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Communication is the two-way information sharing process where the effectiveness of communication is contributed by both senders and receivers. The effective communication in an organization secures the success of achieving goals and objectives. The organization can follow communication cycle for effective communication which is relevant to management (Ober, 2013). The tone, language and level of formality is important in effective communication which will be discussed in detail. The effectiveness of verbal and written communication will also be described in the last part of the report. The manager should ensure effective communication to achieve the purpose of communication. 
The teamwork and communication are the core business part of any organization as today’s organizations operate their business classifying task under different teams. The teamwork becomes effective for the organization through different ways where communication plays significant roles. Communication is defined as the exchange of message, information, or thoughts by speeches, signals, writing or behaviour with other parties. The success of management in the organization is largely depended on the effective communication (Zaremba, 2016). The communication becomes effective when the purpose of communication becomes achieved for example clear information exchange with others.
[bookmark: _Toc499145337]The relevance of communication cycle in management
In today’s business world communication is the ways of supporting other organization and departments of a business. The effective communication helps achieve organizational goals and objectives. The managers who are also considered as the leader need effective communication skills for many purposes. The strong communication skills help managers perform their roles and responsibilities effectively.
The communication cycle is a six steps process where an employee or manager can develop and redefine his message. The individuals participating in the communication cycle to make it effective communication as the managers can get feedback from this cycle and get the opportunity to improve his communication skills (McIntosh, 2014). The communication cycle is relevant in management as it makes employees and employers concerns about the business operations. The motivation, commitment, performance and productivity of employees can be enhanced when the employees and employers can be involved with the organization through exchanges of information, decision making, plans and proposals. For example, Walmart has best communication process that helps it achieve the higher sales in the chain shop firm. It focuses on customer satisfaction through effective communication. The communication cycle is relevant in the management as it enhances the better relationship and mutual understanding with different parties within organizations and outside organization. 
The Shannon-Weaver model of communication can be described as communication theory where they focus on how the information can be encoded in the best way. In this model, sender encodes the message and sends to the receivers through the technological channel for example telephone. Then the receiver needs to decode the message for making it understandable. If there is any noise in the channel, communication can be hampered. This model is used for all communication for achieving effective communication.
                                [image: ]
Figure 1: Shannon-Weaver model of communication
Source: (Makodia, 2015).
The example of this model is given below:-
 For example, a manager sends a text message about meeting on brand promotion at 10:00 am but the employees didn’t receive the full message due to noise (Gallie, 2013). The employee replied: At what time? (Because he missed the other part due to noise).
The communication cycle can be used for developing the communication skills. These can be clarified by analyzing the elements of communication cycle that help effective communication with other parties.
[image: ]
Figure 2: Communication cycle
Source: (Summers, 2014).
Clarifying the aim: First of all, the manager needs to organize his thought about message and communication. In this regard, he can answer the questions of to whom I want to communicate and which message I want to deliver, why I want to send this message, what is the main purpose of communicating this information etc (Kock, 2015). For example, manager want to communicate with a sales representative for informing the new items available in the organization. This stage of cycle helps manager select the appropriate audience and right message which highly affects the success of communication. Composing/ encoding: After organizing the thoughts communicators need to craft the message at this stage. In this stage, communicator will determine what types of language he should use, what will be the best channels for communications. He will also consider the conditions of audience such as whether they have background information. For example, it can be a group communication or single and jargon can be avoided for a simple language. This step also helps to accomplish effective communication because the appropriate language and channel make communication eligible to understand. The meaning of core message can be perceived by these issues. 
Transmitting/ delivering: In this stage, the communicators think about the ways they deliver the message as it needs to be ensured that the receivers receive it properly. To ensure this communicator needs to think that is it the right time to send the message? The state of mind of the audience also needs to be considered. For example, audience is heavy busy with his work and communicator delivers an important message which will be wrong and difficult to understand (Ober, 2013). The understanding is much more important for effective communication. Receiving feedback: This step is the core part of the communication cycle for ensuring effective communication in the organization where the communicator needs to consider the time of question-answer session, for example, it can be 10 minutes after presentation. He also needs to include body language lessons to deal with the audience. The communication cycle in this step helps manager ensure effective communication as this step provides an opportunity to get outcomes of presentation. If there is any mistake it can be corrected for future development. For example, the Asda company has achieved the highest rank in customer responsiveness as they have a most effective sales team which members are highly skilled in communication with customers and their coworkers. 
Analyzing/ decoding/learning: In this stage, the communicator needs to analyze the feedbacks he receives in the previous step. For analyzing the feedback he needs to answer the questions of why he receive, what could be done for receiving the response he wanted, did the audience feel the same he wanted to make them feel? For ensuring effective communication in the management this step of communication cycle helps manager think about the flaws in the communication and be corrected in future communication (Dooley, 2015). The solutions and the answers of feedbacks the audience provide can be found in this step and that can be used for improving his communication skills. Changing/improving; This is the last step of the communication cycle. The feedbacks manager receive will be useless if he doesn’t commit to learn and change the process if he needs. The communicator needs to show honour and respect for the feedback he receives. The resources should be identified so that he can improve and change his communication process, form or channels. The final improvement is ensured through following this step.
The communication cycle is a set of six steps what keep an individual on the track so that continuous improvement in communication can be ensured. Moreover, the barriers to the effective communication can be identified through this cycle. If individuals follow this cycle they will be more effective in communication.
[bookmark: _Toc499145338]The importance of tone, language and level of formality in communication
The effective communication in the organization creates the environment of mutual understanding between employees and management. This environment helps the employee to become productive in the workplace. The manager when communicating with his colleagues and subordinates he uses different forms and styles of communication (Geare, 2014). In the effective communication, manager need to consider the tone, language and formality. These are very important elements in the communication to make it effective.
When a manager is communicating with the employees, he should be very careful about his voice, language and formality. He should be courteous and soft in tone and language so that the employees can understand the core message and any misbehaviour will destroy the purpose of communication (Makodia, 2015). The inappropriate behaviour can create violation or conflict among the employees. The manager should use a tone that indicates that he is assertive and confident in his communication. If there is lack of confidence in the communication, the employees will not take it seriously. The formality also plays a significant role in emphasizing the messages.
In in the tone of communication manager should not be overconfident and arrogant so that employees can participate in the communication without any hesitation. As manager is a professional person and his relation with the employees, he must use appropriate language and maintain formality (Collins, 2013). He must avoid any slang and discriminatory or derogatory words. These types of words can hamper the free flow of information and any disrespect to other can fail to achieve the goals of communication. 
In the effective communication, there must have good self-control over speaking and emotions, calm body language. Moreover, he needs to be good listeners so that he can provide better solution to any problem arise. The manager on the other hand in written communication such as memo, the letter must use good language to make communication understandable. These will help him transfer his desired messages to the employees and achieve the purposes of communications. If the formality and proper languages are used in communication, the target audience can get the core message. If these are not maintained, the inner meaning and importance of any suggestion or recommendations in the message will fail to attract the audience.
The setup of tone, language and formality can be emphasized. The tone and language should be based on the types of audience and information that will be shared (Summers, 2014). If the audience is highly classified then some internal terminologies can be used and tone can more assertive. On the other hand, the external audience must be dealt with simple language and pleasant tone. The level of formality is also determined by the types of audiences. If the audiences are out of office then formal communication is a must. Inside the organization employees also must use formal communication but informal and semi-formal communication are not accepted in any situation because it can create a negative impression on the audience mind and degrade the image of the organization.
[bookmark: _Toc499145339]The effectiveness of verbal and written communication
The organizational success in effective communication largely depends on the communication skills of both managers and their employees. The manager is the leader and he needs to help the employee develop their communication skills and in this regard manager first of all, need to develop communication skills both verbal and written. 
This will help the employees in the organization to communicate each other, share more information and this will result in greater performance (Mukherjee, 2013). The effective verbal and written communication are needed to enhance organizational efficiency, productivity and customer satisfaction.
Written and verbal communication are two most widely used forms of communications where verbal communication means spoken communication that means sharing information in group discussion, telephone etc. The communication should be simple and clear so that everyone can understand properly. The slang and jargon should be avoided to keep it simple. The main benefit an organization can get from verbal communication is that it is less time consuming and communicator can understand the body language of the receiver when it occurs face to face communication. But sometimes communication is hampered as the receivers are absent on the other side.
The written communication is another form where the information is shared through documentation and letters. The written communication is very important because it helps firm keep record of individual performance and working condition which can be analyzed and assessed. The feedback is also given based the performance kept in a written document (Shannon, 2014). The written communication works an evidence so that any legal actions can be taken using those document. In this modern world, mail, texts and memos work as the written communication tools. The only problem of written communication is that it is time consuming and sometimes receivers don’t open the letters or emails. Though there are some problems, written communication is the most effective and formal communication system used in business world.
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The effective communication is the main tool in an organization to achieve the organizational objectives. The communication becomes effective when the intended message is delivered, received and understood successfully. In this situation, the manager follows communication cycle to practice and develop communication skills. The effective communication can be developed by practising different communication theories where Shannon-Weaver model of communication is the most used theory. The appropriate tone, language and level of formality must be maintained to make communication effective both in verbal and written communication, otherwise, core meaning will be missed. 
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