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Effective communication is the essence of the business to succeed in this competitive business world. The span of effective communication encompasses not only the personal relationships within the organization but also the external relationships with the business world. 
According to Wilson (2007), communication is the interactions among the fragmentation of the information flowing around the society. According to Niklas Luhmann (1992), communication is the summary of the system that envoys a message through the provision of information to a person to decode and understand the message. The communication process is very important in the business management as well. The employer and the employee have to have knowledge of the modes of appropriate communication. The appropriate modes of the communication can be understood fully by observing the dominant communication process within the organization (Stegman, 2012).  The effectiveness of the communication cycle and the importance of the language, tone, and formality in verbal and written communication will be discussed in the following sections. 


[bookmark: _Toc502881108]Explanation of the relevance of the communication cycle for effective communication in management
The goal, objective and the vision of the organization is communicated by the managers with the employees and the stakeholders to posit a clear relationship with them. The vital components of the communications build up a communication system known as the communication cycle. The communication cycle process will be discussed briefly in the following part of this section. 
Communication cycle may involve the communication among the individuals in general business environment and within the project teams. In both cases, the individual participation is must and by understanding that plays which part in the cycle the understanding of the effective communication is developed within the organization (Collins, 2009). 
This can be exemplified by my experience of the communication within the organization. The organization I work in relies on the information provided by the front service providing departments. The customer responses are collected by the front line officers and implemented by the operational executives. The exchange of the ideas and innovations within the organization also increases the motivation and enthusiasm among the employees. 
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There is a wide array of communication theory and they are focused on the communication among the individuals and are based on the modes of the different working situations. 
The Shannon-Weaver model (1950) was the first major models that involved a complete set of communication variables. The model basically involved the linear model of the sender, encoder, the communication passage, the reception of the information and final receiver of the information. They identified two basic problems with the communications as well, the semantic problem or the problem of conveyance and the effectiveness of the message.
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[bookmark: _Toc502762842]Figure 1: The Shannon-Weaver Communication Model
Later, David Berlo (1960) improved the communication model by introducing SMCR model based on the Shannon-Weaver model of communication. The SMCR model involves the proper identification of the individual attributes related to the overall communication process. 
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[bookmark: _Toc502762843]Figure 2: David Berlo  SMCR Model of communication
The basic Sender-Message-Channel-Receiver process was then used by the other researchers to expand the theory of communication cycles. Barnlund (1963) then introduced the transactional communication mode that involves the simultaneous interaction of the individuals.  
Finally, the Michel Argyle (1972) came up with simple communication theory called the “Communication Cycle” that involves the communication between two people via verbal and non-verbal mediums and through the process of sending message and responding to the other person’s message. 

                     
[bookmark: _Toc502762844]Figure 3: Michel Argyle's Communication Cycle
As delineated in the figure above, the Argyle Communication Cycle involves six vital steps to convey the message from the sender to the receiver. The ideas are first occurred and then encoded by the sender. The message is communicated via verbal or non-verbal modes and then the message is received and understood by the receiver.  
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According to Zillmann, D. (1988), the inefficient communication creates dissonance among the activities of the organization and hinders the employees from pursuing the goal of the organization. The study shows that the communication process among the employees have to be authoritative and less-negative to get the employees to work. In this section, the stages of the basic communication cycle will be used to show how the communication cycle helps to manage the organization effectively. 
Sender or source of the message
The source of the message first has the idea of the information to be conveyed via the communication channel. Here the communication has to follow the KISS or Keep It Simple and Straightforward criteria so that the message is understandable to the receiver (Uijen, 2015). Such as, to convey the acknowledgment of the shipment from a supplier, a manufacturer simply signs the memo or sends a short acknowledgment mail. The simpler the communication the better the receiver gets it. 
Encoding
 The formation of the information in the sender’s mind is converted in some understandable manner for the receiver is known as the encoding. The encoding may be different depending on the environment and the person’s personal attributes. This includes letters, memo, e-mail, personal interaction or non-verbal signs. For example, in my workplace, the notices are informed via the notice board for the whole office but the personal assessment of the employees is provided through emails and sometimes in a face-to-face manner (Mindtools.com, 2018). The PowerPoint presentation is used during the business meeting by the executives. In case of briefing the facilities in abroad, most of the times local managers are used so that the goal of the company is understood fully. So, the modes of the encoding differ depending on the nature of the receiver which has to be chosen prudently if the receiver is to understand the message abundantly.
Channel
The medium through which the message it conveys is known as the channel. The channel involves letter, face to face, meeting or video-calls. The channel may differ person to person and situation to situation. When an employee is provided with directions via email, a personal meeting arranged in case of conversation with business partners so that the two-way communication is possible instantly.
Decoding
This is the process of receiving the message by the sender and understanding it in a person’s own term. The decoding is important because no matter how well built the message is, it will mean nothing if the decoding is done wrong. Such as, not paying attention during business meetings or not checking the notice board of the office. 
Receiver
The receiver is the detained person for the conveyed message. The nature of the receiver has to be assessed carefully. If the receiver is a single person with immaterial responsibilities, the communication should be of one way. But if the receiver is important personnel the conveyance has to be interpersonal and two-way. In case of multiple receivers, seminar or meetings are arranged (Smith and Mounter, 2008). So the nature of the receiver has to be kept in mind as well. 
Feedback
In case of the vital message, the feedback is vital. Because the sender has to ensure that the receiver has received and perceived the message as intended.  If the feedback response in unavailable or weak, the further corrective measures are impossible to be implemented.
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Managers communicate their messages in a different way with the subordinates. The selection of the mode of the communication is important and the way the messages are delivered is also important. The language used the tone of the manager and the channel formality is important in conveying the right messages, to the right person with the right emphasize. Managers have different situations in operating the company and have to deal with the employees in different ways. The selection of the tone, language and formality are vital in making the communication process effective (UniversalClass.com, 2018).
In case of the choice of the tone and language, the managers have to be professional and assertive. But they should not deliver pompous or arrogant messages and use overly authoritative tones. The tone of the managers is important in getting things done. It is vital that the manager is restrained from using the slangs or unfriendly tone to the employees. Usage of language has to be sophisticated as well (Papercamp.com, 2018). The words have to be chosen carefully so that they do not represent discrimination and neglectfulness. For example, in my workplace, the procurement department manager is friendly and keeps a gentle tone while conveying tasks to the employees. This makes the employee emotionally connected to the job and also gets the works done in a timely manner.
As a manager, you should also be an assertive communicator so that you are effective at stating thoughts and feelings in a clear and respectful manner, deal problems without violating or insulting others. As an assertive communicator calm body language, self-control, and active listening are also important.
The messages have to be designed in a way that it conveys the urgency and importance of the message. In case of the occasional bonus declaration or personal assessment, an email is enough. But when the company formulates a business strategy it is conveyed to the employees with formal notices. For example, the manufacturing companies informally remind the buyers to pay off the dues within the discount period. But when a trade credit is due for quite long time, formal notice is sent to the buyer to repay the debt.
[bookmark: _Toc502881112]The effectiveness of a range of verbal and written communication methods 
The effective communication is vital not only for the managers but also for the operational level employees. The effective communication skill has to be developed by every level of the organization to convey the messages clearly and effectively. When the communication gap is shortened the company performs far better. Both modes of communication, verbal and written, have roles to play in the efficient operation of the organization depending on the nature of the situation and the receiver.
According to Walker, M. B. (1977),  the verbal and non-verbal communication have separate ways of expressing the confidence of the managers. Certain interaction is more suitable in case of verbal delivery, and some have more meaning and emphasized when received as a written message. According to Furnham, A., Trevethan, R. and Gaskell, G. (1981), the employees tend to react more when the simple messages are communicated via verbal mediums. In the organization, verbal and written both channels are used. While the verbal source of communication more about the interpersonal messages or group discussion, the written message bears the inherent feelings of emphasizing of the message. 
The verbal communication is important when the manager has to convey a message in a clear and timely way. The informal or less significant messages are conveyed this way to the employees. Again, in case of business deals, verbal communication is a must. The verbal message helps the employees to feel conned to the job and also creates a passage for interpersonal two-way communication. For example, in my organization, the informal meetings, bonus announcements and inter-department meetings are held in face-to-face verbal communication based meetings. 
Written communication, on the other hand, is the method of conveying official messages which needed to be recorded and also provides a touch of professionalism. The instructions and the directions for the employees via written messages represent the more stressed communication from the upper management (Argyle and Burgess, 1970). The written communication is also used to eradicate the confusion, contradictory meaning or conveyance of message and to ensure clarity of the instructions. For example, in my organization, the strategic changes and core objective sensitive instructions are conveyed via written notices.
So, both communication modes have its own perks and have to be chosen by the manager prudently to ensure the highest understandability of employees. The choice of the perfect communication is the essence of the effective management of the organization.
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The effective communication is vital for an organization to pursue its goals and objectives. The managers have to be very careful in choosing the right mode of communication to ensure the perfect understanding of the message by the receivers. The communication process has to be also designed in such way, that the employees feel connected to the organization and are motivated to abide by the instructions of the management. 
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