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[bookmark: _Toc70680457]Introduction to Communication
Communication is one of the most critical human activities. This essay aims at reducing subconscious errors in the process and achieving team goals through better collaboration. The objective is to elucidate the activity for better understanding and avoiding the pitfalls. The essay provides a clear definition of communication, its significance, and the barriers to effective communication. Besides the theoretical part, the essay also quotes practical examples about topics and subtopics for better comprehension. The ultimate target is the achievement of team goals through meticulous collaboration.   
[bookmark: _Toc70680458]Definition of Communication
Communication is an act of information interchange between (one or more) sender and receiver. It has three components, namely sender, receiver, and the message (SkillsYouNeed.com, 2021). For example, the bus conductor asking you for a ticket is communication with one sender (the conductor), one receiver (you), and the message (show me your bus ticket). Let us take the example of a professor who asks a question. We have one sender and many receivers. The message is the question asked. Take the example of cheerleaders. There are many performing senders and one evaluating receiver (the coach). The message is their performance. A band of musicians is an example of multiple senders and multiple receivers (the audience). The message is music.
[bookmark: _Toc70680459]Importance of Communication
"He who is unable to live in society, or who has no need because he is sufficient for himself, must be either a beast or a god."  - Aristotle
Aristotle - the famous Greek scholar - has highlighted the importance of communication long ago. Communication is a basic human need (Naveed, 2012). Even a baby needs to communicate hunger, pain, and happiness. Besides the instinctual needs, we need to share ideas, opinions, facts, and emotions with fellow human beings to bring the intended response. The importance of communication grows manifold in professional life.
Communication is the binding force for the managerial functions (planning, organising, leading, and controlling) at the workplace. Communication is vital for achieving team goals. If the information interchange is effective, the target-setting and target-achievement becomes a cinch. Without clarity, the team efforts can fail and thus result in extra cost and time. Communication also plays a pivotal role during planning phase because the process is not complete without buy-in from all the team members.
For example, group assignments will not move an inch forward without proper communication among the group members. Communication is particularly important during difficult times like economic crisis, pandemics, cost reductions, employee layoffs, and job retrenchments. Challenging tasks (like change management, job rotations, spin-offs, mergers, acquisitions, and structural changes) are not possible without effective communication.
[bookmark: _Toc70680460]Barriers to Effective Communication
The purpose of communication is the congruence of ideas, opinions, and facts. However, the process is complex because it involves a sender, a receiver, and a medium/channel. The sender encodes the message, and the receiver decodes it. Below is the graphic presentation of the process:
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The intended message may differ from the perceived message due to a host of differences. Anything that distorts communication is known as the Barrier to Communication. There are different types of barriers. Those are semantic barriers, psychological barriers, organisational barriers, personal barriers, mechanical barriers, status barriers, perceptual barriers, and time constraint (Chitraleka, 2021).
Semantic barriers (or language barriers) arise from the difference in language, symbols, and phrasing flaws. The difference in the language of sender and receiver (lost in translation) is the primary reason for distortion. For example, the Spanish term “Que Rico” has different connotations ranging from delicious to rich according to the context of use. It may not be very clear to English speakers if they are not aware of different contexts. The quality of the message (selection of words, brevity, and understandability) also affects communication. The joker mockingly explains to Batman that he had a poor choice of words when the joker dropped his girlfriend from the skyscraper because the Batman said, “let her go”. Poor audience analysis results in faulty transmission. Lack of clarity and use of jargon also affects the quality of the message.
Psychological barriers include frozen evaluation, hasty opinions, lack of attention, poor retention, bureaucratic approach, and trust issues. Frozen evaluation refers to receiver/sender perception about communication even before it started. Frozen evaluation does not change during the process and at the completion. For example, some people think that women are not good drivers. Similarly, forming a premature opinion is also a barrier to communication. Lack of attention and retention also distorts the message. For example, talking or absent-mindedness during the lecture will distort the learning of the students. If they are not able to retain previous chapters, they cannot understand the advanced chapters.
The bureaucratic approach also distorts communication. Somebody in the organisation may insist that the recipient gets the message through the proper channel. Trust issues also distort the process because the receiver and the sender are not openly communicating. Although they are subtly communicating, the communication is about distrust rather than the message itself.
The organisational barriers include the vertical/horizontal style of management, rigidity/flexibility of rules, and complexity of the situation. For example, an employee with a genuine complaint about his/her boss may not be allowed to contact the next reporting manager. Mechanical barriers include the wrong selection of medium, transmission failures, and wrong layouts of the environment. For example, the presentation on a multimedia projector will fail in highly illuminated areas. It is inappropriate to broadcast national news through social media.
Here are some examples of poor communication:
	Original Message
	Type of Barrier
	Correct Message

	Today I will explain you Heteroskedasticity and Predictive Failure in Linear Regression Models
	Use of jargon
	The prediction of revenue is not statistically reliable because the impact of advertising varies in our sample data. 

	I want everyone to gather at the assembly point.
	Organisational barriers.
Wrong tone.
	The company values your health and safety above all. We will conduct drills for fire safety today and will appreciate if you gather at assembly points upon hearing the sirens.

	Our sales are declining. We must do something.
	Lack of clarity
	Our sales have dropped by 10% from Q1. Let us schedule a sales meeting on 15th April.

	1. She will ask for discount.
2. You are 7 feet tall. You must be a basketball player.

	Frozen evaluation
	1. She is our regular customer.
2. How do you use your height to your advantage?



[bookmark: _Toc70680463]Models of Communication
Scholars have developed several models to explain and improve the communication process. These models define nomenclature to describe the participants, their method, the outcome, and the communication barriers. With the use of diagrams and pictorial representation, the models simplify the idea behind the process. The models can be classified into linear, transactional, and interactional models (Corey, 2021).
The linear models are the simplest and the most primitive of the three. Shannon and Weaver (1948) are the pioneers of this model. The model describes communication as a transfer of a message from a sender to a receiver through a channel. The encoding of the message by the sender can be perceived differently when the receiver decodes the message. Therefore, the model also introduces the concept of possible distortion (noise) in the process (Juneja, 2021). For example, the excessive length of a board room may hamper visibility and hearing resulting in misunderstanding.
Linear models assume one-way communication from the sender and miss the importance of feedback from the receiver. The model also disregards difference in purpose of the sender and the receiver. This type of communication is suitable for persuasive messages, mass dissemination, propaganda, advertising campaigns, and low feedback requirement. As the important part of feedback is missing, the model does not cover the entirety of human communication. The sender never knows the outcome of communication. The communication ceases after the transfer. The effectiveness remains unmeasured. A good example of linear communication is the annual report of the companies.
The development of Berlo's model in 1960 was another milestone in the evolution of linear models. David Berlo further developed the Shannon and Weaver model by creating the Sender-Message-Channel-Receiver (SMCR) model and introducing the factors that affect each component of the communication process. The source and the receiver of the message use their knowledge and communication skills (from their social system, culture, and attitude) to encode and decode the message. The message carries the intended content through a set of elements following a structure and the code. Both the source and the receiver use their sensory perceptions (speech, hearing, touch, smell, and taste) as the channel for their communication (Juneja, 2021). Berlo’s model is also simplistic because it does not include feedback, noise, or interactive nature of human communication.
Schramm's model (1954) introduces the social aspect of communication through the impact on and feedback from the receiver. After the comprehension, the receiver gives feedback. Therefore, the focus shifted from sender-receiver to encoding-decoding. Both the source and the destination of the message use their field of experience (cultural, social, and psychological background). For example, a person with poor table manners will offend a sophisticated diner. Poor accents in a literary gathering will offend the audience. 
This interactional model is more dynamic than linear models because it promotes two-way communication, active participation and acknowledges the semantic noise in the process. The most important contribution is the measurement of the effectiveness of the communication process.
[bookmark: _Toc70680464]Importance of Communication at the Workplace
Effective communication is like blood for the workplace. It helps mitigate (if not eliminate) conflicts in the team (Bosworth, 2016). A communication from a sales manager telling his sales team "to increase the sales" has the potential of disagreement and conflict in future because it lacks clarity. However, the message "to increase sales by 10% by the end of the current quarter" is an example of good communication.
Good communication facilitates team building, productivity, employee retention, employee engagement, and morale boost (Bosworth, 2016). If the manager clearly states the expectations/targets, the convergence of targets, target achievements, and compensation becomes easy for everyone. If the employee can communicate burnout, work-life imbalance, and barriers to a star performance, he/she feels engaged at the workplace. Good communication also facilitates training and development of employees through talent identification, recognition, and development. If the manager appreciates and rewards extra-mile efforts, employee morale gets an instant boost. Motivation and engagement reduce employee turnover.
Perhaps the highest contribution of good communication comes from the improvement in customer relationship (Bosworth, 2016). Effective communication between the business and its customers leads to awareness about customer preferences. Continuous engagement with the customers helps the business develop market-driven products and services. The business can also deliver tailor-made products.
[bookmark: _Toc70680465]Communication at the Workplace  
There are two types of communication in the workplace, namely Verbal communication and Non-Verbal communication (SAGEPUB, 2020). Verbal communication comprises written and spoken words (aka oral communication). During written communication, employees exchange information by writing emails, formal letters, internal memos, internal reports, brochures, and notice boards. During oral/vocal communication, employees exchange information using telephones, mobiles, giving presentations, attending meetings and customer events.
Effective communication comes from clarity, empathy, sincerity, relaxed attitude, good eye contact, appearance according to the situation, and formal posture. The volume, pitch, speed, and tone of the speaker also matters a lot. High volume, high pitch, and fast speed can result in poor communication and irritation in the team.
Here are some examples:
	Example
	Issue
	Improvement

	The company needs top-notch performance.
	Lacks clarity
	Your target collection is best-of-the-best plus 10% for the last 3 years

	You have no idea what is happening in the market
	Lacks courtesy 
	We are no more price competitive. Could you please reassess the market dynamics?

	The project is running into delays, and I will hold everyone responsible for it.
	Lacks relaxed tone
	The project is running into delays. We can turn it around with team efforts. Let's make a list of deliverables with a due date and an action responsible.


 
People also communicate through body language and gestures (non-verbal communication) in the workplace. A nodding of the head is a form of approval. Frowning and forehead denote resistance to approval. Folded arms signal reserved personality or distanced view on the subject. Cracking fingers and foot-tapping the floor are signs of nervousness. Wandering eyes show wandering thoughts. Even the silence to a piece of bad news is also communication.
[bookmark: _Toc70680466]Conclusion and Recommendation
Communication is a complex process. Good communication leads to better relationships in the workplace leading to more revenue, employee engagement, and talent development. Different barriers can distort the interactive process. Equipped with the scholarly knowledge of the models, the team can achieve more through collaborative approach.
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