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1.0 [bookmark: _Toc39367637]INTRODUCTION    


Communication is derived from the Latin word “communis” meaning, “to make known” this includes written, oral and electronic means (Velentzas & Broni, 2010). Therefore, communication can be define as the act through which a person sends or receives information to or from another person about a particular needs, wants, ideas, knowledge or effective state (Velentzas & Broni, 2010). however, before an information can be communicated there has to be a sender, a message, and a recipient. Humans carry information through a diversity of ways it can be by, talking, telephones, emailing, TV, artworks, gestures, facial expressions and even social contexts (Lakoff & Johnson, 1999).
However, since communication hold an integral part of humans’ day-to day activities and it also plays a vital role in the business environment where communication is need in the management of business organisation. This is because an organisation cannot function and accomplish their objection without interaction in workplace and if communication fails, there is low productivity.  For instance, when we take construction business, before they can construct roads and bridges, there must be communication between the construction parties, tasks are explained to employee on what to do and how it should done, the instructor must give instructions about how, when and where they are going to start construction. If this is lacking it can cause time overrun, cost overrun, conflict between construction parties, poor teamwork, failure of the project and high accident. To prevent all this there is a need of effective communication in managing business organisation. This report seeks to focus on all forms of communication within workplaces, applying relevant theory to workplace communication. And how to improve communication in our workplace.


[bookmark: _Toc39367638]2.0 SECTION ONE   

[bookmark: _Toc39367639]EFFECTIVE COMMUNICATION IN BUSINESS ORGANISATION      

Communication plays a vital role in business organisation and coordinates the activities in business organisations. An organization cannot operate, if there is an absence of communication (Fielding, 2006).  Moreover, effective communication will be achieved when employers and employees understanding some principles in communication, which will help them, achieve effective communication in the organisation (Pauley, 2010).  This section seeks to analysis and discuss how communication through principles can be effective in business organisations.

To begin, for effective communication in organisation, the organisation must recognize the obstacles related to communication process. Recognizing the barriers in communicating is the first step for effective communication to occur in an organisation (Adu-Oppong &Birikorang, 2014). When organisations become conscious of the existence of the barriers, it can minimize the impact of it on the organisation. However, when positive actions are taken it overcomes these barriers. Therefore, when receivers and senders make sure that consciousness is given to the message and ample amount of time is given to listening, it develop effective communication. In addition, when employers/instructors reinforce words with actions for the message to be understood by employees this will crucially enhance communication among various Power or status levels. (Longest, 2000)

Secondly, for effective communication in an organisation administrators should make their ideas clear before communicating. When administrator can consistently examine their idea to be communicated, it makes the idea more clearly to their employees. A lot of communication fail because of inadequate planning (Adu-Oppong &Birikorang, 2014). Therefore, administrators must take into consideration the attitudes, objectives as well as need of whoever receiving the information and whom it will have impact on. It will help bring effective communication in the organisation. (Keyton, 2011)

Thirdly, when employers analyse the main purpose of every information communicated. Before an administrator can communicate the message, he must ask himself what really want to achieve with the message (Adu-Oppong &Birikorang, 2014). He needs to figure out the primary aim and then choose the Language, tone, and an approach to achieve that aimed goal. Administrators should always keep their message clear and straight avoiding to much of information this is because when the focus of the message is sharp, there is a successful results. (Cheney, 2011)

Lastly, for effective communication be achieved in an organisation questions when receivers (employees) stop talking and ask questions. Effective communication cannot be achieved if the employers is communicating an information while the receiver is talking in the process. This do not aim a good listening process (Lunenburg, 2010). When instructors are, giving information listener must stop talking to prevent divided attention and should ask questions this is to motivate the speaker and give evidence that you are listening. It helps to generate more points from the speaker. When this is done it, helps develop an effective communication in the organization... (Kneen, 2011)
 
When the above principles are consciously dealt in business organisations, it will generate good results in the communication process in the organisation and bring orderliness in the activities of the business.



[bookmark: _Toc39367640]3.0 SECTION TWO
[bookmark: _Toc39367641]RELEVANT THEORIES AND ILLUSTRUSTIONS

A model is a structured presentation of objects and events in conceptual and symbolic form. The processing of conceptualizing removes certain details to focus on important factors (Adetan, 2007). There are various models that gives explanation to how communication is transmitted and receives as well as the barriers in the communication. This section emphasizes on three models of communication and barriers associated with each model. These models are; Shannon- weaver model, Berlo’s model and schramm’s model.

[bookmark: _GoBack]Firstly, the Shannon and weaver generated a communication in 1948 after Claude Elwood published his article “A Mathematical Theory of Communication” with Warren Weaver.  Shannon models of communication the technical organisations. His model concepts focus on the Sender (Information source), encoder (transmitter), decoder (receiver), and receiver (destination) and noise (the disturbances that interrupts the process of transmission). This model of communication implies that the sender transmits the message through a medium like telephone and direct it to the receiver. The sender transform the message into codes that is understood by the telephone (Flensburg, 2009). The message is channel in codes through a medium. In addition, the receiver for understanding and interpreting of the message decodes the message. The may be in the channel which, can bring difficulty for the receiver to decode the message, this affect the communication process. Feedback is received from the destination to the source. However, according to (Sperber & Wilson 1986), this model might be old and was proposed based on verbal communication.


[image: ]

Source: Shannon-weaver, 1949.
An illustration is a telephone.
· The channel- a wire
· The signal – an electrical current in it 
· The transmitter &  receiver- the telephone handsets
· Noise- crackling from the wire
Source: Vishnu durga, 2013.


Secondly, we have the Berlo’s model, which was created in 1960 by David Berlo. He developed this model of communication from Shannon and Weaver’s Model of Communication (1949). He set out the determinants affecting the individual components in the communication process (Stead, 1976). Berlo’s model also emphasizes on encoding and decoding which happens between the sender   and the receiver when a message is transmitted. The Model has mainly, four part to illustrate the process of communication namely; sender, message, channel and receiver. Each part is affected by other factors. That is with the sender; it is influenced by communication skills, attitudes, knowledge, social systems and culture. Message is influenced by content, elements, treatment, structure and code.  Channel is influenced by hearing, seeing, touching, smelling and tasting and lastly receiver which has the same influence as the sender (Businesstopia, 2018).

  [image: ]

Illustration of Berlo’s model is a conversation between two friends
John: "Traffic is never good around here."
Alex: "I agree. It would be great if there was a train or a subway line that went through here."
John: "That would be so great. I would definitely take the train if they had it."

Lastly, Schramm’s model of communication. He explains that the communication will not be complete, if the sender does not receive a feedback from the recipient. For instance, imagine a person sharing his thoughts with his friend and his friend not responding to him. Is the communication complete? NO. Therefore, Schramm believed that communication is actually a two way process between the first party and the second party. (Juneja, 2015)





Sender
M↓ ↑M
Receiver
M - Stands for message

An illustration:
John to mark-“Will you accompany me for a movie?”
Mark kept mute and did not respond and therefore the communication between John and Mark was not complete. If Mark did not have any enthusiasm for the movie, he could have responded or given the feedback to John about his unwillingness. With reference  to Schramm’s model, whenever the information gets to the recipient, it is the receiver’s responsibility to give a feedback and let the sender know if the message has been downloaded exactly as the talker wanted. If the receiver is not clear with anything, it must be cleared with the talker. That is, when the talker carries any message to the listener, the listener, decodes the message and once again passes the message to the speaker after it has been understood, which completes the communication cycle in this model (Juneja, 2015).






[bookmark: _Toc39367642]4.0 SECTION THREE
[bookmark: _Toc39367643]HOW TO IMPROVE COMMUNICATION IN A PRIMARY SCHOOL
In a primary school organisation where I work, interactions occurs at different levels. The school is found on mountainous place; therefore we mostly face network problem. That’s, between staff and between students. Before staff meetings are held, staffs are given texts messages to known when and where the meeting will be held. The administrators sent each teacher a text message. However, when it time for meetings, about 10% of the staff will be present while 90% of rest had already left for their homes. This makes it difficult for the meeting to be held since majority of the staff are not around. The next day, when staff are asked reason why they did not show up at the meeting, out of the 90%; 50% claim they never received a message, 25 say their phones were off and 15% claim they had changed their phone numbers. Although the administrator sent the information majority were not able to receive become of frequent network problem. Our organisation uses Shannon-weaver model of communication and face similar problems in the cases study in the literature, where noise (that is network problem) becomes a barrier in the communication process. Because meeting are not mostly held, become of this communication barrier, teachers sometimes don not know there has been a shift of class or exchange in teaching courses. This results in delay of teaching and empty classrooms without teachers.

This communication can be improved by written communications. Where meeting days and times are typed, printed and pasted at the staff’s room for them to read and take notice. If the channel is changed from telephone to papers, it will help prevent network problems and if information is printed and pasted, the few staff the read the notice will inform the other staff before school close. This help to develop effective communication.
 
In the student, level it is noticed that during general assembling with students there are many noises and so students do not pay attention or hear teachers are communicating wat. During assembly, meeting students were told there has been a change in the school timetable and there should read the notice board to know wat books to bring the next day. The following day, students came to with books of the old timetable and therefore it interrupted the teaching process in the school. Students were asked why they refuse to bring books for the new timetable, many claimed they could not hear the announcements because the room was noisy. 
A way to improve this barrier is that, the announcer must check if noise is being controlled in the room before giving the announcement for an easy flow of communication,



[bookmark: _Toc39367644]5.0 REFERENCES

Adetan O., 2007. Communication systems j. Eng. applied sciences. [Pdf] available at: http://docsdrive.com/pdfs/medwelljournals/jeasci/2007/631-636.pdf

Akua Ahyia Adu-Oppong & Emmanuel Agyin-Birikorang, 2014. Communication in the workplace: guidelines for improving effectiveness: G.J.C.M.P., Vol.3 (5):208-213. Research gate. [pdf] available at: https://www.researchgate.net/publication/304782482_COMMUNICATION_IN_THE_WORKPLACE_GUIDELINES_FOR_IMPROVING_EFFECTIVENESS

Bette Ann Stead, 1976. Berlo's Communication Process Model as Applied to the Behavioral Theories of Maslow, Herzberg, and McGregor; the Academy of Management Journal Vol. 15, No. 3 (Sep. 1972), pp. 389-394. Jorg. [Online] available at: https://www.jstor.org/stable/254868

Businesstopia, "Berlo’s SMCR Model of Communication," in Businesstopia, January 6, 2018. [Online] available at: https://www.businesstopia.net/communication/berlo-model-communication.

Cheney, G. (2011). Organizational communication in an age of globalization: Issues, reflections, practices. Long Grove, IL: Waveland Press. Google scholar. [Online] available at: https://books.google.it/books?hl=it&lr=&id=TcQSAAAAQBAJ&oi=fnd&pg=PR3&dq=Cheney,+G.+(2011).+Organizational+communication+in+an+age+of+globalization:+Issues,+reflections,+practices.+Long+Grove,+IL:+Waveland+Press.&ots=AFdTEngsjw&sig=qNNwacAIBHCagZCLzGSa5vT4Rhc#v=onepage&q&f=false

Flensburg p., 2009. An enhanced communication model. Nt. J. digital accounting res. 9:31- 43. [Pdf] Available at: http://docsdrive.com/pdfs/medwelljournals/ijscomp/2012/12-19.pdf

G. Lakoff / M. Johnson, Philosophy in the Flesh: The embodied mind and its challenge to Western thought. Chapter 1, New York: Basic Books, 1999. Research gate. [pdf] available at: https://www.researchgate.net/publication/26361108_Philosophy_in_the_Flesh_The_Embodied_Mind_and_Its_Challenge_to_Western_Thought

Keyton, J. (2011). Communication and organizational culture: A key to understanding work experience. Thousand Oaks, CA: Sage. [Online] available at: https://us.sagepub.com/en-us/nam/communication-and-organizational-culture/book234496

Kneen, J. (2011). Essential skills: Essential speaking and listening skills. New York, NY: Oxford University Press. Google scholar.[pdf] available at: https://www.mcgill.ca/engage/files/engage/communication_lunenburg_2010.pdf

Longest, B. B., Rakich, J. S., & Darr, K. (2000). Managing health services organizations (4th ed.). Baltimore: Health Professions Press, Inc. [Online] available at: http://pubs.sciepub.com/jbms/2/6/1/index.html

Lunenburg, F. C. (2010) Communication: The Process, Barriers, and Improving Effectiveness Schooling Volume 1, No. 1. [Pdf] available at: https://www.mcgill.ca/engage/files/engage/communication_lunenburg_2010.pdf

Michael fielding, 2006. Effective communication in organisations. Google scholar. [Online] available at: https://books.google.it/books?hl=it&lr=&id=2Z_vIcp9gaEC&oi=fnd&pg=PA1&dq=effective+communication+michael+fielding&ots=7ahmQdvDs8&sig=VgdDflejHGvo-w-XjIVP4ZpRufc#v=onepage&q=effective%20communication%20michael%20fielding&f=false

Prachi Juneja, 2015. Reviewed By Management Study Guide Content Team. MSG Content Team comprises experienced Faculty Member, Professionals and Subject Matter Experts. We are a ISO 2001:2015 Certified Education Provider. [Online] available at: https://www.managementstudyguide.com/berlo-model-of-communication.htm

Professor John Velentzas & DR. Georgia Broni, 2010. Communication cycle: Definition, process, models and examples. Technological Institute of Western Macedonia Greece. Google scholar. [Pdf] available at:  https://s3.amazonaws.com/academia.edu.documents/56694648/FINANCE-17.pdf?response-content-disposition=inline%3B%20filename%3DCommunication_cycle_Definition_process_m.pdf&X-Amz-Algorithm

Shannon, C.E. & w. weaver, 1949. The mathematical theory of communication university of Illinois press, urbana. [Online] available at: https://www.scirp.org/(S(vtj3fa45qm1ean45vvffcz55))/reference/ReferencesPapers.aspx?ReferenceID=1311827

Sperber d. & D. Wilson 1986. Relevance communication and cognition. Harvard university press, Cambridge. [Online] available at: http://docsdrive.com/pdfs/medwelljournals/ijscomp/2012/12-19.pdf































PAGE   11
image1.png
mxo
HWO»

O

£

Information
Source

Transmitter Receiver Destination

r>»>ZoH0n

MO>WBULME
>

Tme=

Noise

Source

FEEDBACK




image2.png
Berlo's Model of Communication

Communication
Skill

Aftitudes

Knowledge

Social System

Culture

Message

Content
Elements
Treatment
Structure

Code

Channel

hearing

Receiver

Communication
Skill

seeing

Attitudes

touching

Knowledge

smelling

Social System

tasting

Culture

A Source encodes a message for a channel to a receiver who decodes the message:
S-M-C-R Model.




