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INTRODUCTION:

Communication is a two-way process of passing on knowledge,  sharing information, giving, receiving, and exchanging information that enables people to express emotions and share their feelings and ideas.

Effective communication goes further than information exchange; it is about a clear understanding of the emotions and the purpose of the transmitted message.

Effective information is essential because it allows people to build connections, gain trust and respect, solve problems, and improve teamwork.
Effective communication within members of an organization is essential for the success of their business, and companies should develop and invest in effective communication strategies and codes of practice.
The following essay will include a report on communication within the working place.

In my essay, I will apply relevant theory to workplace examples to demonstrate an understanding of the necessary communication skills necessary for the success of teamwork. I will be using in my work findings from published literature linked to real examples to show how effective communication can improve teamwork and help an organization find success.

What are the different types of communication?
The principal types of communication are spoken communication, verbal and non-verbal, and written communication. (Baker, W. 2008)
Verbal or oral communication is the process of using spoken words to transmit a particular message. For verbal communication to be successful, both speaking and listening skills are necessary. Communicating through spoken words is an essential aspect of an organization’s activity especially crucial in areas like management and human resources where professionals require being able to speak their mind and effectively instruct employees to motivate the team for working towards achieving goals. (ARCHER, D. and CAMERON, A.  2013)
Non-Verbal Communication is the process of transmitting a message through body language, facial expressions, gestures, or mimics. Starting a conversation with the correct facial expression is essential for successfully making the message understood, by example a smile can reinforce an encouragement phrase and boost an employee confidence or au contrary, smiling when making an observation when trying to address an issue can mislead conversation and make the receiver believe the message transmitted is not to be taken seriously. In areas of business like customer services, by example, non-verbal communication is essential because a complaint received with a smile and a correct attitude can be more easily resolved and dealt with it. (ARCHER, D. and CAMERON, A.  2013)
Written Communication is generally used for recorded information or official information like statistics or data, reports, official letters, etc. Written information can be formal or informal and is used when speech alone is not believed to be sufficient for information that is more complicated and more likely to be referred to again in the future. Written information between professionals is an organizational behavior that protects working relationships, and the advantage is one a word is written; it an always be quoted. One of the most used forms of written communication is the e-mail that circulates in all organizations, from department to department. (Baker, W. 2008)
Communication can also be classified as formal or informal.

Formal communication is referred to as official communication that is using templates, letterheads, reports, and official data. All formal communication can be considered documents.

Informal communication can use more than one channel of communication, an e-mail in between friends is informal, and so are messages through social media channels like Whatsapp, Messenger, etc. 
Visual communication is generally used in the marketing departments for presentations meant to help reinforce certain ideas. Visual communication is attractive, it is accessible due to the new technologies, and it is now used by most companies that are using websites for promoting business.
How communication can be made effective in a business organization.

Effective communication requires certain skills and abilities from working professionals and is an essential tool for good leadership. Communication is at the base of all activities performed by management, like planning, organizing leading, and controlling. (Baker, W. 2008)
Overcoming barriers to communication make the process more effective. Such walls are the preconceptions and dialogue partners misjudging each other, not paying enough attention to what they are saying, using unnecessarily technical language without ensuring people understand its meaning, giving solutions or unnecessary advice or avoiding others’ concerns and concentrating only on our side of the conversation. (Levi, D. 2014)
Listening skills are also crucial for effective communication. A good leader and communicator is the one that ensures they listen and understand their dialogue partner. (Baker, W. 2008)
Non-verbal communication by example, and the use of the right tone of voice, eye contact, and correct facial expressions that emphasize better the message transmitted.

Empathy is another skill for effective communication and leadership, and so is the use of questions like did, do, how, when, which, etc., showing the conversation partner interest in their person.
Effective communication is also obtained through being clear and concise, transmitting clear instructions, and also clarifying the message and making sure it cleared both ways. (Levi, D. 2014)
And last, but not at least Feedback is one of the essential skills of a good leader and communication. The feedback process is a skill that helps effective communication and is a tool for evaluation and continuous improvement of teamwork.
Relevant theories (Shannon and Weaver, Schramm and Berlo)
In the following part of my essay, I will be talking about different ideas of communication with examples related to my working place.

The Shannon-Weaver theory of communication is a tool designed at first to develop technical communication and used now to create effective communication. The model includes the dialogue partners, the sender, and the receiver, and the factors that could become barriers for communication are called noise. The model is also using other concepts such as information source, transmitter, noise, channel, message, receiver, channel, information destination, encoder, and decoder. The model concentrates on the sender, the encoder who shares the information through a channel, and the information is then decoded by the receiver. All these represent the journey of the information to its destination. 

In my working place, a very busy restaurant, the Shannon model translates into waiting staff placing orders for the kitchen upstairs through the internal phone. At times the restaurant area is very busy and noisy, and kitchen staff cannot always understand full order, and they need to feedback to waiters and ask details for ordering again.

I will be talking in the next part of my work about Schramm’s Model of Communication 
The model explains how important is decoding and understanding the information fully for effective communication. Schramm believed that a simple exchange of information between the sender and receiver is not enough for completing communication and only feedback, ensuring the receiver understood the information received makes communication effective. (ARCHER, D. and CAMERON, A.  2013)
For example, in the restaurant where I am working, management implemented a rule saying chefs are not to start working on any food order if they have any doubts or think the order incomplete; the chefs are required to double-check orders.  In this way, by example, the restaurant avoids serving a well-done steak to a client that wanted a medium one but purely forgot to ask.

I have chosen to talk next in my essay about Berlo’s model of communication, also called S (source)M( message)C (channel) R (receiver) model. Berlo takes into consideration all factors contributing to effective communication.
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In Berlo’s theory, individual communication skills, attitudes, knowledge, social systems (background), and culture are factors behind source/ sender and receiver and are contributing to the communication process. The message includes content, elements of information, treatment (way to send to the receiver), structure, and code (way of being sent, spoken, written, or visual).

The channel of communication is formed in Berlo’s theory by the human senses: the hearing, seeing, touching, smelling, and tasting.

Berlo’s model of communication does not include the feedback process, and it is a more linear model of communicating where both the sender and receiver are similar and relate to the same factors in similar ways. (ARCHER, D. and CAMERON, A.  2013)
Inside an organization, the model is used by people working in the same departments, like accounts by example or factory workers departments, where employees respond to the same instructions and have a clear understanding of what is asked from them to do. (Levi, D. 2014)
The importance of effective Communication (example)
In the next part of my essay, I will talk about how important effective communication is for an organization, and I will be using my workplace as an example to demonstrate how good communication at work can contribute to the success of the organization.
Effective communication improves teamwork and helps build a team where employees trust each other, communicate openly, respect each other and collaborate, offering feedback on their progress, and searching together for a solution to address possible issues. As a result, the workplace becomes enjoyable for all team members, and employees are motivated to work and contribute to the success of the company. (Levi, D. 2014)
At my workplace, a very busy restaurant, teamwork is essential, and effective communications are keeping the working team happy, and all team members from floor staff to kitchen staff and bar staff are feeling equally useful. The manager acts as a role model, and we have weekly meetings where everyone is encouraged to express their feeling, and employees are offered honest feedback on how and if they need to improve their performance.

Effective communication is also a factor contributing to the success of the organization. The restaurant where I work ensures to maintain effective communication with their clients and is asking for constant feedback; they have a website where people are encouraged to leave their comments and reviews, and the working team is discussing studies and working together to improve their services. (Levi D. 2014)
Effective communication is an excellent way to enhance productivity and increase efficiency. Managers working closely with their team can understand their needs and can give clear instructions and select the best people for the job requirements. At the restaurant where I work, we had a colleague that had family problems making him unable to work nights shift, and because he was encouraged to express the needs to management, he was allowed to work days for some time until the personal problems were solved and the restaurant kept in this way one of their valuable employees. The advantage of this was the increased loyalty of the employee who finds that they are appreciated and valued. (ARCHER, D. and CAMERON, A.  2013)
Effective communication is also beneficial for enhancing employees’ skills. Managers can discover new abilities after communicating closely with employees. For example, when I mentioned to my manager, I had experience in management, I was promoted to floor manager position after being employed initially as a waiter.
Effective communication is also a great way to avoid future disagreements and conflicts between team members and helps maintain a friendly working atmosphere. Eventual problems are easily resolved through effective communication. At my workplace, we are always encouraged to open up and have honest, positive discussions to keep the working place more enjoyable for everyone. (Levi D. 2014)
Role of culture in communication
In the book “Organizational behavior” by Robbins & Judge (2013) communication is described as an encoded message sent from a sender to a receiver that sometimes during the transmission of the information is hard to decode because of communication barriers like perceptual problems and cultural differences. Culture is a significant factor contributing to communication because, in some cultures, messages are transmitted differently. For example, not in all cultures making eye contact when shaking hands is considered polite or some cultures can be more friendly in expressions, and free speech is encouraged where in other cultures, a more informal way of expression is necessary. Lewis (2005) is saying that we need different approaches to communication for different cultures. Organizations that are employing people from diverse cultures and backgrounds will have to be more cautious not to affect their relationship with employees by not communicating appropriately. 
The culture concept defines the social behavior and traditions of an individual group of people or a society and translates to the business sector into the set of rules and procedures that are setting the organizational behavior of a company, the ground rules for everyone working for the same organization. The organizational behavior of a company is defining for the company’s public image and reputation. (Begg D. 2009)
The organizational culture is also a determinant factor that dictates how employees are communicating with each other. Following Charles Handy’s model of organizational culture (Levi, D. 2014), there are four different types of culture: power, role, task, and person culture.

When a company is following a power type of culture, the communication between the company’s members is more official, and that means employees are usually following a powerful leadership that sends orders and instructions that everyone has to follow.
Role culture is also using a beaureaucrating way of communicating with official documents between departments where employees are following strictly their roles and their job descriptions rules. (Levi D. 2014)
The organizational task culture adopts a specific way of communicating solutions to address problems and is used by teams working together towards a typical project.

The person culture opens the way of more inclusive communication and is used by organizations such as lawyers or accountants firms where employees have to share similar responsibilities and perform similar tasks. (Levi, 2015)
How does communication work between Management and Employees, and to what purpose? Tone/choice of language/level of formality

As I explained above, the way management is communicating with the employees requires leadership and communication skills from leaders and managers. Managers have the duty of making things work, and communication is at the base of a good working relationship involving mutual respect, trust, and appreciation. (Levi, D. 2014)
Effective communication between managers and employees is the result of the managers’ abilities to get tasks across clearly and efficiently. Managers who can motivate staff through open communication are motivators, encouraging employees to work and perform at their best for the success of the company. Managers who demonstrate listening skills and show their interest in knowing their team, listening to their views and ideas are empowering employees and are creating groups where members are sharing the same aim and desire to succeed. (Levi, D. 2014)
Using the appropriate tone of voice a, choice of language, and level of formality are also factors contributing to effective communication between management and employees. Managers may have different styles of communicating, but they have to remain professional at all times, confident and persuasive without disrespecting employees. The aim is to make employees feel at ease and establish a connection with the team based on mutual respect and consideration. (Levi, D. 2014)
What are effective communication strategies such as KEYS, SOLERB< 7C’s, etc
Communications strategies are tools for helping organizations communicate effectively and meet expectations and objectives. It is challenging to use the same method to fit all organizational cultures, and communication strategies are usually adapted to internal organizational culture to increase company productivity. (Levi, D. 2014)
I have chosen to talk next about 7 C’s used for effective communication.

1. Completeness requires that communication should be complete and offer additional receiver information if and when needed to persuade the audience

2. Conciseness means communication should be kept concise providing the short and essential message that is understandable for the receiver
3. Considerations require empathy with the audience and showing consideration to their emotions and opinions

4. Clarity implies making a message easy to understand by using a clear message 

5. Concreteness implies remaining clear and not extending communication to general information 

6. Courtesy requires messages to be transmitted in a polite and sincere manner
7. Correctness requires no grammatical errs in communication and precision and accurateness of data transmitted  (ARCHER, D. and CAMERON, A.  2013)
CONCLUSION:
In my work, I have reviewed why effective communication is important for organizations and how choosing the right channel for communication contributes to the success of teamwork.
Effective communication and is essential for an organization to operate effectively and efficiently, and effective communication as a result of using the correct strategy for effective communication specific to organizational cultures of a business organization is a must for the success of an organization.
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