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Introduction:
In this introduction, I will explain the importance of communication in management. Writing about verbal and non-verbal communication, encoding, decoding and its importance in management. The models and the theories of communication. Comparing the model of communication and how it may affect an organisation. Method of communication in relation to my workplace. The last part of my article will be Communication between Management and Employees, the comparison between countries, the different cultures that determine information flow.

What is communication:
This is the act of transferring information from one person/group of persons to another. It can also be referred  to as a two way process of conveying information, ideas, feelings, or opinion between two or more persons either verbally or non-verbally, using medium of communication. There is the sender and there is a receiver. The information or message is pass through a channel. The sender pass the information by encoding the message and pass it through a channel and when the receiver receive the information, he has to decode it to understand the message. There is the need for a feedback, which means they go through the same process. For the information to be meaningful, the receiver must understand the message.

Verbal communication.
This is when you use sound and words to express yourself, rather than using gestures or mannerisms. A good example of verbal communication is saying “No” when someone ask you to do something you don’t want to do.
(www.yourdictionary.com)

Non-Verbal communication: 
This is also very important as it convey a lot of messages, the way we talk, the way we stand, the dress code as well are all very important. If I go for interviews, the first impression matters. If I have to address the panel and I have to stand to present whatever I am trying to sell, I must be well dressed, my eyes must be focused, with a good smile that convey confidence to make them want to listen to me. My CV and my covering letter may be excellent, but my non-verbal aspect is equally important.

Encoding and Decoding: 
This is a process of sending messages between a person and another. There is the sender who will send the message by encoding the message and then transmit the message through a medium, when the message gets to the receiver, he will then decode the message before transmitting a response, through the same process. This is useful only when the receiver understands the message and he is able to give appropriate response that sender can also understand. This does not always happen as there could be barriers that make it difficult for the receiver to understand. It could be language/culture/technical difficulties or other forms of noise that it impossible for the receiver to understand.

Oral communication. This is a process of transmitting information from one person to another. This can be done through telephone or face to face. I may be asked to make a speech or debate as a student, it is essential that I can do this in the right way.

Break down of messages being sent by both the sender and the receiver can impact negatively on the organisation. Good communication is a positive aspect and creates efficiency at work.

Communication model and theories: 
There are three main communication model and they are as follows: Shannon Weaver, Berlos and Wilber Schramm model

[image: ]
Shannon Weaver
This can be described as the process of sending information from one person to another. This model has six concepts: Sender, encoder, channel, noise, decoder and receiver. It is generally called mother of all models. In case of a company, you have a manager sending a message to a member of staff, through the medium of communication, like telephone. The manager who is the sender encodes the message and then sends it through the medium and when the message gets to the member of staff, who is the receiver, he would have to decode the message and then response by sending back his own response. One of the major advantages of this model is that it is applicable in general communication, because it based on two way process, the sender and the receiver and as long as noise is removed, it can be applied in all communication. It is useful for one to one communication, like telephone and text messages. Communication is seen as quantifiable. The disadvantages of this model is as follows: it does not give room for noise. It is not useful for group communication as the sender always plays the major role and the receiver play a passive role. It can be seen as mathematical and that could be misleading as human communication is not quantifiable.

[image: berlo's model of communication]

Berlo: 
This model has four components: Sources-Messages-Channel-Receiver.
Each component has determinant factors affecting it. The determinant factor affecting the sender is the same affecting the receiver. Communication skill for both the sender and the receiver is very important. Attitude: The attitude of the sender towards himself and the receiver will determine the meaning and the effectiveness of the communication. Knowledge: The knowledge of the sender and the receiver about the subject is very important. Good knowledge help to enhance the flow of communication. Social system: Value, Believe, Law, religion and other social factors can have effect on communication. Culture: The cultural backgrounds and differences may determine how messages are received and interpreted. Messages: A message is the substance that is been sent by the sender to the receiver. This could be in form of text, voice audio and video. Key factors in the message are : content, which are the things in the message, elements, which are the gesture, signs, and language used in the message. Treatment, this is the way the message is conveyed. Structure, the way the message is structured. Codes, this is the form in which the message is sent. Channel: There are different channels like, hearing, seeing, touching, smelling and tasting. The disadvantages of Berlo are as follows: It does not give room for noise. It could be complex and difficult. It is linear. It has no feedback and the effect may not be known. Sender and the receiver must be at the same levels to be effective.
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Schramm:
This model is only useful if the receiver can be able to interpret the message correctly and then returns it back to the sender, in other words if the receiver is having problems in decoding the message sent, then the message is not completed. Then there is breakdown in communication. Individual knowledge and background matters in this model. This is known as a two ways process between one person and the other. If I send a message to my colleague and the message is interpreted wrongly, and the response I got is different to what I expect, then the message become irrelevant. So this model emphasizes that communication is incomplete unless there is a feedback

Shannon weaver and Schramm are similar, but Berlos model could be seen as complex as it ignore the human aspect, such as thinking, analysing and understanding between the sender and the receiver. It also ignore the barrier to communication such as attitude, physical, language, cultural, knowledge and social barrier.

The importance of effective communication:
This is very important because it enhances the motivation and performance of staffs in organisation.. In a work setting, good and effective communication help organisation to achieve their targets and objectives, as both the staffs and management are working in line with lay down rules and regulations.  In an an educational setting, like the university, students rely on getting most of their educational materials on-line through the internet and the university authority also expect students to submit their work online, so for this objective to be achieved, their has to be effective communication. Students are allowed to have an input by way of feedback and suggestions and this help the university to achieve what they set to accomplish. In open university where students rely on internet for most of their work, effective communication is very important, without it students may struggle to achieve success.



Method of communication:
This can be broken down to verbal, nonverbal, writing, oral communication, face to face. I have earlier dealt with verbal and non-verbal method, so I am just going to concentrate on the rest. Writing: this can be in form of e-mail , text, memo and report. Good writing skill is needed in communication. The message must be clear and easy for people to understand. I may need to send a report to my immediate boss at work or I could be required to send e-mail to a client, I have to be able to write it without spelling or grammatical mistakes. I may also have a CV looking for work, the first impression is very important, if I made mistakes, this could affect how I get the job, as potential employers will see me as not good enough for the job. 

Examples of methods of communications are e-mail as seen below


Communication between Management and Employee:
This could be viewed as formal and informal structures depending on the organisation that we are looking at. Also the culture of the organisation will also determine how the communication flow. There is what is known as host country culture, home country culture and foreign country culture. For instance if an organisation is based in UK and employ English and foreigners, how the management communicate with the employees may be determined by host country culture. Is the management using a formal , hierarchical structure, where information flow from top down or are they using informal structure, with bottom up approach. It all depends on the organisation. Also if we look at countries in Europe and Asia, In Sweden, their culture give room for open minded participation and they tend to use informal approach in management, employees are given room to use their initiative and discretion, whereas if you consider China, they tend to use formal structure, hierarchical structure approach. For instance, if we consider a football manager in corporate environment, the communication will be One to one and informal. What is important is to achieve their goals and objectives.

Larry Duke:
Larry is the head of personnel in Highland Group of Companies. His job entails staff recruitments, conducting interviews, resolving complaints and liaising with other departments. He sent hundreds of e-mails and letters, memos, and reports on a daily basis and also receive a lot back. He always complain that the response that he get from staff members, especially the casual staff, is not good enough. The casual staffs are mainly foreigners, working in the production department. There is one particular casual staff, his name is Andrea. He is fond of coming late to work. Larry felt the need to deal with the situation. The first thing he did was to issue a quarry to Andrea in the form of letter. He waited for one week without a response, he then had to phone Andrea and asked him to come for face to face interview. Andrea agreed to come on the day and time told on the phone. During the interview, Andrea was asked why he is always late for work, his response was that his wife at times come back late from work and he cannot leave his child at home on his own. He was asked why he fail to respond to all the letters that was sent to him. He said that he could not understand the content of the letters as he is just learning English. He was then given a verbal warning about his conduct and he has since improve and now come to work on time.  From the above example, it appears that there is a breakdown in communication because of language barrier and the method of communication used. The lesson here is for Larry to make sure that he use the right method of communication.

Conclusion:
I have been able to define communication, the importance of communication, have dealt with different communication model, the advantages and the disadvantages of each model. I have also written about the importance of effective communication in work environment, I have written about methods of communications and communication between management and employee.
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Fw: My experience at uwtd
15 November 2019 at 14:43

Sent from Yahoo Mail for ipad
fag £5an2@Yyahoo.coiksWipte:

On Friday, Navember 15,2019, 1:09 pm, ismail fasesap <ismail

Dear Lolu,

Ismail
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