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INTRODUCTION 
In various moments of our life effective communication is important.Can help us to avoid misunderstandings. For good productivity and maintaining strong working relationships at all levels of an organization good communication is an essential tool. Communication is an essential part of human interaction. Effective communication enhances all aspects of our personal and professional lives. Serious problems or embarrassment may happen as a result of Ineffective or misunderstood communications in our personal and professional lives. So evaluation effective of communication has a great importance.

COMMUNICATION

Effective communication is an act of delivering information for the purpose of creating an understanding. Is simply the act of transferring information from one place,person or group to another. Every communication involves (at least) one sender, a message and a recipient…. Thee include our emotions, the cultural situation, the medium used to communicate, and even our location.
Teams that communicate complete projects in a quicker and more efficient amount of time that others. They also are more accurate in their work than others.Effective communication also allow team members to understand their roles and the roles of everyone else on the team. For effective communication first we need to define goals and expectations , then we should clearly deliver our message ,we also need to choose our medium careffuly, we must keep everyone involved and listening and showing emphaty. There are different forms of communication like written communication, verbal/oral communication, non verbal communication , formal communication, informal communication, network communication, electronic communication etc.
Verbal communication involves the use of language and words for the purpose of passing on the intented message. In general terms, verbal communication means communication in the form of spoken words only, but ,in the context of types of communication,verbal communication can be spoken or the written form. Thus, the verbal form may be oral or written as discussed bellow.
Written Communication involves any kind of exchange of information in the written form. For example , e-mails, texts, letters, reports, SMS etc. Oral Communication is the communication wich employs the spoken word , either direct or indirect as a communication channel. This verbal communication could be made on a channel that passes information in only one form i.e sound. You could cconverse either face to face , or over the phone, or via voice notes or chat rooms, etc. It all comes under the oral communication . This form of communication is an effective form.
Non- Verbal Communication is the type of communication in which the messages are relayed without the transmission of words.It supplements it with gestures, body language, symbols and expressions.
Apart from the above types, we have formal and informal types of communication. Formal and informal language serve different purposes. Formal language does not use colloquiasllism, contractions or first person pronouns such as “I” or “We”.
Informal language is more casual and spontaneous. It is used when communicating with friends or family either in writing or in conversation.
Importance of Formal Communication at the workplace it is a skill to know when yo use the language required for different situations, as well be a proper judge of etiquette and mannerisms as and when required on the spot.Being formal, clear, specific and using correct grammer are some of the most important things when it comes to workplace communications. It is a skill to know when to use the language required for different situations. 
MODELS OF COMMUNICATION
 
Models of communication are conceptual models used to explain the human communication process. Communication models are systematic representations of the process which helps in understanding how communication works and can be done. Models shows the process metaphorical and in symbols. They form general perspectives on communication by breaking communication from complex to simple and keeps the components in order. Communication models can sometime encourage traditional thinking and stereotyping but can also omit some major aspects of human communication.
1. Shannon- Weaver Model
Shannon and Weaver Model contains five elements: information source, transmitter, channel, reveiver and destination.The information source is where the information is stored. In order to send the information, the message is encoded into signals, so it can travel to its destination. After the message is encoded, it goes through the channel which the signals are adapted ffor the transmission. In addition, the channel carries any noise or interference that might lead to the signal receiving different information from the source. After the channel, the message arrives in the receiver and is reconstructed(decoded) from the signal before finally arriving at its destination.
Advantages of Shannon Weaver Model
· Concept of noise helps in making the communication effective by removing the noise or problem causing noise
· This model takes communication as a two-way process. It makes the model applicable in general communication.
· Communication is taken as quantifiable in Shannon Weaver Model


 [image: File:Shannon's model.png - Wikipedia]

2. Berlo Model
Berlo’s  communication process starts at the source, which is the part that procedus the message using its communication skills, attitudine, knowledge, social system, and culture. After the message is developed, which are elements in a set of symbols, the sender step begins. The encoding process is where the motor skills take place by speaking, writing, touching etc. The message goes through the channel which carries the message. Then the receiver step begins. The decoding process is where the sensory skills take place by hearing, seeking, feeling touch, etc. Finally, the communication process end at the destination, which is the part that interprets the message using its communication skills.
 [image: Berlo - Praxis Framework]
                                                                                             
3. Schramm 
 This model breaks the sender and receiver model it seems communication in a practical way. It is not a traditional model. It can happen within our self or two people; each person acts as both sender and receiver and hence use interpretation. It is simultaneously take place e.g. encoding, interpret and decoding.
Information is of no use unless and until it is careffuly put into words and coveyed to others. Encodin plays a very important role because it initiates the process of communication by converting the thought into content. When the information reaches the recipient his prime responsibility is to understand what the speaker intends to convey. Unless and until the second part is able to understand or decode the information what the sender wants to communicate, the message is actually of no use. Thus encoding and decoding are two most important factors of an effective communication without which information can never flow between two individuals.[image: File:Schramm Communication Model.svg - Wikimedia Commons]
                                                                                                       
BARRIERS OF COMMUNICATION

A communication barrier is anything that prevents us from receiving and understanding the messages others use to convey their information, ideas and thoughts. They can interfere with or block the message you are trying to send.Communication means sharing meaning. With no sharing there is no communication. To communicate successfully in a team or with others, at work or in the community, we have to understand the communication environment and the barriers which prevent message being sent and received successfully.  
Most people would agree that communication between two individuals should be simple. It’s important to remember that there are differences between taking and communicating. When we communicate , we are successful in getting our point across to the person we’re talking to. When we talk, we tend to erect barriers that hinder our ability to communicate . There are five of these types of barriers to effective communication, including: 
1. Attitudinal barriers 
A common cause of communication breakdown in a workplace situation is people holding different attitudines, values and discrimination. Some people may think that they should treat people or be treated differently based on what they perceive as their status or power within a workplace or in the community.
2. Behavioral barriers
Our situation, appearance and behaviour may contribute to other people’s stereotyped views. This could contribute to communication breakdown. Stereotyping occures when we assume we know something about a person because of their cultural or social background.
3. Cultural barriers
Communication with people of different cultures and backgrounds means becoming aware of the differences in values beliefs and attitudes that people hold. Empathy is important for overcoming barriers to communication based on culture. Empathy means sensing the feelings and attitudes of others as if we had experienced them personally. Some tips to create empathy are: respecting other’s feelings and attitudes, using active listening skills, encouraging involvment of others by asking questions while respecting personal privacy , using open body language and an encouraging vocal tone, taking other people’s fears and concerns into considerations , refraining from giving unsolicited advice, not blaming instead working towards a solution.
4.Language barriers
Language barriers occur when people do not speak the same language, or do not have same level of ability in a language. What is acceptable in one culture may be offensive in another. What is clear t us may not be clear to others. The quality of the voice is also important for clear communication.Listening actively to other people and letting them know that you are listening is an excellent way to overcome language barriers.
5.Environmental barriers
Not all barriers to communicate are caused by people. There are many environmental factors affecting the effective communication process. Messages can be blocked by environmental factors, such as physical setting or the situation where communication takes place.
COMMON BARRIERS TO EFFECTIVE COMMUNICATION
The use of jargon; Emotional barriers and taboos: Lack of attention, interest,distractions or irrelevance to the receiver; differences in perception and viewpoint; physical disabilities such as hearing problems or speech difficulties; physical barriers to non-verbal communication.
A skilled communicator must be aware of some barriers and try to reduce their impact by continually checking undestanding and by offering appropiate feedback.

POOR COMMUNICATION
Poor communication is frustrating in the workplace and can lead to poor performance, lack of teamwork low morale and reduce profit.
I define poor communication as a style in which information is communicated to the others in a negative or harsh way.Fear is one main cause of poor communication that makes team members feel the need to protect their own interests… Lack of commitment due to wich project team loses faith that they can achieve the project goals is another cause of poor communication.
A example of poor communication that I had been throw it is about what was happen to me few years ago when I was had and run my own business, a small coffe-bar. After 3 years of running this business, I was feel that this is not anymore what I wish to do and that I had enough with all that. In that moment the poor communication apperead between me and the 2 emplyees (collegues) that I had. One of the biggest signs of poor communication between us it was that me (sender) I didn’t knew on that time how to communicate with them ( receivers) and didn’t know how to decode the message that I was want to arrive on them.
I was start saying things like: I feel like all this work is going nowhere: I am feeling bored in my role etc. All this types of things because I didn’t knew on that time how to manage the situation and be open with them ans say them clearly that I don’t wish the business anymore and I don’t see me in the future doing this anymore as I have another goals in my life that I want to follow. The tension that I was created by  complain all the time at the workplace, I think it was the result of lack of communication between me and them and was lead to low morale for them, poor results , affecting productivity and performance. If I was analyzing how to send this message to them, how they will receive it or how can be misinterpreted in the process between sending and receiving, I think that on that time I would manage much better the situation.
 Good reasons for fixing por communication in the workplace are:
Check to make sure that the others understand your point of view send your message, be sure that the message is encoded and it go to right channel.
CONCLUSION
Efficient team working can transform the workplace. It can help create open channels of communication improve productivity. Help keep morale high and provide individuals with a sense of identity and purpose. Teamwork is an influential thing that can lead to wonderfull success in the business world and educational world. People who are able to develop the skills and functions to work alongside other people are able to accomplish many things.
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