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The concept of communication has gained growing significance over the years. In the context of business, it has become mandatory to undertake strategies in terms of effective communication. The term can e defined as a means of transmitting a message or information. However, the concept has a bigger scope and it is not possible to define the same on such simple terms (Ruesch et al., 2017). It is used in most business organisations to maintain transparency and open culture both for the customers and employees. This report shall understand the same while discussing the effectiveness of communication in organisational context. The various methods of communication shall also be discussed. It shall also discuss theories and a case study relevant to the concept. 
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Methods of communication 
In order to understand the concept of communication further, the various methods of communication might be evaluated. The following list discusses the most commonly used ways of communication in most cases. 
Verbal
This is the most commonly used communication method. This way, information is transferred through a certain language. Verbal communication method is the fastest way of interaction, and therefore, most commonly used (Pavlenko, 2019). Apart from one on one conversation, it is also used during phone calls, presentations and conferences. 
Non verbal 
This type of communication mostly uses body language and facial expressions to transfer information. This might be time consuming since the receiver needs to decode the same (Burgoon et al., 2016). Individuals might use this type of communication to express their thoughts, or they might do the same unintentionally while catching eyes. 
Written 
In this method of communication, the information is transferred by the act of writing out. Letters and symbols are mainly used in such cases (Moore and Morton, 2017). Written communication can be powerful since it reaches the expressions of an individual to numerous people through books, pamphlets, and letters and so on. 
Visual 
This type of communication has recently gained popularity. Individuals find this method to be interesting. It is portrayed by use of graphics, sketches, drawings and others while discussing a certain subject (Loermann and Hviid, 2018). This is a helpful method of transferring information since most are able to consume the same easily. 


Effective communication in business organisations 
Communication is highly mandatory and effective within a business organisation. This is mainly because the employers and employees need to stay in constant touch in order to ensure that the workflow is in the right direction. For this, they need to take resort to the various methods of communication. It is required while preparing plans and strategies, presenting the ideas and reaching agreements for the execution of the same. Three types of communication methods are mostly used in business organisations (Hänninen and Karjaluoto, 2017). Upwards communication takes place between a manager and a subordinate. Downward communication, on the other hand, refers to the interaction between superior and subordinate. Finally, lateral or technical communication refers to the cross departmental interactions. 
In order to make communication more effective in business, the first step is towards generating information about the current situation of the organisation and setting goals thereby. For this, it is mandatory to interact with the entire workforce and understand their viewpoints towards the workflow. Further, the business owners might identify the nature of interaction between the different lines of authorities. They also need to ensure that the teams work in appropriate communication (O'sullivan et al., 2016). Apart from this, they need to examine the different methods of communication and select the right one for their operations. This way, they might succeed in making communication effective within the business. 
Communication between management and employees 
The concept of communication can be highly dynamic in business organisations. In terms of management and employees, this might be noticed that various methods are used. Apart from regular communication, the methods of feedbacks and reviews are also involved. The managers might involve the participation of the employees in the important activities of the company (Monstad, 2018). In the first place, the tone of communication gains significance. From the ends of both the employees and the management, a formal and professional tone of voice needs to be maintained. Moreover, the choice of language has to be clear. The employees and management need to ensure that the language they use during making a conversation is known to all. 
Apart from this, the level of formality also gains significance in this context. During a business communication, the employees and management need to ensure that they are formal and professional in nature. This is highly mandatory since the office space is highly professional, and the personal attributes of the individuals must not fall between this communications (Brooks, 2018). Further, active listening comprises of a large part of this case. It is mandatory for the employees to listen to the expressions of the management, and the other way round. This is significant since it helps the workforce to take note of the expressions and opinions of the employers. This way, they are able to understand the same and raise questions against it. 
Active Listening
Proxemics / Kinesics – (SOLER?)
In the process of understanding the concept of communication and strategies for the same, the SOLER model might be taken into consideration. This is an active listening model that aims at enhancing the engagement and interests of an individual towards a particular conversation. Gerard Egan came up with this idea, and the model is still used for the purpose of clinical counselling and other such cases (Olaya et al., 2018). While the methods and postures of listening might differ from one individual to another, these set formulations have mostly proven to be effective. Using these, people are able to concentrate further while communicating and listening. It deals mainly with five aspects. 
S (Square) refers to keeping the face squarely to maintain an involvement within the communication. O (Open), on the other hand, refers to keeping an open posture while making a communication, since it makes the receiver more comfortable. Further, it includes the factor of L (Lean), following which the individuals lean forward to show their interest and engagement in a conversation. Following E (Eye Contact) is also important to ensure that the receiver is not distracted. Finally, the individuals need to R (Relax) during a conversation and not remain under any haste. Therefore, individuals need to follow these guidelines to listening to someone actively. 
Personal awareness – (KEYS?)
Another important part of active listening is personal awareness. This is mainly because a self aware individual is free of assumptions and judgements that might limit their knowledge. In order to develop a healthy communication, active listening gains significance. The KEY component of active listening as a part of communication is to differentiate between hearing and listening (Friston et al., 2020). They need to be able to understand the language, attitude and expressions of the others. Further, the ability to initiate and retain a conversation is also necessary in this case. This can only be done if the individual engages in active listening. 
[bookmark: _Toc38377852]Apart from this, the key component of active listening involves responding to the conversation on a regular basis. This way, the individuals are able to ensure that they are listening to the same. They also need to ensure that their body language and facial expressions assist them in this case. Eye contact and a clear posture become significant. The individuals need to possess a good memory to remember the conversations taking place. They might also take resort to asking questions and taking notes. All these key components of active listening makes an individual effective in terms of communication. 
Section 2
Shannon Weaver model of communication 
The communication theory by Claude Shannon and Warren Weaver was first proposed in 1984. The theory gained growing significance since it provides clear specifications of the process of communication through a particular mode. According to this theory, the process is transferred through various aspects following few stages. In the first place, the sender starts by transferring the information into a message. After choosing the message, the sender selects the receiver and the mode of transferring the same (Bergman et al., 2019). The following aspect is that of encoder. This role might be played by the sender who composes the message, or by the encoder machine. This step converts the message into signals that are understandable by the channel or mode. 
 (
Sender
(Information source)
Encoder
(Transmitter)
Channel
(Medium)
Decoder
(Reception)
Receiver 
(Destination) 
Noise
)
Figure 1: Shannon Weaver model of communication
The aspect of channel comes next, which is the main mode of transferring the message. This is the device that transfers the message to the receiver from the sender. Noise or barrier gains significance in this aspect. This is a form of interruption in the process of transferring the message. Internal noise occurs in the process of making errors while encoding the message. The channel fails to interpret the same and the process gets hampered. External noise, on the other hand, takes place during the process of transmission, which is not in control of the process. The aspect of decoder comes next, which decodes the sent message and makes it easier for the receiver to comprehend. Finally, the receiver ends up with the decoded message. Even though the process ends hereby, the theory believes in the importance of feedback to be shared from the end of the receiver. This is important since it ensures that the message was interpreted properly by the receiver. 
The Schramm model of communication 
The Schramm model of communication is similar to that by Shannon and Weaver. In this, the encoder prepares, encodes and sends the message. The decoder receives the same and decodes it. The interpreter, on the other hand, analyses the message and interprets the same. Schramm was of the opinion that the individual knowledge, experiences and culture play a part in their communication process. The message shared is the information which might be both verbal and non verbal. After the process ends, feedback is another aspect that gains significance (Elleström, 2018). This is mainly used for judging whether the communication process has been successful. The noise aspect is also important. It might be caused by social and cultural differences, for instance, if the receiver fails to understand the language or comprehend the intensity of an event. The theory therefore takes a deep look into the overall functioning of the communication process. 
 (
Encoder
Interpreter
Decoder
Encoder
Interpreter
Decoder
Message
Message
Noise
)
Figure 2: Schramm model of communication
The Berlo (SMCR) model of communication 
Berlo, on the other hand, came up with the SMCR model of communication. The first component of this communication theory is the sender of the message. This also constitutes the source that composes the message using knowledge, attitude, social and cultural systems. The message comes next, which is the main information to be transferred in the process. Its contents comprise of the elements, structure, code and treatment of the message. The third component is that of the channel or medium that carries the message. In the process of communication, this might include touching, hearing, smelling, speaking and such activities (Turaga, 2016). Finally, the receiver receives the message and tries to decode its meaning. In order to make the process successful, the sender needs to make sure that the message is encoded properly. The noises that might occur both internally and externally need to be identified and avoided. This way, the process might be effective. 
 (
Source
Message
Channel
Receiver
Encode
Decode
Attitude
Knowledge
Social system
Culture
Content
Elements
Treatment
Structure code
Hearing
Seeing
Touching
Smelling
Tasting
Attitude
Knowledge
Social system
Culture
)
 Figure 3: Berlo (SMCR) model of communication
[bookmark: _Toc38377853]Section 3
Your case study 
“Effective communication: My experience at BMW”
My experience in my organisation as a Sales Executive has been able to teach me much about business communication. BMW is known for its expertise in the automobile business industry. However, they have been able to retain the same within the confines of their operational structure. The leaders and managers allow the employees to participate in the important decision making processes of the company. As a large sector organisation, BMW has used diversity in their workforce. I have till date not observed any discriminatory behaviour from their part. However, sometimes there have been instances of bullying and racists comments within the workforce. Those who hold higher posts within the company might resort to favour their close ones. However, the company has been considerate of trying out the various cultures and attributes within their operations. They have also allowed cross departmental communication in order to maintain transparency. I have also been encouraged to maintain personal bonds with the customers throughout my job role. 

[bookmark: _Toc38377854]Conclusion
Therefore, it might be concluded that communication is significant for the success of a business organisation. This report attempted to understand the same from the perspective of team working. In the first part, it discussed the methods and effectiveness of communication. It also undertook various theories such as those by Shannon and Weaver, Berlo and Schramm. Finally, it looked into a case study of my experience of effective communication at workplace. 
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Dear Mrs Ellie,
| am writing this email to notify you about our issue in our beautician store.
Unfortunately, because you do have an appointment on Monday, | would like to inform you that we
do not have any massages services for the next two weeks.
Al of this because our professional therapist it will be on holiday.
As you are our faithfully customer, | would like to offer you an extra hour for the next 2
appointments you will have after the two weeks.
| do apologise for the inconvenience and hope you will have a lovely day.
Many thanks for your time.
Kind regards
Rafaela.
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