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Introduction

Since the Covid-19 epidemic drove many employees to work remotely, effective communication has become more more critical for increasing productivity and preserving healthy working relationships within an organisation. As a result, workers' productivity, output, and morale are all likely to rise as a result of clear lines of communication being established by employers (Whitcomb and Whitcomb, 2013). Employees that are able to communicate effectively with their coworkers, bosses, and customers are always great assets to a company, and this talent may frequently set them apart when applying for positions.
Effective teams are built on the communication and collaboration among its members. Effective teams may be built by using effective communication tactics, such as those outlined below. Employee morale and satisfaction, in turn, will rise as a result.
Employee happiness relies heavily on employees having a voice and being listened to, whether it's about an idea they have or a complaint they need to express. People of all ranks should be able to freely interact with each other via well-established channels of communication.
Employees are significantly more likely to contribute new ideas when they are given the freedom to do so without fear of being ridiculed or retaliated against. To be creative, a company must foster open lines of communication across all levels of the organisation.

[bookmark: _Toc92206649] Communication Theories
[bookmark: _Toc92206650]Shannon and Weaver’s model of communication
The Shannon and Weaver model of communication is a linear model that analyses how messages are conveyed and received (Hunter, 2014). The Shannon Weaver model follows the notion of communication in a linear form from sender to receiver as follows:
Sender (Information Source). The Shannon Weaver model begins with the sender. They are the original knowledge source (person, entity, or thing). The information source begins by selecting a message, a recipient, and a channel .
Encoding (Transmitter). The encoder in the Shannon Weaver model follows. The encoder translates the notion into signals that may be transferred from sender to receiver. The Shannon model was created to describe how telephones and computers encode human speech using binary digits or radio waves.
Channel in the Shannon Weaver model follows. The communication channel connects the sender, transmitter, decoder, and receiver. This is the ‘medium'.
Noise. The Shannon Weaver model moves on to ‘noise.' Noise disrupts a communication in transit from sender to receiver. So called because ‘noise' might disrupt our perception of a message. Internal and external noises exist.
Decoder. Derived from Shannon Weaver's model, Encoding is the reverse of decoding. Shannon and Weaver created this model to describe phone-based communication. In this paradigm, a device decodes a message from binary digits or waves into a format that the recipient can understand.
Receiver (Destination). This is the endpoint. In this phase, the individual finally receives the message, or what's left after noise (Shannon and Weaver, 2005).
Examples are conversation in a noisy background, telephone calls as in Pedro and Maria’s case study – mistaking ‘kitchen’ with ‘chicken’ or multitasking activity.

[bookmark: _Toc92206651]Berlo’s model of communication
The four elements of Berlo's Communication Model are sender, message, channel, and receiver. Several factors affect them all. Communication models are conceptual representations of the human communication process. In 1948, Claude Shannon devised the first significant model of communication, which was published by Bell Laboratories with an introduction by Warren Weaver. According to the fundamental notion (Brna, Baker and Stenning, 2013), communication is the process of sending and receiving messages or information from one component (sender) to another component (receiver) (receiver). In 1960, David Berlo introduced the sender-message-channel-receiver (SMCR) model of communication, which extended the linear transmission model. Later, Wilbur Schramm developed a model for communication that included numerous factors, including the transmitter, encoding, medium, decoding, and receiver.
Source
Every message has a source. Person, group, or corporation. The source must ‘encode' the message to be sent. Attributes like communication abilities, audience attitude, message topic expertise and social background and culture will all influence how it achieves this.
Message. The source must encrypt the message to verify its validity. In this context, ‘content' refers to all messages, deliberate or not. The aspects of communication may include voice, body language, and slides utilised in a presentation. The tone of the communication might be serious or playful, official or casual, and must match the source's intended meaning.
Channel. Berlo's channels clearly link to the five senses and emphasise that communicating is not simply about words. Touch, smell, and taste are seldom included in P3 communication, which focuses on hearing (sometimes equated with reading) and sight. Presentations, e-mails, video conferencing, newsletters, podcasts, etc. are all contemporary ways of hearing and seeing. The receiver's ability to successfully decode the message is dependent on selecting the correct channel.
Receiver. The receiver is the intended recipient of the communication. They must decode it, and the variables impacting decoding are the same as those affecting source encoding (Berlo, 2016).
A good example is a message from the government, presenting rules of behaviour during pandemic or instructions, given to a new employee when starting a new job.
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The Osgood-Schramm communication model. Unlike previous communication models, this one is circular or cyclical and includes all key parts. It is a circular model; hence communication is circular.
Coder - Encoder or sender of message (message originates)
Decoder - Who decodes the message
Interpreter - Person who tries to comprehend (perceive) (Book, 2009).
The message is interpreted from start to finish. Only the message is received. This paradigm violates the sender-receiver concept in a practical sense. It's not a classic. It may happen inside individuals or between two individuals; each person is both transmitter and receiver. Encoding, interpretation, and decoding occur concurrently. Semantic noise happens when sender and recipient interpret the same message differently. Technical Language, for example, will lead you to wander from the true meaning of the message (Schramm, 2012).
However, much significance might be lost throughout the interpreting process. We refer to this as "semantic noise," which is created by "semantic obstacles." The term "semantic barriers" refers to the attitudes, ideas, and previous knowledge that influence how someone sends and receives communications. Due to the cyclical nature of two-way communication, semantic noise is optimally decreased since the two communicators may arrive at common meaning and provide more clarity on what they truly mean. According to some, semantic noise is a drawback of this paradigm. However, this model demonstrates the possibility of semantic noise - it is not a flaw. If anything, the writers have shown what it is and how it works.
An excellent example might be each conversation between two or more parties at work, in the university or even in the shop.
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Verbal, nonverbal, written, and active listening are the four modes of communication. While many circumstances need a single style of communication, others may require a combination of many distinct types. For instance, sending an email entails simply textual communication, yet delivering a presentation entails all four modes of communication.
· Verbal communication 
· Written communication 
· Nonverbal communication
· Active listening  

Verbal communication
When we talk, we are conveying much more than simply the substance of our words; we are also transmitting our emotions. We are also using pitch and tone, as well as the amount of formality with which we communicate, to communicate essential subtext to the individual with whom we are conversing. We may ensure that our message is received precisely as intended by carefully selecting how we use each of these elements (Baguley, 2009). From welcoming colleagues to conducting a client pitch meeting to delivering a presentation in front of the whole organisation, verbal communication plays a significant role in our professional and personal lives. Verbal communication includes Pitch, Tone, Content.


Non-verbal communication
Illustrative of this is the fact that nonverbal communication is employed both purposefully and accidentally in everyday situations. The majority of individuals do not have complete control over their facial expressions - we have all heard an unprofessional statement and responded by raising our brows, regardless of whether or not it was appropriate to do so at that time (Baguley, 2009). They might be expressed by Facial expressions, Posture, Gestures and physical touch, Eye contact.
Written communication
Effective written communication is a very valuable ability, particularly in today's world when more individuals work from home and communicate throughout the day through Skype, Slack, and other digital platforms (Graham, 2009). Every day, we write something, whether it's a Slack message, an email to a client, or a training guide for a new employee. It's critical that we learn how to do it efficiently and effectively. In reality, as we depend more and more on written communication, we are all becoming more aware of how simple it is to generate misconceptions while communicating via this medium. It includes Structure, Clarity, Content.
Active listening 
When communicating it is important that the massage delivered to be understood. That would mean not just hearing what the other person is saying, but deeply understanding the other person by active listening (also can be called as emphatic listening) (Rogers, 1951) including analysing body language and understanding the other persons feelings. May include asking questions to encourage the other person to elaborate their opinion.
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Workplace communication is the exchange of information and ideas between individuals or groups inside an organisation, both orally and non-verbally. It encompasses electronic mail, videoconferencing, text messaging, notes, and telephone conversations. Effective communication is crucial for completing tasks, establishing trust, and enhancing productivity (Baguley, 2009). Workers may come from a variety of various cultures and origins and may be used to a variety of different conventions. Effective communication is critical to fostering employee collaboration and avoiding missed deadlines or activities that might have a negative impact on the business.
Ineffective communication often occurs in the workplace, so the situation must be analyzed and the problem resolved. Very often in a store offering cosmetics and body products, customers come with different requirements and inquiries. The task of employees is to ask the right questions to the client in order to serve him adequately and professionally. It often happens that a rude client enters who is rude due to irritation. This situation would be a serious barrier to communication between employee and client. When a customer is angry, he screams. The store manager is responsible for dealing with preventive measures and preventing ineffective communication in such moments by training his team on how to react when customers are tense. Methods of reassuring the client and demonstrating that we are on his side is a priority in resolving ineffective communication.
On the other hand, the store's team consists of 13 people who are sometimes in conflict (Dyson et al., 2018). The manager then takes measures and actions to manage the conflict between them so that it becomes a building block and not a barrier to communication at work.
Another example of inefficient communication in the workplace in cosmetics and body products is when there are many customers in the store, it becomes noisy, and the administration and cashiers must work focused to avoid mistakes. Due to noise, they may be distracted or may not decode the message properly and an error may occur. To avoid this, the management of the store applies in practice the double check, as well as the practice after each phone call, to send an email to confirm the agreement over the phone.
All these measures and actions are taken as decisions by the store manager in order to improve the effectiveness of communication in the workplace. Thus, the sender and recipient of the messages will be aware of the position or requirements and expectations of the other party in communication. Thus, mistakes in communication will be less frequent, smaller and insignificant.



[bookmark: _Toc92206655]Conclusion
Communication is critical for businesses to operate smoothly and productively. Employees' morale, productivity, and dedication may be boosted if they can communicate up and down the communication chain of a business. Employers that invest time and effort in establishing open channels of communication will rapidly build trust among workers, resulting in increased productivity, performance, and overall morale. Simultaneously, people who communicate effectively with their co-workers, management, and customers continue to be a company's most important asset.
An effective communication plan requires the unwavering support of top leaders since they are the primary conduit for communication with all workers. However, rather than being a 'top down' activity, conversation should be two-way, with real chances for individuals to communicate their opinions upward and debate them with colleagues. Where resources permit, leaders may need assistance and training to communicate in an honest, clear, and inclusive manner. When individuals think about it, effective communication is rather straightforward. Simply avoid overthinking it. Remember, all they have to do is attempt to comprehend those around them and to get acquainted with them as they become acquainted with themselves. Transparency is important to communication. Therefore, they should be kind and approachable, but true to themselves. Adhering to the communication best practises can quickly transform them into a lean-mean-communicating-machine.
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