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 1.1 Introduction 
Communication is the act of transferring information so that an understanding can be produced. Communication can be done vocally or non-verbally. All the means used in communication is an essential soft skill and vital for the growth of a successful career. This report will shed light on communication theories, types, workplace communication and the barriers faced. 


1. 2 Communication and its Importance 
Having a strong communication skill will help an induvial in every aspect of life -ranging from professional to personal life. From the perspective of the workplace, the transaction takes place within the organisation. Excellent communication skills ensure others allow others and themselves to understand the information more precisely and quickly (Radovic Markovic and Salamzadeh, 2018). Individuals having better communication skills will prevent one from having any misunderstandings, aid one to meet the need and help with the passing of the rules, norms, culture of the workplace from top to down. Communication is important to maintain and sustain the relationship. Its further acts as the bridge to bring people closer and other nations closer where humanity can use meaningful words to avoid miscommunication. Within the organisation, communication facilitates the flow of vital information between departments so it can bring success. Better communication leads one to clarity and adequacy. 
Effective communication is the way by which confidence is being stills and good behaviours in others. With the ability to communicate effective team, work can be conducted, and two or more people can reach an understanding (Krizanova et al., 2019). An individual who must converse properly will be able to lay the foundation for professional development. knowledge and other communication skills help one to get a better job and can result in achievement. 
 1.3 Main Body
 Communication theories 
Shannon and Weaver 
The theory developed by Shannon and Weaver implies effective communication between the receiver and the sender. The application of the theory will also identify the factors that affect the process of communication. Within this model different concepts have been developed -  
· Sender: The source of the message and the person decides the desired message. 
· Encoder: The transmitter that is used to convert the message into the signals. The message of the sender has converted into signals such as Waves that is compatible with the message transmitted via satellites (Kubota, 2019). 
· Decoder: It is the reception place of the signals that converts the signals into the message. The receiver will convert the binary data into messages that will be easy for the person to understand. Otherwise, the receiver will not receive the exact message. 
· Receiver: it is the destination of the message and based on the decoded message the person gives feedback. In any case, if the noise is distracting the message, it will affect the flow of communication between the receiver and sender. 
· Noise:  The models do deal with the exterior noise that influences the messages from external sources. For instance, if any issues occur within the network the message will get distracted. 
Berlo model of communication
Berlo’s SMCR Model of communication implies the process of communication in the simplest form. The acronym SMCR states Sender, message, Chanel, and receiver. According to the theory, communication can be either asynchronous or synchronous. When the receiver is in direct contact with the sender it is called a synchronous channel of process. On the contract, asynchronous happens when the sender is not in direct contact with the receiver. The model of Berlo includes four components that can influence one another by other different factors (Kuznar and Yager, 2020). In order to ensure that the message being is conveyed efficiently, the common ground needs to be there between receiver and sender. Within this, communication has a crucial role and other factors include are culture, knowledge, and attitude are also important. Not all communication is smooth obstruction can happen like disruption noise as well as the asynchronous process.  A number of factors are included that can affect the message like the content, elements, treatment, structure and code. The drawback of this model is it fails to acknowledge the barriers. 
 Schramm 
The Schramm communication model is known as the cyclical communication model that includes the principle of communication. It is used to understand the communication between two people. the theory implies that communications are a two-way process. Both the receiver and the send have to decode the message so as to understand the meaning of the message (Elleström, 2018). In many cases, the recipient and the sender can be the same and that is called interpersonal communication. The communication will be incomplete if the sender does not get any feedback. 
Types of communication 
The main type of communication present are as follows:
· Verbal communication: It will include communication done by the use of spoken words or in many cases sign languages. It is vital to understand how efficiently it is vital to communicate with the ideas so that misunderstanding can be avoided (Guo et al., 2020). In this form right type of language and the proper type of voice, the tone is used. 
· Nonverbal communication: Non-verbal communication is where interaction is done with the help of tone, body language, hand movement, facial expression and eye contact. The non-linguistics transmission of data via visual, auditory tactile and other physical channels is nonverbal communication. 
·  Written communication: It is a form of verbal communication but is completely different from spoken verbal communication. In the form of written communication, the individual can communicate via email, writing, letter, notes or any text. In regards to written communication, it is vital to know the target audience, the purpose and consistency have to be maintained throughout the message. 
· Visual communication: It is that type of communication that complement the other form of communication. In visual communication, the message is being delivered by means of graphical presentation (Lund, 2020). Some modes of visual communication are presentation, diagram, drawings and illustration. 
·  Formal communication: Formal communication is mainly part of office, society, and group. Within the organisational setting, the information flows from a top-down approach 
· Informational communication: it is an unofficial form of communication where the exchange of information takes place between two or more without abiding by prescribed rules or formalities. 
Workplace Communication
 Workplace communication is the way information is being transmitted between one employee to another employee within an organisation.  This form of communication, in general, includes text, messages, voice mails or notes. The importance of workplace communication lies in the productivity and job satisfaction factors. There are studies that have shown improves the overall performance of the firm. it has been observed employees with the highest productivity has received effective communication from their leaders. In addition to this within the work place, communication employees feel empowered if they are able to communicate upwards. This situation arises when the information flows upwards in the office and mainly consist of feedback (Newnam and Goode,2019). Furthermore, employees’ level of job satisfaction improves the downward communication is increased. 
In this scenario, the information flows down from the superiors to the direct reports. In both cases, the flow of information is equally important so that the employees feel secure that are getting authentic and updated information. This encourages people to share their ideas and thoughts so as to be part of the decision-making process. Good workplace communication will enable effective teamwork and the goals of the firm are fulfilled. The flow of communication within any organisation enables the organisation to thrive so that employees can remain motivated and equally knowledgeable. Workplace communication offers an advantage by creating a productive atmosphere within the firm. 
 Purpose of Workplace Communication
 The effectiveness of communication within the workplace is inevitable. It helps the organisation to become more agile and make better alignment.  Further, it improves the KPI associated with employee retention and engagement along with talent attraction. Integration of communication within the organisation will improve the crisis and reduce any incident within the workplace. Poor communication within the organisation will lead to low performance, hence communication within the workplace helps the employees to get integrated with the vision, mission, and purpose of the firm. it will further help to reduce employee turnover and encourage the employees to share their ideas (Tyas et al., 2020) Furthermore, the deskless workforce will be able to have success with proper verbal communication. 
The change within the organisation gets optimised with proper communication. In fact, the employees will be able to stay updated with the change process. In addition to the company with strong communication skills will make the remote work successful. Workplace communication will tend to have a positive influence on the employee. The main purpose of workplace communication is to drive innovation and share knowledge. Firms that have good interdependent communication will likely share more expertise among other workers. The flow of information becomes smooth and both parties receive the message without any disturbance. 
Effectiveness of Work Place communication 
 Workplace communication is effective for many reasons and they bring enormous benefits to the organisation. 
Team building:  the communication that is honest and effective will enable the firm to create a strong team.  When staff consult with each other and conder the feedback given and discuss the point of progress they are more likely to be more enthused to collaborate working.  The strong unit that will be created by them will be more enjoyable and will perform better. 
Boosts growth:  Great communication is always the contributor to the growth of the business that goes hand in hand with the career. It allows to eliminate any uncertainties and accelerate the process of the policies that will ensure the smooth execution of any projects (Bucăţa and Rizescu,2017). 
It increases innovation: Employees often do not communicate often because of the fear of rejection of their ideas. Those people are more likely to get stagnant in their careers. Employees tend to get more creative and innovative when the line of communication is open between managers and supervisors. 
Enhances productivity:  When the employees are able to communicate effectively it enables them to increase the overall productivity of individuals (Latif and Manaf, 2019). Managers understand the talents of the employees and give them clear directions so that they can perform their duty effectively. Giving direction will allow the employees to communicate properly thereby enhancing the level of productivity. 
Barriers to Effectiveness of Workplace Communication. 
The barrier to communication is many and it can arise at any given point in time. With barriers the communication becomes ineffective. The main barriers to communication area:
Being unclear: When communication barriers are concerned, clarity is hard to overcome since the understanding of something will be different to different people. The speaker needs to be clear, with absolute clarity and no ambiguities to be present. From the case study of “Barry and the Communication barriers”, Barry the manager at the restaurant was facing a communication problem. Due to different people belonging from different ethnicity the communication was a problem. The employees were not able to understand the Food safety and it made the manager frustrated. Hence, he needs to communicate in a language that everyone could understand. 
Not listening properly: If the individual does not listen to the message that is being said then effective communication does not take place. But is the tendency of people to jump to conclusions abruptly without hearing the full information (Kapur, 2018). Not only this makes the communication ineffective but can give rise to misunderstanding. 
Lack of confidence: The major problem within the workplace is the lack of confidence that many employees face. They do not share ideas due to the fear of being rejected. Lack of confidence may arise from shyness, discomfort, awkwardness and many more. It only affects the collaboration and suppresses the employees that harm the communication. 

 1.4 Conclusion 
 It can be concluded that communication is vital for the success of a career. Effective communication enables two parties to understand the message and respond properly. This study discusses the importance of communication, the theories, and the types of communication involved. Furthermore, the barrier to the case study and effectiveness of workplace communication is also studied in the report. 
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