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[bookmark: _Hlk39497645] Introduction 

In this assignment we will talk about communication importance, types of communication and Shannon and Weaver, and Berlo communication theories of work place communication , the role of culture in communication , effectiveness. Businesses need to learn certain aspects to perform the activities assigned to it in a better manner at the workplace. Knowledge, skills and abilities are three important aspects of one person’s career.[footnoteRef:1]There are a lot of roles and tasks that an individual need to do to achieve the performance objectives. Employability skills as the transferable skills needed by an individual to make them ‘employable’. Along with good technical understanding and subject knowledge, employers often outline a set of skills that they want from an employee. These skills are what they believe will prepare the employee to carry out their role to the best of their ability. [footnoteRef:2] Motivation is all about your needs, desires, wants or drives within the individuals.[footnoteRef:3]  According to Harper, et.al, 2010, we need to use motivational methods and numerous methods for communication to communication with others in an organisation in a better way. There are a lot of roles in an organisation that needs to be achieved in an effective the way to solve the problems arising at the workplace.  [1:  https://surgeadvisory.com/development/the-importance-of-knowledge-skills-and-abilities/]  [2:  https://www.exeter.ac.uk/ambassadors/HESTEM/resources/General/STEMNET%20Employability%20skills%20guide.pdf]  [3:  https://www.managementstudyguide.com/what_is_motivation.htm] 




      





























[bookmark: _Hlk39497731]What is communication?

Communication is the sending and receiving information from one person to another or from one place to another through verbal or nonverbal. The person who is sending the information is the sender and the person who receive the information is the receiver. 
Communication skills are abilities you use when giving and receiving different types of information. Some examples are communication ideas, feelings or what’s happening around you. communication skills are listening, speaking, observing and empathizing. it can also help to understand the differences in how to communication through face-to-face interactions, phone conversations and digital communications, like email and social medica. [footnoteRef:4]  [4:  https://www.indeed.com/career-advice/resumes-cover-letters/communication-skills] 


Why is communication important?
[bookmark: _Hlk39497876]When a business what is said to us.[footnoteRef:5] [5:  https://www.skillsyouneed.com/ips/communication-skills.html] 


can communication efficiently is the most significant of all life skills. Good 
communication allows that business to pass information to other people, and to understand 
Communication is significant and an essential tool in every business because it allows business to achieve productivity and maintaining strong, lasting working relationship at all level of an organisation. Businesses that capitalise time and energy into delivering clear lines of 

[bookmark: _Hlk39497917]What are the different types of communication? 

There are many ways we can share information with each other. For example, verbal communication when going for an internal with the manager of a company. You can use writing communication when applying for a job or sending an email. 

These are the four main ways of communicating styles including verbal, nonverbal, written and visual: 

· Verbal communication – is a type of oral communication where the message is communicated through the spoken words. Here the sender gives words to his feelings, thoughts, ideas and opinions and expresses them in the form of speeches, discussions, presentations and conversations. [footnoteRef:6] For example, work meeting communication, presentation at school, conversations between students  [6:  https://businessjargons.com/verbal-communication.html] 


· Nonverbal communication – is the use of body language, gestures and facial expressions to convey information to others. It can be used both intentionally and unintentionally. for example, you smile unintentionally when you hear a pleasing or enjoyable idea or piece of information. nonverbal communication is helpful when trying to understand other thoughts and feelings.

· persons that make use of written words is called as written communication.[footnoteRef:7] Examples of written communication that is transactional include emails, business communication is for everyday use and is usually short and direct and needs action from the reader. [footnoteRef:8] [7:  https://businessjargons.com/written-communication.html]  [8:  https://bizfluent.com/info-7785121-types-written-business-communication.html] 


· Visual communication – is the transmission of information and ideas using symbols and images. it is one of three main types of communication, along with verbal communication (speaking) and nonverbal communication ( tone , body language , etc . ) . visual communication is believed to be the type that people rely on most, and it includes signs, graphic designs, firm, typography. 


How can communication be made effective in a business organization? 
[bookmark: _Hlk39499257]Communication plays a significant role in all surfaces of a business. It is significant to a business both internal communication within your company as well as the communication skills of the company employees are effective. If a business wants to develop their organization that business must have well effective communication skills, because that is the most important part of a business. Effective communication helps directors to achieve the basic functions of management-planning, organizing, motivation and controlling. Communication skills whether written or oral form the basis of every business activity. So, it can be said that effective communication is building block of an organization. 
Effective communication is a basic requirement for the instant messages, invoices, short memos, forms and letters. This kind of accomplishment of a business goals. no organisation, no group can exist without communication. Co-ordination of work is impossible, and the business will fail for lack of communication. Co-operation also becomes impossible because people cannot communication their needs and feelings to others. If open communication within a workplace is encouraged, a more cohesive and effective team will arise. Good communication within a team also tends to increase staff’s morale. When staffs feel that they are well informed of the business’s direction and vision, they will feel more secure within their role. Regular internal communication can also lead to an improved work ethic if staff are remined of achievements and feel that they are working towards a common goal. [footnoteRef:9] [9:  https://www.linkedin.com/pulse/importance-effective-communication-organisation-avinash-senapati] 


[bookmark: _Hlk39498091]
Communication theories 

[bookmark: _Hlk39498050]According to Mowlana 2018, Communication theories includes many features; a sender, a message and a receiver, noise , nonverbal cues, cultural differences and so on. It keeps track of a lot. It can take the form of one human being and perceived environment through messages in the form of signs, symbols and thought. According to Shannon and Weaver, 1949, it is producing one point either exactly or approximately a message selected at another point. [footnoteRef:10] [10:  https://www.kbmanage.com/concept/communication-theories] 

Communication theory studies the scientific process of sending and receiving information. There are many principles, methods, and components that can affect a message, and communication theory explains it all. 

For example, having your friend reading a book to you in a silent library, in a crowed café, and at a reggae concert, and then questioning them on their understanding of the book. The theory predicts that because the amount of environmental noise increases the amount of information transmitted reduced too. Therefore, the person listening to you reading the book in the library will received and understood more of the information contained in the book than the person listening to it at the reggae 

[bookmark: _Hlk39498180]Shannon and Weaver 
Shannon was an American mathematician while Weaver was a scientist. The mathematical theory later recognised as Shannon and Weaver model of communication or mother of all models. This model is more technological than other linear models.
These are the concepts in Shannon Weaver model: 
· Sender (information source) – sender is the individual who makes the message, choose the channel and sends the message. 
· Encoder (transmitter) – encoder is the sender who uses machine, which converts message into signals or binary data. It might also directly refer to the machine. 
· Channel – channel is the medium used to send message. 
· Decoder (receiver) – decoder is the machine used to change signals or binary data into message or the receiver who translates the message from signals. 
· Receiver (destination) – receiver is the person who gets the message or the place where the message must reach. The receiver provides feedback according to the message. 
· Noise – noise is the physical disturbances like environment, people, etc. which does not let the message get to the receiver as what is sent. 

Example of Shannon Weaver model 
A businesswoman sends a message through phone text to his worker about a meeting happening about their new promotion. The staff does not receive the full message because of noise. It goes like this: 
Businesswoman: we have a meeting in the café next door to the workplace (at 9 am goes missing due to phone network disruption or noise) 
The worker (feedback): At what time? 

Here, 
Sender: businesswoman 
Encoder: telephone network company 
Channel: mobile network  


[bookmark: _Hlk39498869]Schramm 

 The schramm communication model is a cyclical communication model covering all basic principles of communication. The schramm communication offers a classic approach to explanation of communication. It can be used to determine how communication between two folks works when they’re exchanging information, ideas, or attitudes.[footnoteRef:11] [11:  https://www.toolshero.com/communication-skills/schramm-communication-model/] 


For example, a teacher on neurophysiology delivered to an audience of year 11 graders many result in little or no communication. The teacher has background of chemistry and biology, and beyond that very particular knowledge of biochemical processes in the nervous system. The audience would lack the vocabulary, if nothing else, to make sense of the information. [footnoteRef:12] [12:  https://cs.eou.edu/rcroft/MM350/CommunicationModels.pdf] 





[bookmark: _Hlk39498996]Role of culture in communication 

Culture is a very significant part in communication sharing. usually, people respond to how we speak rather than what we say. The culture in which folks are socialized influences the way they communicate, and the way folks communicate can change the culture. [footnoteRef:13] [13:  https://www.tandfonline.com/doi/abs/10.1080/15358590600763391?journalCode=rroc20] 



[bookmark: _Hlk39499029]
Workplace communication 

Workplace communication is a significant part in mergers & achievements.  Workplace communication is the exchanging information from one employee or group of employees to another employee or other group of employees in the business. [footnoteRef:14]This communication is vital for the ability of the business to be productive and also for its smooth process. Communication includes written and verbal communication , along with nonverbal communication  ( such as facial expressions, body language , or gestures) , visual communication  ( the use of images or pictures , such as painting , photograph , video or film ) and electronic communication ( telephone calls , and electronic mail etc) . Effective communication is critical in getting the job done, as well as building a sense of trust and increasing the output of staffs. [footnoteRef:15] [14:   https://www.feedough.com/what-is-workplace-communication-why-does-it-matter/]  [15:  https://www.ispatguru.com/workplace-communication/] 






[bookmark: _Hlk39499107]Purpose of workplace communication 

The purpose of workplace communication allows businesses to be productive and function successfully. Staffs can experience an increase in morale, productivity and commitment if they are able to communicate up and down the communication chain in an organization. [footnoteRef:16] Employers who devote time and energy to make open communication lines will rapidly create trust amongst staffs, resulting in productivity, performance and general morale. At the same time, staffs who communicate effectively with their classmates, directors and clients continue to be valuable assets to a business. [footnoteRef:17] [16:  https://study.com/academy/lesson/workplace-communication-importance-strategies-examples.html]  [17:  https://www.incorp.asia/hr/importance-of-good-communication-at-workplace/] 



[bookmark: _Hlk39499435][bookmark: _Hlk39499402]Effectiveness of workplace communication 

Effectiveness of communication is communication among two or more persons with the purpose of delivering, receiving, and understanding the message successfully. It is the process of information’s sharing among team members in a way that keeps in mind what you want to say, what you really say, and what your audience interprets.  

To make sure your communication is most effective way possible, you need to know what the 7 principles of communication are. So, below list of the 7cs of communication, also known as the 7 principles of communication, will provide you with a useful checklist to ensure good communication in the workplace. 
· Concrete – when your message that you want to convey is concrete – not liable to have fallen , your audience  ( team or clients) will have a clear picture of what you’re trying to tell them. 






Making the completion   of this essay I come to realise how importance   communication is at workplace and at the university.  communication 
[bookmark: _GoBack]This is one of the best skill everyone should have because as for me i have learn a lots from this essay when I go back to my workplace I will use most of the stuff I have learn about communication. 

