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[bookmark: _Toc28860503]Introduction 
Communication is referred to the act of transferring information from one sender to another receiver. Communication between two parties are considered as essential because these is a formal of sharing information among the people. This is mainly the idea of sharing opinions, facts and values with each other. Communication helps in engaging better with the users. Communication is considered as one of the important aspects in management as this helps in organizing the team effectively. In order to carry out a business function it becomes essential to ensure that proper communication has been carried out among the members of the organization. 
The main aim of this report is to describe the different forms of communication that can impact the performance of a business organization. The relevant theories that will help in engaging the performance of the communication will be described so that it becomes ears to understand the different components associated with the communication. The report will focus on identifying the importance of communication and the different methods of communication. 
[bookmark: _Toc28860504]Communication 
	Communication is referred to the way messages are conveyed between two groups of people. Communication can be carried out by different means. It can be either verbal communication or nonverbal communication (Raza et al. 2017). The main aim behind performing communication within an organization is to share the opinions with the people of the organization so that it becomes easy to manage the performance. This ensures that the works are carried out effectively within the organization. 
[bookmark: _Toc28860505]Different types of communication 
Communication is considered as one of the important factors while working within an organization. In every kind of management, it becomes essential to have an effective communication process. There are several processes for sending information from one in group to other. The information can be shared via speech, visuals, writing or by communicating verbally. In order to categories the communication model it is important to determine the kind of receivers and senders that are involved in the process (Osborne et al. 2017). There are 5 types off communication process that allows a group of people or an individual to have an effective communication. The different communication types are described below:
Verbal communication: Verbal communication is also known as Oral communication. This includes the communication that takes place orally between people. The main objective behind carrying out such communication process is that it helps in conveying a better form of communication and ensures that all necessary details are conveyed successfully. 
Nonverbal communication: this is referred to the behavior and the other elements that are portrayed by an individual (Wang 2018). This can be determined by understating the body posture, proximity and facial expressions that are expressed by an individual while working within an organization. 
Written communication: there are several ways of performing written communication. This ensures that all the stuffs are being shared while performing the written communication process. Email, letters, and notices are considered as effective written communication (Noe et al.2017). Further the communication written communication can be formal or informal based on the type of relation the individual shares.  
Formal and informal information communication: the communication is divided into formal and informal based on the participants. The formal and official type of communication can be carried out in the forms of emails, letterheads and reports. These are being carried out mainly in the colleges, business organization and other official premises (Mikkola and Valo 2019). Informal communication is also known as grapevine communication as they are mainly carried out informally. 
Visual communication: the medical industry is the constant user of the visual communication process. Whenever new medicine or equipment comes in healthcare industry, the visual communication method is used for the purpose of expressing the features and the performance. 
[bookmark: _Toc28860506]Ways to make effective communication within an organization 
Effective communication becomes essential as this helps in carrying out the performance of the organization. Effective communication helps in engaging the leaders within the organization completely. The ways in which an effective communication can be carried out within an organization are listed below:
1. Organization should indulge their employees in open meeting so that it becomes easy to share opinions. 
2. Emails can be used for the purpose of communicating with the employees. This will ensure that the necessary messages are passed towards the members of the organization. 
3. One on one communication strategy is considered as one of the best process of communicating with the people. This ensures that the messages are shared effectively between the two members (Hargie 2016). This ensures that the employees can share the issues that are faced by them while working within the organization. 
4. In order to engage the employees within the organization it becomes essential to create a receptive atmosphere.  This will ensure that the communication is carried out in an intense manner. 
5. In order to engage the team in an effective manner it becomes essential to ensure that each team members are offered to communicate openly (Giles 2016). This will ensure that the future objectives are identified and discussed successfully within the organization. 
[bookmark: _Toc28860507]Relevant theories  
Communication is mainly categories based on the relevant theories Shannon and weaver model communication and Schramm and Berlo. 
Shannon and Weaver model: this model of the communication is a linear model of the communication that aims at providing a framework for analyzing the way messages are sent and received by an individual. This theory mainly aims at describing the messages effectively so that the exact data can be shared with the receiver. According to Shannon “The fundamental problem of communication is that of reproducing a message sent from one point, either exactly or approximately, to another point” (Doyle 2017). The model was designed with a sender unit where the information source is shared, encoder that acts as a transmitter, channel, decoder and the receiver. The messages are received and maintained properly for the purpose of ensuring that the shared information is authenticate. 
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Schramm and Berlo model of Communication: Berlo expanded the Shannon and Weaver’s model of communication and designed a new model that contained the following components that are sender, message, channel and receiver. This is further known as model of communication that starts the execution process at the source. The messages are further carried out through the channel and processed towards the intended receiver. 
On the other hand, the Schramm communication model is described with the help of few major dimensions that are message, source, channel, destination and receiver (Easen and Harrison 2017). Thus, the theory states that the communications are a social interaction where at least two interacting agents that shares a common set of signs. 
[bookmark: _Toc28860508]Importance of effective Communication 
Communication plays a crucial role in organization. It becomes essential to ensure that the organization is designed within an effective process. Communication plays a fundamental role in organizing the daily activities (Ahmad 2016). The key advantages that are offered with the help of an effective communications process are listed below:
· Effective communications ensure that the team has been developed effectively and ensures that all the key data are shared among the team members. 
· The growth of the organization improves, and the performance of the employee also increases.
· The innovative idea increases that enhances the performance of the organization and also the services that are offered towards the customers also increases. 
· Effective communication improves the productivity as it becomes easy to increase the talents of the employees. 
· With a great communication the efficient also increases at the working places. This ensures that the chances of mistakes have been reduced to a great extent. 
· Loyalty also increases within the organization with proper communications and management. 
· Employee engagement rate increases with the help of an effective communication process.
· Employee skill gets enhanced with the help of an effective communication process. 
[bookmark: _Toc28860509]Role of culture in communication 
Culture plays a huge role in communications and it becomes essential to have an effective relation. This contains values, beliefs and artifacts. Culture is considered as the root of any society that gives a better way of managing the beliefs and attitude of an individuals. Analysis have stated that culture and communication reciprocally influence each other. The main reason behind understanding the communication and culture is that it helps in carrying out communications between different cultures people (ADEOSUN et al.2017). The communication needs to be carried out by removing the culture so that it becomes easy to engage the customers and the employees together. Satisfied employees have the potential to offer better support towards the organization. Thus, it is important to ensure that proper communication is being carried out so that it can engage maximum users. 
[bookmark: _Toc28860510]Communication between employees and management 
Communication is considered as a crucial factor while working within an organization. While managing the different aspects and activities within an organization it becomes essential to ensure that effective communications strategy is being adapted between the employees and the management. With an effective procedure it becomes easy to organize the different components related to the organization. The formal communications method is being used for the purpose of sharing the details with the management. This process ensures that all the details and concerns are shared effectively with the respective management team. It can be stated that formal method of communications is efficient enough to meet the needs of the organization and employees (Abualoush et al. 2018). In my workplace communication is a key element in successfully transmitting messages. I am a taxi driver who on a daily basis come in to contact with customers as well as dealing with the controllers in the office. It is challenging at the least, as I have to receive each job from the office. Where the controller who uses the radio can sometimes be mis heard. However, dealing with customers whose English is poor is another challenge faced in my job. Many times, I pick up passengers who speak little or no English and because the job may have been booked by another person who can speak English properly but not travelling at that time. If I were going to the wrong destination, they are unable to help me correct this mistake and causes my time and can incur more charges to their journey.
In order to manage the communication between the me and my customers it is important to encourage them to clarify where they are heading to so that it minimum mistakes can be made. Shannon and Weaver would the best model to use as feedback is important in performing my job well.
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[bookmark: _Toc28860511]Effective communication strategies
Communication plays a vital role in organization and thus it is important to implement proper strategies within an organization so that the employees can work effectively for the purpose of meeting the needs of the organization.  The strategies that offers an effective communication within an organization are listed below:
· Practicing active listening among the employees. 
· Removing distractions while working within the workplace so that the chances of jobs getting hampered can be reduced. 
· Recognizing the communication at early stage so that it becomes easy to walk out if it has the potential to hamper the performance. 
· Preparing the employees for tricky conversations
· Organizing and formatting the information for the reader so that it becomes easy to manage the texts that are shared while communicating. 
· The organization needs to implement inbox strategy for the purpose of managing the performance. 
· While working within an organization it is important for every employee to have a formal appearance so that it becomes easy to manage the interaction procedures. 
· Improving the posture while working within an organization.
[bookmark: _Toc28860512]Conclusion 
From the above report it can be concluded that with an effective communication strategy it becomes easy to manage the performance within an organization. Effective communications play a major role within an organization as this helps in carrying out planning, organizing, leading and controlling procedure effectively. The report has focused on analyzing the different types of communications principles that helps in carrying out an effective communications process. The main focus of the report is to identify the major benefits that are offered with an effective communication process. Communication between the two individuals can be performed in different means by including the three key elements. The elements that are essential for carrying out a communication are sender, message and receiver. Communication is important as this helps in managing the coordination among the employees and ensures that the organizational goals are fulfilled successfully. The decision-making process also gets enhanced with the help of a proper communication procedure. It can be stated that with an effective communication it becomes easy to manage the performance within the organization. The report has identified the role of culture in effective communications and the major benefits that are offered with the use of effective commutation within an organization. Also, it can be concluded that effective communication is the key to success of an organization. 
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