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Introduction
                           
This issues  surrounding  communication.  The   rational  is  founded  on a  review  of  theories  ,models  and  methods  of  communication.   Most  studies  have  been  base  on  importance  and  methods  of  communication  in  the  business sector.
          Gernerally    ,communication  is  shared  feeling/ share  understanding. People  have  always  communicated  ,but  the  process  of  communication  became  a subject  of  study  in  the  modern  society .l  will  describle  communication  as  the  transmission  of  information  and  meaning  from  one  individual  or  group  to  another.  Communication  is  a  two way  process in  which participants  not  only  exchange ideals ,feelings  and  information  but  also  create  and  share  meaning  for  reaching  mutual  understanding ,it  is  also the  exchange of  ideas  ,thoughts  ,messages or  by  speech, sigals  or  writing. It  is the  expression  or  exchange  of  information  by  speech  ,writing  gestures,  conduct etc. 
           
          THEORIES  AND  MODELS:

       Comunication  theories  and  models   can  vary  depending  upon  what  type  of  communication  is  being  studied.  Models  communication  are  commonly  used  while  studying  communication  and  with in  this   field,there  are   many  useful  models.

    Shannon-weaver  model  of  communication:  As  to  normal  communication, this model has  been  called  the  mother  of  all  models. [Shannon,1948] features  include: linear  proccesee, simple  models [technical] content/ message  is  easy  to  identify  but  hard  to  solve [semantic]  and  source  is  dominant  factor/  discion  maker   impact/ effectiveness.
 This  model  deals  with  various  concepts  like  information  source,  transmitter,noise  ,channel ,message,  receiver, channel,  information  destination, encode  and  decode.
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Figure 1: 


This  diagram  of  the  Shannon -weaver  model- In  the  theory  meaning  is  in  message, this  message  transmitted  via  a  channel  to  a receiver.
Advantage:  their  theory  significantly  influenced  the  development  of  communications  models  promoted  more  research  on  the  subject.  It  provides  a  general  model  of  the   communication  process  that  could  be  treated  as  the  common  ground  of  such  divese  discipline  as  journalism, linguistics  and  speech/ hearing  science.
Schramm  model  communication: in  my  understanding, meaning  is  transferred  between  individuals,  corporations  and  others.
[image: ]Figure 2:                                             

Figure2:2: The  schramm  model of  the  communication  process. In  his  circular  schramm  embodied  idea  that communication  is  a  circular  process  by  nature.  He  considered  decoding  and  encoding  as  activities  maintained  simultaneously  by  sender  and  receiver  he  also  made  provisions  for  a  two  way  interchange  of  message  [schramm,1961]
 He  states  that  communication  process  does  not  start and  end  somewhere  but  is  endless.
Advantage: it  is  dynamic,  IncIudes  redundancy,  sender  and  receiver  are  the  same  people, feedback  is  integral  part  of  the  process  and  so  suggests  communication  to  be  circular  in  nature.
The  key  disadvantage  is  that  it  does  not  taik  about  semantic  noise  and  assumes  the  moment  of  encoding  and  decoding.
It  also  shows  that  econding   and  decoding  are  two  most  important  factors  of  an effective  communication  without  which  information  can  never   flow  between  two  individuals  .Schramm’s model  also  revolves  around  the  above  principle. According  to  the  schramm’s  model,  coding  and  decoding  are  the  two  essential  processes of  an  effective  communication.

Berlo  model  of  communication [1960]: in  this  model  ,he  stress  on  the  relationship  between  the  person  sending  the  message  and  the  receiver. According to  this  model  ,for  the  message  to  be  properly  encoded   and  decoded,the  communication  skills   of  both  the  source  and  the  receiver  should  be  good  .The  communication  will  be  at  it’s best  only  if  the   two  are  skilled .Berlo’s  SMCR  model  has  four  main  components  has  it’s  own  sub  components[figure11]
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Figure 3: 








The  major  disadvantages  of  berlo’s  SMCR  model  of  communication  are  :lacks  feed back  and  didn’t  mention  of  barriers  to  communication  like  noise;  it  is  complicated  model  to  apply  to  daily  life.

    IMPORTANCE OF  EFFECTIVE  COMMUNICATION
Studies  indicate  that  organisations  are  pointing  to  effective  communication  as  an  influential  factor  in  business  success  [ Cees  ,Berens  ,Dijkastra,2005; Holtz,2004: Quire,2000].  Hanna  [2005]  splits  general  communication  as  an  interactive  process  which  should  resuit  in some  action  and  internal  communication  being  all formal  and  informal  communication   that  internally  takes place   with in  organistion,  However, Jan  and  Henk  [2004]  view  communication  from  two  point  ,implicit  and  explicit, both  of  which  occur  on  an  organisation  simultaneously  and  argues  that  managers  must  be  keen  to  ensure  consistency  of the  two  for  effective  communication  to  have  happened.
Heathfield [2012:36]  otline  four  mechanisms  needed  for  effective  communication, these  components  are  individual  sending  message  must  present  them  clearly  and  in detail  with  integrity  and  authenticity.  Secondly  message  receiver  must  decided  to  listen  ,ask  question  for  clarity,  implicit  and  explicit,  both  of   which  occur  on  an  organisation.
Lastly  ,some  studies  have  brought  about  enough  empirical evidence so  as  to  show  that  the  effectiveness  of  an  form  of  communication  depends  not  only  but  also  on the  extent  to  which  different  communication  media  was  used  in  each  stage.
The  use  of  inadequate  media  for  any  given  stage  could  have  even  a  negative  resuit  [Katz1963]

     METHODS  OF  COMMUNICATION
Human  have  communicated  through techniques  and  methods  .the  use  of  symbols, gestures ,sounds,  drawing  and  sign  languages  were  some  methods  ,of  communication  used  by  the  early  man.
Website: kottler  and  Armstrong  [2006;177-88  says  that  versatile  tools  that  can  be  used  for  various  purposes  including  handling  crisis situation  and  presenting.
E-mail  is  now  adominant   force  in  written  communication  [o ’kane   et  al 2004]  and  has  made  e-mail  processes  such  as  deleting  and  not  responding  to  messages,  an  acceptable  communication  process  to  day. E-mail  reduces  transaction  time  by  offering  instant  transmission  almost  anywhere  in  the  world  at  relatively  low  cost [Thomas  et  al.2006:257]  most  banks  have  employees  that  are  geographically  located  in  diverse  areas, e-mail  enables  information  to  be  sent  regardless  of  location  / and  or  time  zone, however  the  availability  of  new  technology  does  not  ensure  effecvtive   communication  and  instead  it  is  the  leadership  and  training  in  the  use  of  the  technology  that  will ensure  effectiveness [Berry.2006]

Social  network  as  a method  of  communication  can  effectively  be  used  for  internal  communication  ,group  meetings, [ marketing  wider  reach], sales resolution]  due  to  the  collaborative  interaction  of  organisation  with  their  customers  and  service  provides  waithaka [2012] note  that  social media  offers  a  viral  and  cost  effective  way  for  banks  to  build  a  close  relationship  and  earn  loyalty  from  clients  through  engaging  and  sharing.
Communication between  management  and  employees  can  happen  through  visionary  messages  which  play  an  important  role  in effective  communication [Levin,2000] These  messages  in  all their  circle  encourage  employee  support  by  expressing  the  management  decisions, challenges, responsibilities  with  in  organisation  and  overall  direction.
Conclusion: I  have  clearly  mentioned  the  theories  ,the  models  ,methods,  and  the  importance  of  effective  communication  and  the  extent  to  which  it  affects  business and  management.
An  additional  importance  of  communication is  that  it  facilitates  two  way  feedback  between  the  various  business  units  where  by  the  corporate  communication  teams  in  for  example  a Bank  try  note  that  one  wonders  if  effective  communication  is  acknowledge  in  modern  organisations.
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Scotch egg,Homemade Gloucester old spot scotch egg and HP sauce marintef mix olives
£5.00.

Bread and olives [v] olives artisan ,bread,olive oil and balsamic £4.50.

Starters

Soup of the day, finished with fresh cream and olives ,served with artisan bread and butter

£5.00.

suffalo Chicken wings crispy fried chicken wings cooted in blue cheese dressing ,hot

sauce.£6.00

Cheery tomoto tarttain [vg] with balsamic onions,avocoda and tomoto and tomoto sala with

toased bread .£ 5.00.

pan fried scallops served with cauliflower puree.£6.50

Mains.

Smoothered chicken roasted chicken breast topped with honey tider extra cheddar and

sticky BBQ souce £15.00.
alomon served with mix leaves ,cucmber onion

salomon salad fresh fillet of s
ovocado, peppers soya beansroasted tomatoes, fresh tomotes and lemon.£13.50.

Fish shop

Fish and chips ,handed battered cod fillet chips,your choice of garden or mush oeas and

tarare sauce ,lemon £13.50.

Salomon seabass,pan fried salomon and sea bass fillet with pesto-roasted baby potatoes slow

roasted potatoes £11.00.

Burgers.
Butter milk fried with burger,topped with a burger cheese slice,honey -glazed bacon and
tomoto ketch up served with fries and BBQ sauce £12.50

Viggie burger ,onion topped with a quina smoked cheddar and BBQ chipotle burger £12.00
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Peppered beef b G
UrBer,british beef rib steak burger,onion and served with chips.£11.00

Soft Drinks

Coca-cola drink £2.00

Lemonade £2.00

Fanta Orange £2.00
Beers.

Frosters Beer£4.00

Stella artois £4.00

Peroni £4.00

Desserts.

Apple and pear crumble,villa ice cream £6.5

sticky toffee pudding,vanilla ice cream£6.5

Cholocate ice cream £2.00

Vanilla ice cream £2.00
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Tonoon
In-class exercise 1

Student Name: _(J0hn_PAUL Muliadke studentiD:_LA0R It

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be ret
to you at the next session. You will need to include a scanned cop,
appendix together with your Task 1 (part of the Assignment for this module)-

urned

y of this exercise in the form of an

a business email according to the instructions.
would like a Supervisor, Mary

Ex.1. Read the following brief and write
because you have observed

You are the Director of Communications at your company. and you
December, to go on a training course in non-verbal communication
that her non-verbal skills sometimes send the wrong message.

- Tell Mary why you are writing
- Say what you have observed about her communication skills
- Tell her how you think this course would improve her skills and her relationship with her fellow

workers.
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