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1.Introduction
The communication refers to a process of transmitting or exchange of information via a medium from person-to-person or place-to-place. Communication is crucial in every aspect of our lives to express ourselves better as well as to coordinate with others for the fulfilment of any particular job. In the case of management, communication is the key to help a company to go uphill and flourish. A group of people working in an organisation need to possess effective communication among them to implement the idea they have planned in the process of sustaining a goal. The communication is considered to be effective when the message generated by the sender is appropriately delivered to the receiver, and he or she responds as well by understanding it properly. This effective communication is necessary for management to organise the plan as structured and to carry out the process flawlessly to reach the goal.  Communication itself is a complex domain, but in my essay, I will try to focus on difference between communication and effective communication, and a short analyse of theories of communication. Add to that, the current essay will show how important is communication in a business organisation and the practical scenario in an existing company as well. 
2.Communication
The process of communication is a powerful tool, with unlimited possibilities but also with limitations, so defining this process might be a very hard job to do, as you can find various definitions and approaches. “Communication is the exchange of thoughts, information, or ideas that results in mutual understanding between two or more people.” (Maund et all, p.47) So communication is about sharing, transmitting information, even the word “communication” derives from the latin word “comunicare”, which means to share. When talking about its purpose, “communication can be defined as the study of message-related behaviour” according to Brent D. Ruben (p.14). So instead of focussing on how the message delivered is constructed and how, he is focusing on the functionality of the message, how it is received.
3.Importance of communication
Communication is one of the most important skills in one’s life, being in the centre of everything we do. Brent D.Ruben is concluding that  “communication is a very fundamental and important aspect of life(…)is essential for individuals, relationships, groups, organizations, and societies”(2005,p14),  adding that “for us as individuals, communication is our link to the world, our means of making impressions,  expressing ourselves, influencing others (…).”(2005,p13) 


4.Importance of effective Communication in a business organisation
Effective communication is the key to a better relationship in every aspect of life, including the business sectors. When message is received and interpreted correctly by the recipient, it might be concluded that communication process it was effective. Poor communication processes and issues happen unconsciously, but if we pay attention to all insights “and change what we do as a result, then our communication become much more effective” (Morgan, p.246). Having clear and insightful communication with the employees helps the company to make the workers understand thoroughly what is being wanted from his or her end for the execution of any particular task and this helps the company to grow and to meet its target efficiently. Add to that, innovative ideas and insightful opinions act as fuels to help the company to outgrow and only a good and effective communication in between employees can bring them up in front of all helping the company to achieve more. Effective teamwork is the fundamental basis of a company to assess its effectiveness of productivity and reliable communication in between team members help to maintain the team spirit that motivates them to contribute. Effective communication helps to impart knowledge and a positive atmosphere to build trust in between employees and company which plays a significant role in the development of better management and business as well (Hänninen and Karjaluoto, 2017). 
On the other hand, effective communication is necessary with the customers as well to thoroughly understand their demands and even to explain them better if there is any service issue (Kibe, 2014). 






5.Methods of Communication
Since communication is a method of transmitting messages from a sender to a receiver through a medium, the whole process gets interrupted if the medium is not built correctly. The means of communication can be categorised based on mediums that are being used to connect with people. There are about five types of communication, as mentioned below:
    a)Verbal communication: this type of communication represents the basic structure of connecting with people that includes exchanging of words face-to-face. Be it on a telephone call or sitting next to each other, when the communication takes place using meaningful words, it is known as verbal communication. 
     b)Non-verbal communications: delivery of words remains incomplete without facial expression or a body gesture, and the type of communication that includes these non-verbal items to communicate is known as non-verbal communication. Since words can be expressed in many different ways, verbal communication can be misleading without any facial expressions or gesture and here lies the importance of non-verbal communication (Glowinski, Osher and Yin, 2017). 
   c)Written communication: as the name suggests, this communication takes place when thoughts are expressed through the means of writing to establish communication. Written Facebook and twitter posts are an excellent example of that.
    d)Listening: When someone is trying to convey some messages, active listening to him or her helps to engage with that person ensuring effective communication. If the signal being generated cannot reach a person, it means nothing, and that's why listening is essential.
    e)Visual communication: when a communication is established through the means of some visual medium, it is referred to as visual communication. Be it a television programme or a social media post. Its visual expressions help to know what they are trying to possess. This kind of communication is so trendy nowadays because of the active participation of people on social media.   




6.Theories of Communication
     6.1. Shannon and Weaver’s communication model 
      Shannon and Weaver's communication model is defined as a framework that is for analysing the process of exchanging messages between the sender and receiver. This model stands on seven elements:
1. Sender:
This is the first element where the sender acts as the source of information. Individuals gather the information and prepare to pass that information as a message by selecting ultimate channels. Senders can give these messages through different techniques such as written, spoken, body language, eye contact or music process.
1. Encoder:
The encoder is known as a machine like computers and telephones (can encode binary digits) by which the sender tries to transfer his thoughts with the help of spoken, sign language and written power. 
1. Channel:
Channel acts as a medium between the sender and receiver for communication. This process can be done face-to-face and over air-based mediums.
1. Noise:
Noise can disrupt the whole process of communication between the sender and the receiver. Internal sounds like misspelling or misinterpret sentences are categorised in this part where external sounds are categorised external noises of the outside world.
1. Decoder:
Decoder makes easy the encoding results to the receiver.
1. Receiver:
The receiver is the end of this model. In this step, the receiver finally gets those messages, which are sent by the sender.
1. Feedback:
Feedback happens when the receiver responds to the sender for closing communication loops (Gillespie and Schiffman, 2018).

. 
6.2. Berlo Model of Communication
Berlo’s communication model contains four different components. Each component has provided various types of functions:
Sender:
Sender acts as the source of massage. After preparing messages for passing to the receiver, the sender uses mediums like listening, reading and speaking. Body language is another method for delivering the final thoughts of the sender. Through this, there are vas possibilities that arise from gaining knowledge for making effective communication.
Messages:
Messages contain elements, content, posture, structure, code and treatment. The sender uses a different kind of techniques for decoding words and transfers to the receivers. Besides this, by using modern techniques like computers and telephone, the sender quickly sends messages to the receiver by channels that are described in the next part of this model. The entire process is well planned by the sender (Bovée, Thill and Raina, 2016).
Channel:
Channel acts as the medium for sending messages to the receiver. The receiver for analysing can pick up channels like sound, smell, touch or test. Apart from this, the receiver can use channels like hearing and vision elements for breaking the code of the sender that is sent to another side party. Mass communications are mainly used for this part of the communication model.
Receiver:
At the time of receive elements that are sent by the other side party, the various interruption may occur. However, the receiver can avoid those noise and decode those sending codes of the sender. Communication happens smoothly and effectively (Petersons and Khalimzoda, 2016).




       6.3. Schramm Model of Communication
Schramm model has contained simple components:	
Sender:
In this part, a person acts as the mainstream for exchanging messages to receivers. This person encodes and converts the signal and send to the receiver. In this part, there are lots of uses of communication systems like spoken, written and technological are taken by the sender.  In this part, the sender acts as the encoder (Kibe, 2014). 
Messages:
The sender and time adequately prepare messages for execution to the receiver. The sender makes various contents where particular words are being provided to the receiver. This is the section where lots of activities take part in delivering messages to the receiver. 
Receiver:
The receiver acts as the decoder who can break the message and try to understand that sender has tried to pass. In this part, the various interpreter may arise. At that time, the receiver attempts to analyse the actual message that the sender has provided (Lim, 2017).


7.Effective Communication at your workplace (with examples)
As per my personal experience, I have learnt that effective communication is a must-have skill to make an impact in a business organisation. I have worked few years in a business company to gather practical knowledge, and I have noticed that I was able to improve my quality and to be dedicated more towards my work since the management built up effective communication with me as an employee and with the team I was working for as well. As a newcomer, I had very little knowledge about the execution of official tasks and used to face obstacles while working. But, as soon as a robust effective communication grew with other team members and seniors as well, things became way more comfortable, and I felt confident in executing my tasks with the help of other co-workers. Add to that, when I became capable of working decently and managed to reach my target, the management appreciated my dedication building up an effective communication that motivated me to contribute more to the upcoming journey. Having secure communication helped me to build up trust with the company as well. So, I can say that as communication appears to me as an art and its skillful implementation can make a big difference (Bovée, Thill and Raina, 2016).  



8.Conclusion
This can be concluded from the discussion mentioned above that communication is a useful tool in everyday life, and also that plays a significant role in the growth of business management and company. For example, in a company, establishment of a crystal-clear communication that is motivating and insightful should be built up with employees to sustain the desired destination as a well-known company. Since customers are also a vital part of the expanding business, it is very crucial to have transparent and effective communication with them as well to get a clear idea about their demands.
At work, keeping a conversation consisting of balanced formality, voice tone, and a decent language with the employees is essential for the authority to ensure maximum productivity. In everyday life, being more aware of the complexity of the subject and trying to improve his or her own communication skills, it will help for a better understanding of the others, but also it will help to deliver a clearer message.
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