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Introduction
Communication is an essential aspect of people’s daily lives. It refers to the process of exchanging information between parties through a conventional system that may entail the use of words, symbols, signs, or behavior (Hooper-Greenhill 2009, p. 28). Effective communication is an integral aspect of organizational management as it motivates employees and encourages good relationships amongst stakeholders. It also boosts organizational performance through enhanced output, increased trust, participation and commitment, and willingness to embrace change. Excellent communication also improves employee job satisfaction and morale, besides reducing turnover. Hargie (2016) outlines seven critical elements of communication, which include the communicators, goals, channel, feedback, context, and outcome. Communication facilitates the alignment of employees to the specified course and works towards a common goal that can be assigned, self- set, or participative. Effective communication makes employees feel they have a role in shaping the activities of an organization.
The message is the primary constituent of an interaction. The element of communication moves in five main directions, which include self-talk and evaluation, upward communication, downward, outward, and across. Useful messages should be timely, transparent, understandable, accurate, consistent, credible, and relevant to the recipient (Hargie 2016).  Feedback is another crucial component of effective communication. Responses allow the sender to evaluate the receiver’s ability to comprehend the message successfully. Feedback allows convergence towards a common understanding of shared meaning within an organization. Moreover, words require to be in the right context to generate the desired understanding. This paper explores how communication influences effective teamwork. Additionally, it tests the application of different communication models, their influence on communication decisions, and addresses ways to achieve effective exchange within an organization.  

Effective Communication in Business Organizations
Importantly, effective organizational communication delivers tangible business results. It facilitates organization processes and is a leading cause of exceptional financial performance. Yates (2008) conducted a research study that ascertained that organizations with better employee communication earned 47% higher returns for its stakeholders over five years compared to less effective communication (p.19). Firms with effective communication mainly concentrate their efforts on six critical performance areas, which include customer focus, employee engagement, evaluating effectiveness, employer brand, change management, and managerial communication. Each of these segments contributes uniquely to achieving effective communication and the resulting financial success. 
 Employees' engagement also facilitates effective communication and, consequently, high performance. Senior leaders have an active role in conveying organizational strategies, business objectives, and explaining factors behind management decisions. Companies that focus on effective communication also acknowledge and value the role of down- top communication. They often give employees opportunities to participate in making decisions on issues that affect them.  Besides, they allow employees to share ideas on programs and changes as well as provide input on how to get work done. 
 Managerial information sharing is a critical element of effective communication. Frequent communication between employees, mid-level managers, and their immediate supervisors offer reliable information on corporate strategy and organizational targets (Yates 2008, p.21). Organizations focused on effective communication take advantage of leadership positions to establish commitment and focus among employees. Therefore, companies can achieve effective communication by supporting their administrators in their communication roles and rewarding them for a job well done. 
  Highly performing companies employ relevant strategies to facilitate change through effective communication. Such companies have established programs that support organizational leaders to influence employees’ transition. Highly effective companies evaluate the effect of communication on employee commitment, organizational productivity, labor turnover, and individual productivity (Yates 2008, p. 22). 

Communication models/Theories:
Shannon and Weaver Model of Communication.
Shannon and Weaver provide a simple communication model. The framework holds that communication is a simple transfer of a message from one party to another (‘Shannon and Weaver Model of Communication’ 2014). The model has seven primary elements, which include the source of information, transmitter, channel, receiver, destination, and noise (Communicationtheorty.org, 2019).
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 Each of the elements plays a significant role in completing the communication process. The information source determines the most effective message, which can take different forms, either verbal or non-verbal, written or spoken or image and sound, respectively. The transmitter encodes the message to an appropriate signal. The message is central to the communication process since it is the intended element that the source sends to the receiver through the transmitter. A channel is the path through which the message moves from the source to the recipient. The receiver acts as the reverse transmitter and decodes the signal back to the message. The sixth component of the communication process is the destination, the target of message transmission (“Shannon and Weaver Model of Communication” 2014). Noise encompasses any undesirable accompaniments to the intended signal, which results in message distortion or error during transmission. However, the model bears several weaknesses that can render the communication process ineffective. Primarily, the receiver plays an active role in choosing what message to send while the receiver takes a passive role to decode the message. However, the model does not include feedback, which is essential to ensure the sender and the receiver have a common understanding of the message (“Shannon and Weaver Model of Communication” 2014). The system does not recognize the influence of the context of the message, which can bear different meanings based on different settings. Besides, it does not acknowledge the sender and the receiver’s rapport and the intention of the communication. Various factors that define relationships as age, sex, gender, social class, and profession can influence the significance of a message and the consequential meaning. The model does not recognize the impact of authority and power differences in the communication process. Despite the inherent weaknesses of the model, the theory is useful in other forms of communication. 

Berlo’s model of communication.
Berlo’s model of communication model addresses different elements of a communication process, which include content, structure, components, and code but balances both the sender and the receiver (Petersons & Khalimzodam 2016, p. 426). The message originates from the sender. However, it emphasizes that the communication process is complete only when both parties in the communication process and the receiver share similar knowledge in communication, attitude, social system and culture (Petersons & Khalimzodam 2016, p. 426). The above factors influence both encoding and decoding. Berlo's communication model draws attention to a common understanding. However. The model ignores other communication elements, such as noise and feedback. The former can distort the information while the latter is essential to ensure a common understanding between the sender and the receiver, besides providing room to clarify any uncertainties.
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Schramm’s Interactive Model of Communication.
 Schramm founded his model of communication on the notion that information exchange is a circular process. In his view, encoding and decoding are simultaneous activities that both the sender and the receiver perform (Petersons & Khalimzodam 2016, p.427.) Both the sender and the receiver decode the message. Thus, interpretation takes place at both ends. The model recognizes the possibility of semantic noise, which may occur when the receiver or the sender assigns a different meaning to the same message.
The Shannon and Weaver model can be used to explain Maria and Pedro's communication via the phone. Marian rang her husband to inquire whether he could get chicken on his way home. Pedro understood that his wife said that he would find her in the kitchen. Here, Maria is the sender, Pedro, the receiver, and the telephone was the transmitter. Maria's choice of message entailed requesting for a chicken while Pedro decoded it to mean he would find her in the kitchen once he came home. However, the parties would have controlled the misunderstanding if they had emphasized on feedback. For example, Pedro could have responded to enquire what the wife would prepare for dinner to clarify the message. Alternatively, Maria could have enquired about the quantity or where the husband would purchase the chicken to avoid the inconvenience. The above communication scenario illustrates how the lack of feedback in Shannon and Weaver's model renders it ineffective in human communication.
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Source: (Baba and profile,2019).
Application of Communication Models on my Workplace 

Communication challenges are evident at my workplace.  I work in the conferences and meetings department of a hotel where Information from event organizers is characterized by inaccuracy and missing details, factors that have negative trickle-down effects to our work and the kitchen people. Consequently, clients are frustrated by the services they receive, a trend that can harm the reputation of the hotel and its future business.
 The situation at the workplace depicts weak communication outcomes. The case can be improved using knowledge from the different communication models discussed in the paper. Insufficient or incorrect information from event managers, which result in poor planning and significant customer dissatisfaction, are the main concerns in the situation. The communication process lacks such essential elements of effective communication as feedback and a shared understanding of the intended message (Morgan,2017). Instructions from the event managers are not authenticated by the receivers, who should confirm comprehension as well as pose any arising issues for clarification. Notably, all members should establish a common understanding of event deliverables to assure efficiency and correctness of preparation procedures. The organization’s reputation can suffer adversely due to poor customer service contributed by inaccurate information, hence undermining the hotel’s overall performance. The problem at the hotel can be rectified by emphasizing on feedback from all relevant persons for efficient operations. While the main players are the event managers and the conferences team, response and confirmation from the clients should also be obtained on time to allow for possible changes.
Incorporating Schramm's model of in the organizational communication strategies can ensure effective exchange between concerned parties.  The model holds that both the sender and the receiver should have a common understanding of the message (Petersons & Khalimzodam 2016, p.427).  Employee from the conferences team and the kitchen should seek confirmation of received orders from the event organizer to ascertain its correctness.  Additionally, the hotel can establish that event managers book their intended number of guests by verifying the information that the hotel receives. For instance, one can send the clients a copy of the reservation work plan before directing them to the respective departments for execution. Besides, it would be polite to enquire if they had any changes to make to their reservation before the material day. Verifying the information from the sender gives the receiver an active role as stated in Schramm's model of communication while requesting for their input on the feedback will allow both the sender and the receiver to have a common understanding of the message and gives them a chance to clarify on any pending issue.  
Likewise, the Schramm's model of communication would have been more applicable to Marian and Pedro's situation. Feedback plays an essential role in enhancing the effectiveness of the communication process. If Maria had requested feedback on some aspects of her call, then she would have corrected the misunderstanding before it was too late.  For instance, specifying the quantity of chicken and brand she needed. 
 Similarly, to the above situation, organizational communication requires clarification of content on time. Feedback is an ideal attribute for both the sender and the receiver to ascertain the effectiveness of their interaction. Ineffective communication can be costly to an organization in numerous ways. For example, a customer can make a phone call to reserve a guest room for a specified number of visitors on a specific day, but instead, the receiver understands it as a reservation for a conference hall. On the material day, the visitors arrive only to find all the rooms booked. In the above scenario, the situation affects the customer's perception of the business, a factor that influences its reputation. Consequently, the enterprise might witness a drop in future visits, leading to declining profits. Therefore, feedback is an essential element of communication that other theories have ignored.

Modes of Communication
There are different modes of communication that individuals can use to pass their messages and obtain feedback effectively. Modes fall under two main categories; verbal and non –verbal. There are different methods of disseminating non- verbal communication, which include face to face, telephone, video conferencing, among other mediums (Mulken & Hendriks 2017). The effectiveness of oral communication relies on various factors, namely clarity of speech, tone variation, volume, speed, non–verbal communication, and visuals cues.  Such factors as the urgency of the message, distance, and the nature of relationships influence the choice of communication medium. Non-verbal communication methods fall under four main categories; natural non- verbal communication, written, visual, and paralanguage. Physical non-verbal communication entails all forms of body expression, such as facial vocabularies, eye contact, body posture, and gestures. Paralanguage involves deducting messages from the nature of communication rather than the used words (Mulken & Hendriks 2017). It takes account of voice quality, intonation, stress, emotion, tone, and style.  Written communication entails numerous modes of passing information, which include both traditional pen and paper and such electronic documents as emails and text messages. The common forms of written communication in a business setting include contracts, memos, and handbooks. Notably, written correspondence is the most common method of business communication. Visual communication uses such visual aid as graphs and charts to reinforce written interchange.

Communication between Management and Employees
 Communication between management and employees is essential for the effective operation of an organization. The two groups use vertical transmission, where the administrators employ an up to down approach, while employees use down- up communication. The management communicates to employees to clarify business strategies and set targets, as well as issue instructions for work performance. Similarly, employees communicate with the management to voice their concerns on matters concerning the organization, make inquiries, and seek clarification or give their input on specific issues. Communication between the administration and lower-level employees boosts trust and contributes towards building a harmonious working environment. Besides, communication is an essential tool in managing change and reducing internal politics. However, for communication to be effective, both the management and employees must observe their communication behavior and choice of modes.  For instance, a supervisor may use a formal tone when communicating with subordinates on organizational goals and targets or seeking to clarify an issue. Conversely, the leader may use an informal tone and language to enquire about the welfare of employees who appear to have personal problems affecting their work performance.

Conclusion
  Effective communication is an essential aspect of daily life and has significant consequences on both the sender and the receiver. There is a positive correlation between effective communication and organizational performance. Besides, it also influences the work environment through enhanced trust, boosting willingness to change, and fostering a sense of belonging among employees. Different communication models can be applied in varying scenarios to promote success. However, I find Schramm's model of communication more applicable in organizational communication since it provides room to achieve a common understanding for both the sender and the receiver. Its effectiveness is emphasized by challenges experienced by Pedro and Maria due to a lack of feedback. 
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Ex.1. Read the following brief and write a business email according to the instructions.

You are the Director of Communications at your company and you would like a Supervisor, Mary
December, to go on a training course in non-verbal communication because you have observed
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
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Exercise2: COMMUNICATION: A CASE STUDY

As you read their case, think about how you might help communicate with the employee to
remedy the conflict. Answer the critical thinking questions at the end of the case and, wherever

possible, say whose communication model is relevant.

BARRY AND HIS STAFE

Barry is a 27-year old who is the manager of a restaurant. He is responsible for supervising and
managing all employees in the kitchen. Employees working there range from 16 years old to 55
years old. In addition, the employees come from varied cultural and ethnic backgrounds. For many,
English is not their primary language.

Barry has a Health and Safety (Food) Certificate and tries his best to keep up with food safety issues
in the kitchen, but he admits it's not easy. Employees receive “on the job training” about food safety
basics (for example, appropriate hygiene and handwashing, time/temperature, and cleaning and
sanitizing). But with high turnover of employees, training is often hurried, and some new employees
are put right into the job without training if it is a busy day.

One day Barry overslept because he had been working on his car until 2 a.m. He was rushing around
and realized that he didn’t have a clean uniform. However, he managed to find one that was not
very dirty. As he dressed, he realized that he needed a haircut and a good hand scrubbing, especially
after working on his car.

When he arrived at work, he dashed into the kitchen and noticed several trays of uncooked meat
on the work tops. They appeared to have been sitting at room temperature overnight. He called one
of the kitchen staff and asked: ‘Why did you feave the chicken out when | told you to put them in
the fridge?’

The man replied: ‘Il heard you screaming but | thought you were trying to talk to the chef above the
noise of the food mixer he was using. I didn’t know you were talking to me’. Barry is frustrated and
doesn’t know what to do. He felt like he was beating his head against a brick wall in trying to get
his employees to practise food safety.

He has made many efforts to get them to learn how to handle food safely. He has put large signs
all over the kitchen: KEEP HOT FOOD HOT AND COLD FOOD COLD and WASH YOUR HANDS OFTEN.

Questions:

g What are the communication challenges and obstacles that Barry faces?

2. Which communication models can you use to explain Barry’s problems?

3. What solutions might Barry consider in addressing each of these challenges or obstacles?
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