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The follow essay will be written in a report format with the aim of identifying different effective communication methods. The way we communicate with our colleagues at work can significantly effect on the outcomes of team work and group projects. Effective communication skills are essential in any aspect of life. Especially in work context, effective written and spoken communication skills are crucial. For example, even to send a job application, we need excellent written communication skills to win an opportunity for a face-to-face interview. Depending on our desired occupation, report writing, business letter writing, meeting minutes writing, researching and data analysing skills are also required. Furthermore, in most of the work environment we do not only have to communicate with our colleagues and managers but to meet the objectives an effective teamwork is essential as well.  Without being able to communicate with the team members with an effective manner, it is challenging to work together and meet the goals. Therefore, to it is important to gain an understanding of the communication methods and to be able to improve on our communication and teamworking skills. 
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Communication has 4 main types. Visual, written, verbal and non-verbal. All of them has its own characteristics to pass a message and information from one person to another. All of these methods and types have both advantages and disadvantages. Though before we would investigate the communication methods, it is important to understand what communication means and what communication methods are. 
According to skillsyouneed.com (2019) communication can be defined as an act with the aim of transferring information from one to another. Regardless the types of the communication, at least one sender, the message itself and a receiver/recipient gets involved. From the sender the message’s transmission to the receiver may be affected by variety of things and barriers. For example, emotions, cultural situation, location, etc. Therefore, communication is complex topic. Due to its complexity effective and good communication skills are essential and desired by the employers. 
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Figure 1. communication model. (source: Helpfulprofessor.com, 2019)
Shannon-Weaver’s model starts with the sender/information source who owns the information to start the process. The sender selects the message that needs to be send through a certain message that can be sent through in multiple ways. For example, orally, written, body language, music, etc. (Helpfulprofessor.com, 2019) 
Then the idea needs to be converted into signals. The person or the machine that converts the idea is the encoder/transmitter. By the encoder the message can be sent from the sender to the receiver. According to Gravells and Simpson, (2008) Shannon Model was designed to associate the encoder with radio waves or machines to encode our words however the encoder can also be a person who use a communication method such as sign language or written words to communicate the idea to others. For example the encoder can be a phone, radio station, etc. 
At the meantime the communication channel can be defined as the infrastructure that plays vital role to getting trough the information from the sender. It is also called as medium. E.g.: email, though phone, etc.  (Helpfulprofessor.com, 2019)
There can be disruption during the communication, such as noise that can interrupt and lead towards misunderstandings. The noise can be either internal or external. Internal noise is a mistake made by the sender during encoding or by the receiver during decoding. E.g.: misspelling a words in a text, misinterpreting a paragraph during reading the text. From the other side external is out of the sender or receiver’s control. E.g.: conversation on the tube and the sound of the metro or other people interrupting our chat. Internal noise examples are someone might have a heavy accent, mumbling speaker, etc.  Gravells and Simpson (2008) suggest to identify the causes of the noise so then we can make arrangements to minimize them to better the message’s quality. 
Encoding’s opposite is called as decoding. In Shannon and Weaver’s model there is a device that decoded the message to the receiver to be able to understand it. In case of direct communication between people with no use of technology there is still a need to decode. E.g.: secret message, interpreting a text, emojis, etc. (Gravells and Simpson, 2008)
Tan (1981) defined receiver as the end-point of the framework of Shannon and Weaver. The receiver gets the message after taking the noise into account. The receiver can be a person who reads the email that the sender sent or a person on the end of a phone line, etc. 
Shannon and Weaver introduced their model of communication in 1948. However, the feedback step was not proposed originally. Weaver came up with the step of feedback after their approach got criticized.  If the receiver of the message responds back to the sender in case of loop in the communication. Not all the situation provides feedback. For example feedback can occur when replying back to an email or during a meeting. Though people would not normally talk back to the radio or tv. 
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After analysing Shannon’s communication model and gaining an understanding, the way of communications to express ourselves is essential. Understanding the communication methods and their advantages and disadvantages can help us to improve on our communication skills by taking the disadvantages into consideration. 
[bookmark: _Toc27239946]Verbal communication

Verbal communication is when we express ourselves with using words to send the message. It can be via phone, video conference, skype, whatsapp, Zoom meeting, face-to-face meetings or friendly chat, etc. Regardless in business scenarios it cannot be avoided to use jargons, it is essential to use simple words instead. It is also important to use the right pace and tone. (Woods, Whetten and Cameron, 1996) To communicate effectively verbally, it is important to avoid ambiguity and introducing points in a logical order. Also, it is beneficial summarizing the key points periodically. 
	Advantages
		Disadvantages

	· Questions can be asked straight away to get better understanding or clarification
	· Our body language or a wrongly chosen tone can lead towards misunderstandings or wrong message

	· It can be adaptable by the audience due to flexibility
	· Weak or bad presentation can result misunderstandings or lack of interest

	· The sender can ask questions to see whether the message has been understood
	· On a presentation or during a lecture the receivers of the message might take notes. During taking notes, the receiver may miss out on important parts as it is difficult to remember or recall the message. 
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According to Woods, Whetten and Cameron, (1996) the facial expressions, hand movement, body language etc are all non-verbal communication. In class when we have to keep a presentation, or even at work when we have to speak in front of our colleagues and present an idea, it is very important to pay attention to numerous things. E.g.: the dress code, the used language, hand movement to convey the message across, etc. Especially in educational and work context, it is important to select the used language and focus on facial expressions as well. Constantly making eye-contacts and address our message to everyone who are considered as message receivers are playing vital role. At the meantime, watching the audience, the receivers’ facial expression can also be used by the sender to find out whether they understand the message or not, whether they are interested or bored, etc. The sender should be always visible to the audience otherwise there is a risk of gap. 
In summary, nonverbal communication can be defined as emotions, feelings and thoughts are taking place during transmission of the ideas without using words. Non-verbal communication is being impacted by the culture as it is different in diverse cultures and communities. 

	Advantages
	Disadvantages

	· Gives an opportunity to communicate in certain places where silence is required
	· Difficult to understand it sometimes

	· Can be brief and short
	· Cannot be long
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Especially in work context, written communication is very important and it can be very effective if the right format is being used. The forms of written communications are email, presentation slides, books, handouts, etc. To make our written communication more effective, the best practice is to keep the written document regardless its format (report, presentation, email, etc) precise as well brief. (Campbell, 1998)
By definition, written communication can be defined as when the information’s transmission is being done by written words. In case of written communication the written words will only matter when the receiver gets and receivers the message as well decodes and understands.  For example, text message, email, report, etc.  Written communication is being used by plenty organisations between the employees or between the company and its customers as it ensures the accuracy, reliability and accountability of the sent information. In education and work context, the written communication takes place mainly because the situation is formal. For example, memorandum, making policies, performance report to our manager, issuing orders, replying customer complaint, writing an assignment as a coursework, etc. (Campbell, 1998)
According to Woods, Whetten and Cameron, (1996) written communication has several advantages. Fore example:
· Written communication regardless its format (email, fax, book, etc) can be kept for a longer period as a future reference
· It can be used as a legally valid evidence
· It avoids ambiguity
· Maintains uniformity of procedures and policies as well decisions
· It has a long-lasting impact
· Long and complicated messages can be sent easier and the receiver can understand it better 
· The distance does not matter due to technology so written communication has no distance barriers
· Due to accent, tone, pitch as well all the non-verbal elements can cause misunderstanding. In case of written communication these can be avoided. 
· Written message has more creditability
Though, there are drawbacks as well to use written communication that are the follows:
· Time consuming
· Needs planning
· This format of communication does not evoke feedback immediately. Though in certain cases it does, for example, WhatsApp texting, messenger, etc. 
· Once it is sent, it is difficult to make changes
· In business scenario, for example direct mails by post or posters, etc are not cost effective
· To write something, good and effective writing skills are required. 
To make our written communication skills effective and make our message to be more understandable and clear, Campbell (1998) suggested that clarity, completeness, persuasiveness are the keys. Moreover, it is always important to take the type of audience into consideration. For example, we need to focus on who we are communicating with. E.g.: customer, our colleague on an internal messaging system, kids, adults, teachers, etc. We must adapt to the audience as it is challenging to find an engaging tone and an email can be easily misunderstood. 
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Nowadays the world is fast-paced. There is no time for misunderstandings. Within business environment, effective communication is a key to meet several objectives and goals. Let’s just think about any company. Organisations have to communicate and promote their products and services. The customers want their questions to be answered. Hence, both written and verbal communication types are crucial for any organisation. It can often happen within large work environments that there is a lack of communication which leads toward misunderstanding and poor performance. 
Therefore, to become a good leader or manager, it is essential to have good communication skills as the team members and employees need to be told what needs to be done. Effective and excellent both written and spoken communication skills are considered to be core skills for a leader. For example, giving constructive feedback to an employee about their performance,. According to Campbell (1998) to become a good communicator, effective listening skills are needed as well that develops the climate of the communication well which leads to better productivity at workplaces.  
Lacking effective communication skills negatively impact on the overall performance of an organisation. To share information with the team-members to work together to meet the goals it is essential to communicate in an effective manner. For a manager, it is crucial to share certain information with the employees on a regular basis. A manager and leader must communicate the vision, mission, objectives and expectations to the employees otherwise the job would have not been done. It plays vital role towards reducing the uncertainties which leads to better work environment. (Boddy, 2014)
Campbell (1998) stated that improving our communication skills will not only make us to be more successful and productive at work but will also better the quality of our personal life. Effective communication skills will help us to reduce the stress of potential misunderstandings. 
In business scenarios, effective communication methods and employees with good communication skills play key role. To become and remain productive, the key is effective communication. Due to poor communication, companies may lose profit and revenue. Hence, constantly improving on our communication skills can lead towards us becoming excellent communicators which can make us to become role models both in personal and work life. In case of work life, being a role model and having excellent and effective communication skills would allow us to make remarkable contribution to the business’s success which help us to get recognized and promoted. 
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