows the communication process between source and destination. The message (discrete or continuous) is generated by the source which is then transformed by a transmitter to the signal and then transferred to the receiver. In this process, it is important that the transmitter encodes the message in a form that can be transmitted through the medium which makes the channel.
 Conversion of the transformed message to the original one is done by the receiver and sent to the destination. According to Cade, there are many arguments about this model especially in it ignoring the meaning of aspect of the communication because it doesn’t distinguish signal and message, or syntax and semantics and considering the content and meaning as a same thing.
DAVID BERLO MODEL OF COMMUNICATION
Also known as the SMCR Model of communication which was developed by David Berlo. He postulated it from the Shannon Weaver’s Model of communication, and he focused on the factors affected the individual actors or components in the process. This expansive focus made the Berlo’s Model more efficient than the other models (Berlo, 1960). The SMCR which stands for components which are Source (Sender), Message, Channel and Receiver are all affected by different factors as shown in the diagram below
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Figure 4: BERLO'S MODEL OF COMMUNICATION
The major requirement of this model is that the communication skill should be good if the message is to be properly encoded and decoded and the communication would be at its best if the source and receiver are skilled.
The model has one main drawback which is the omission of the usage of sixth sense as a channel such as thinking, understanding, analyzing etc. Also, other known cons are the lack of feedback, complex model, linear model, equally skilled actors and noise.

COMMUNICATION IN BUSINESS ORGANISATION
In any organization, a clear structure or line of communication between staffs and in the different levels in the organization because if a level is skipped or overlooked, problems and conflicts might arise that might have detrimental effects on the organization. 
Communication can only be effective in any organization when both the administrators and employees fully acknowledge and understand the importance of communication in the organization. When administrators fail to create an environment which promotes clear and open communication, it would have negative repercussions on the work culture and productivity. Some importance of communication in an organization would be:
· Lesser conflicts
· Increase productivity
· Create job satisfaction
· Formation of relationship
· Proper utilization of resources


ROLE OF CULTURE IN COMMUNICATION
Culture of an organization is very important of the survival and functionality of the business. Communication requires that favorable culture or philosophy has already been established and promoted within and outside the organization. Barriers of communications are caused by the existing culture of the workplace. These barriers could be environmental and personal. 
Environmental barriers include time between senders and receivers and competition for attention. Lack of prevents careful thinking by the sender and proper structuring of the message and this impedes the receiver from deciphering the message correctly. Power status relationships causing problems in transmission of messages and an unharmonious supervisor-subordinate relationship would interfere with the flow and content of information.
Terminologies used in an organization would also affect the communication in the workplace therefore the leaders should encourage the use of terminologies that would garner more cooperativeness between the employees and only understandable by them.
The managers are required to be assertive in order to carry out their functions without being too lenient and instructions not heeded. The employees should be able to reach the managers and not be restricted due structures because it might lead to immediate response to rising problems.
Ways to improve effective communication in a workplace are
· Open meeting
· Emails
· 1 on 1
· Communication via training
· Show of confidence and seriousness (Assertiveness)
· Active listening
· Body language

ACTIVE LISTENING
In dealing with dementia patients, active listening is a required tool required because instead of always waiting to speak, you are required to listen attentively to fully understand the patient. Actively listening to a dementia patient means acknowledging the other person by setting aside everything else or distraction in your mind in order to fully grasp the words from the patients and they would be aware that you are actually listening and you value what they have to say.
 I remember one time in the clinic, an old patient’s family members were not happy about the care given to their relative because she complained to them that the nurses do not listen to her when she is talking and making request. She said the nurses make her to repeat herself a lot and it is exhausting. So, the relatives were not happy and threatened to take her away from the clinic. So, the management summoned everyone to a meeting and instructed that we all pay attention to the patients actively. They requested we carryout active listening. Onwards the patients were all happy and less questions were asked, along with less complaints.
 An example when   communicating with a Dementia or Alzheimer’s patients mostly have language problems because of the part of the brain affected controls language. Therefore, health assistant are advised to be patient with them, also offer encouragement when speaking. Rephrase what you understood from the words and see if you are right (their reactions and body language would be a good indicator). Listen when they are finding it difficult to get their words and find clues. 

COMPONENTS OF ACTIVE LISTENING
Testing understanding 
Questioning
Building
Feedback
Summarizing 
WRITTEN COMMUNICATION SKILLS
Written communication in any organization is important for different purposes despite the form in nature which is normally determined by the relationship type of the writer and reader. Written communication should be effective and clear for everyone reading to understand and assimilate. It is a product of long hours of preparation, revision and organization. 
Successful organization have great record keeping for future reference e.g. audits because if the present is not recorded, the same mistakes will be repeated. Also departments like HR are required to safely guard employees’ data files and only use when necessary but sharing such information to an unauthorized party could breach some rules like confidentiality agreement and the organization would be liable. Organization are meant to provide a safe place for storage of such information and their trade secrets from the prying eyes of competitors who could use such information to cause harm.
 The use of lockable document storage cabinets for safekeeping with limited access to a select few people and this should be situated in a locked room. The use of confidential waste bins and shredders are advised because disposing sensitive documents should be done openly. 
WORKING WITH CONFLICT
Communication within conflicting staff teams can be challenging and might delay the productivity circle by elongating the time required to finish the work. Intermediates and written communications should be used more in order to pass the information from one team to the other. Reason for conflicts should be investigated and resolved as soon as possible because it is never healthy and productivity. Leaders should establish communication structure in order for the conflicting teams to clearly know who to send report. 


ASSERTIVENESS
According to some sociologists and mental health professionals have all said that assertiveness is not a personality trait which persists consistently across all situations and usually displayed in a particular or certain circumstance. By definition, an assertive person is one who acts in their own interests, express feelings in a honest way and chooses for self. This means an assertive person feels if they are okay then you are okay. 
On the other hand, non-assertive person is an emotionally dishonest person who is always indirect, self-denying and inhibited. They always send out a message that they are not okay, and they are always taken advantage of due to their push-over attitude. They are normally angry with themselves because of their failure to be expressive and feel hurt.
CONCLUSION
In conclusion, I have identified the major causes of miscommunication in a workplace which could be due to environmental and personal barriers and they are highly affected by the organizational culture and philosophy. Managers are advised to be more accessible and have an open line to their subordinates in order to promote a friendly work environment that would be beneficial to the organization productivity and longevity. The different models of communications were studied also and Berlo’s model despite being the best still has some reasonable disadvantages due to its lack of feedback.
They should adhere to active listening skills and effective communication skills in the workplace would improve a manager’s ability to be a responsible and strong leader. Therefore, creating an environment where thoughts, ideas and issues could be handled professionally would yield positive and effective communication.
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Ex.1. Read the cases and answer the questions that follow

L CASE 1: Mary was working on some paperwork when her daughter came into the room upset.
As the child told Mary what was wrong and how she felt, Mary kept typing on her keyboard and

| said, “It'll be OK,” and ‘Everything will be all right.” She was confused when the child only

‘ continued to become more and more frustrated. Just then, Mary’s phone rang and she was all

| excited when she heard her friend’s voice. They spoke for fifteen minutes and when the call

! ended, she turned and said to her daughter, ‘Oh, darling, that was Susan. I'm so excited about

|_seeing her tomorrow!”. The child broke down and cried.

1 Why wiz‘en’t Mary’s calming words havm any effect gn her daugmer?
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CASE 2: Steve was exhausted from work when his wife, Sally, came home. So he was quite

annoyed when she began telling him all that went wrong about her day. He interrupted her and

said, ‘I'm so tired, can’t it wait?". The next morning while they were in the kitchen making

breakfast, Steve said, ‘Did | tell you what happened at work yesterday?. Sally said nothing, but

walked out of the kitchen.

1. why was Sally upset? .
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Exercise2: Writing an e-mail.

You are a teacher of Communication and have received this e-mail from one of your students:

Dear Sir, |

| 1am writing to you because | am confused about Communication. . |

‘ Could you please explain:
1.What Communication is: .

2. The Shannon-Weaver model.
3. What is meant by non-verbal communication and why it is important.
Many thanks, ‘
Lucy Mars.
Reply to the student and answer her questions. Use a diagram in your answer, if necessary.
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Ex.1. Read the cases and answer the questions that follow
CASE 1: Mary was working on some paperwork when her daughter came into the room upset. |
As the child told Mary what was wrong and how she felt, Mary kept typing on her keyboard and
said, “It’ll be OK,” and ‘Everything will be all right.” She was confused when the child only
continued to become more and more frustrated. Just then, Mary’s phone rang and she was all
excited when she heard her friend’s voice. They spoke for fifteen minutes and when the call
ended, she turned and said to her daughter, ‘Oh, darling, that was Susan. I'm so excited about
seeing her tomorrow!’. The child broke down and cried.

1. Why weren 't Mary’s calmmg words having any effect pn her daughter7
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CASE 2: Steve was exhausted from work when his wife, Sally, came home. So he was quite
annoyed when she began telling him all that went wrong about her day. He interrupted her and
said, ‘I'm so tired, can’t it wait?’. The next morning while they were in the kitchen making
breakfast, Steve said, ‘Did | tell you what happened at work yesterday?. Sally said nothing, but
walked out of the kitchen.
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Exercise2: Writing an e-mail.
You are a teacher of Communication and have received this e-mail from one of your students:
| Dear Sir,
| 1 am writing to you because | am confused about Communication.
Could you please explain:
| 1.What Communication is:
i 2. The Shannon-Weaver model.
| 3. What is meant by non-verbal communication and why it is important.
Many thanks,
( Lucy Mars.
Reply to the student and answer her questions. Use a diagram in your answer, if necessary.
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