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INTRODUCTION
Communication is the task of relaying information which involves exchange of ideas, messages, and information through the use of speech, visuals, signals, writing or behavior between two or more living creatures. Communication may be intentional or unintentional, may involve conventional or unconventional signals, may take linguistic or non-linguistic forms, and may occur through spoken or other modes (Wikipedia 2014). The main aim of communicating is to get your information across it doesn’t necessarily have to be understood. Effective communication is the process through which a message is sent to an intended receiver and it is understood by him/her before sending back the required response (Ask n.d). Effective communication happens when a desired effect is the result of intentional or unintentional information being exchanged which is decoded by between multiple entities and acted on in a desired way (Wikipedia 2014). The ability to give desired feedback is the first important part of effective communication.
Good communication skills are a prerequisite for professionals, in all walks of life. For example: Ineffective communication, rather than incompetence, precludes the doctor from conveying to the patient that the former has the best interests of the patient in mind. For instance, a doctor may be knowledgeable and may have considerable expertise in his area of work. However, a patient may feel neglected or ignored if the doctor is not particularly good at communicating. The disillusioned patient may also consider getting a second opinion. A simple miscommunication, especially when a one is ill, makes one feel awful. A good health care provider, who is able to put patients at ease with a few comforting gestures and words, will definitely be an asset to any hospital.
Communication skills are a required for maintaining relationships also. When with friends and relatives, good communication skills are needed to avoid confusion, miss-communication and fights etc.
While the importance of verbal communication cannot be underestimated, one cannot do away or ignore written communication. A simple billboard, carrying a well written message, manages to hold our attention at a crossing.
Most people judge another person on the basis of his/her body language and form an opinion based on their perception. Hence, effective communication skills are as important to humans as, growling is to a dog, to communicate and express himself. What the spoken language fails to express, that is easily expressed with certain hand and facial gestures.
“If all my possessions were taken from me with one exception, I would hope to keep my power of communication — for by it I would regain all the rest.” Woody Allen




COMMUNICATION THEORY
This term refers to the body of theories that constitute our understanding of the communication process (Littlejohn, 1983). Theories represent various ways in which observers see their environment, and as Littlejohn claims (1983, p. 12), because theories are abstractions, every theory is partial. In communication theory, there are at least three different lenses with which to view how this process works: communication as a one-way process of meaning construction, in which the sender attempts to construct or reconstruct the meaning developed by the receiver; communication as a two-way process of meaning construction, in which two or more people construct new meanings together and communication as an omnidirectional diachronic process of meaning construction, in which the focus is on the continuous development of meaning itself.
[image: ]The Shannon-weaver mathematical model 1949: This model is specially designed to develop the effective communication between sender and receiver. Also, they find factors which affecting the communication process called “Noise”. At first the model was developed to improve the Technical communication. Later it’s widely applied in the field of Communication. The model deals with various concepts like Information source, transmitter, Noise, channel, message, receiver, channel, information destination, encode and decode.

Sender: The originator of message or the information source selects desired message
Encoder: The transmitter which converts the message into signals
Decoder: The reception place of the signal which converts signals into message. A reverse process of encode
Receiver: The destination of the message from sender
Noise:  The messages are transferred from encoder to decoder through channel. During this process the messages may distracted or affected by physical noise like horn sounds, thunder and crowd noise or encoded signals may distract in the channel during the transmission process which affect the communication flow or the receiver may not receive the correct message. Understanding Noise therefore will help to solve the various problems in communication.

Berlo’s model of communication: In 1960, David Berlo postulated Berlo’s Sender-Message-Channel-Receiver (SMCR) model of communication from Shannon weaver’s model of communication (1949). He described factors affecting the individual components in the communication making the communication more efficient. Berlo’s Model has mainly, four components to describe the communication process. They are sender, message, channel and receiver. Each of the component is affected by many factors as shown below.

[image: ]
Schramm Model of Communication: The Schramm model posits that people decode meaningful messages during communication. Decoding refers to receiving a message.  In an interpersonal communication context, this is done through human senses such as hearing and seeing. 
These nervous impulses travel to the brain where the human begins to translate them.
The Schramm model also proposes that humans interpret the information gathered during the decoding stage. Interpreting can be defined as making meaning of sensory information. 
The Schramm model further explains that after humans interpret nervous impulses during the previous step, they must encode a meaningful message to send to their communication partner[image: ] based on the interpretation. In a face-to-face context, humans often relay spoken words to each other, display facial gestures, change their posture, move their hands, or change voice pitch.


A case study of Pedro and Maria shows a wife calling her husband who works in a construction company to ask for some items which were needed for food, there was too much noise at the background and the husband (Pedro) could not understand what the wife (Maria) was trying to say. She basically asked him to buy some chicken from the shop and then when he got home, he went to the kitchen instead of bringing chicken. This situation was clearly brought about by the noise at the background and clearly there was no feedback otherwise the husband would have gotten a clearer message. This style of communication typically explains the Shannon-weaver’s model of communication as it clearly takes place over the telephone and noise disrupted the channel thereby making it impossible for the husband to understand what the wife wanted to say.














THE IMPORTANCE OF EFFECTIVE COMMUNICATION
Exchanging information and ideas within an organization is called workplace communication. However, effective communication occurs when a message is sent and received accurately. In every aspect of life (both professional and personal), effective communication is important to success and happiness and is central to all business goals. 
Why is communication so important in the workplace?
· It avoids confusion
· It provides purpose
· It builds a positive company culture
· It creates accountability

Effective communication at the workplace is what distinguishes a good leader from a great one. Communication at workplace defines organizational goals and helps coworkers collaborate. This is a step towards a fundamental business practice for a committed and productive workforce.
I remember a friend who had some difficulties at the workplace because she could not communicate effectively with a client, this client had come to complain about faulty materials received in an order and my friend could not handle the complain as the client was furious and speaking so fast in a language she did not understand quite well (Italian). In the quest to quench the fire, she ended up adding more petrol to the already burning fire simply because she could not express herself very well in order to do her job effectively. In the end the manager resolved the situation with the client and my friend lost her job. 
Considering this situation, I would say that effective communication is very important anywhere we find ourselves and in the workplace most importantly because when a person cannot communicate, self-esteem goes out the window and with it, many things.


METHODS OF COMMUNICATION
Communication can be categorized into three basic types: verbal communication, in which you listen to a person to understand their meaning; written communication, in which you read their meaning; and nonverbal communication, in which you observe a person and infer meaning.

Verbal communication: Verbal communication in business take place over the phone or in person. The medium of the message is oral. It includes storytelling, crucial conversations. Verbal communication has the advantage of offering opportunities for immediate feedback as a verbal communication takes place in real time. It can be described as a form of oral communication, sounds that come out of a person’s mouth and audio.

Written Communication: written business communications are printed messages and they include memos, proposals, e-mails, letters, training manuals, and operating policies. They may be printed on paper, handwritten, or appear on the screen and can be addressed formally or informally. The Sender can write a Message that the Receiver can read at any time, unlike a conversation that is carried on in real time. A written communication can also be read by many people (such as all employees in a department or all customers). It’s a “one-to-many” communication, as opposed to a one-to-one verbal conversation. It is important to note that in a formal written communication, contractions, slangs, exaggerated language and phrasal verbs should not be used as it is addressed to a personal not known very well like a boss in the office or business partners. “Don’t use two words when one will do” -Thomas Jefferson. Meanwhile, informal written communication is addressed to family members and friends and in this kind of written communication, there are really no rules. 

Nonverbal Communication: As the saying goes, “action speaks louder than words.” If we are constantly aware of the signals, we send out and if it is done in a positive, approachable, and fair way then there is no reason why a teacher and learner cannot communicate in a successful way. What you say is a vital part of any communication. But what you don’t say can be even more important. Research also shows that 55% of in-person communication comes from nonverbal cues like facial expressions, body stance, and tone of voice. According to one study, only 7% of a Receiver’s comprehension of a Message is based on the Sender’s actual words; 38% is based on paralanguage (the tone, pace, and volume of speech), and 55% is based on nonverbal cues (body language). Mehrabian, A. (1981). Silent messages. New York: Wadsworth. 
Research shows that nonverbal cues can also affect whether you get a job offer. Judges examining videotapes of actual applicants were able to assess the social skills of job candidates with the sound turned off. They watched the rate of gesturing, time spent talking, and formality of dress to determine which candidates would be the most successful socially on the job. For this reason, it is important to consider how we appear in business as well as what we say. The muscles of our faces convey our emotions. We can send a silent message without saying a word. A change in facial expression can change our emotional state. Before an interview, for example, if we focus on feeling confident, our face will convey that confidence to an interviewer. Adopting a smile (even if we’re feeling stressed) can reduce the body’s stress levels.
To be effective communicators, we need to align our body language, appearance, and tone with the words we are trying to convey. Research shows that when individuals are lying, they are more likely to blink more frequently, shift their weight, and shrug.











CONCLUSION

Communication is not just words it is a mixture of tone and body language. You can effectively utilize your voice tone and body language to convey your message across. It is often advised to establish eye to eye contact wherever possible rather than other forms of indirect communication.
Not only for this some time you send wrong message and just one word can make you lose money or harm people in business. So, in business ways, communication is very important sometimes not only business ways but when u talk with people as it can also spoil your morality. You should be careful in accepting a “yes” response when people ask do you understand? If you really misunderstood, say you don’t. As we have shown, communication skills are important if we are to build meaningful relationships within and outside our organizations. It is one skill which not only helps us in our personal life in dealing with people, understanding them, solving problems… as communication is not only speaking… but listening as well. “Everything has been said before, but since nobody listens, we have to keep going back and beginning all over again” André Gide.
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APPENDIX

                         
   THE PROFESSOR and THE VILLAGE PEOPLE                                 Lloyd b. 7/19


A Professor of English at a well-known Welsh University lived in a large house not far from a little village. He never went into the village, bur shopped in the town near the University because he had nothing in common with the village people, who were largely uneducated and did manual jobs.
One night, the professor fell asleep while smoking his pipe and the pipe fell onto the carpet and started a fire.
When the professor awoke and saw the house on fire, he rushed into the village, screaming:
‘The edifice is being consumed by a great conflagration!’
‘The edifice is being consumed by a great conflagration!’
The village people looked at him and continued doing what they were doing
‘Don’t you understand?’ He said. ‘‘The edifice is being consumed by a great conflagration!’
They ignored him.
When the Professor returned home, he saw that his house had been destroyed. He sat down on the ground and wept.
The next day, he went into the village crying. ‘Why, oh why didn’t you help me? My home has been destroyed by the fire. I came and begged you last night.’ He wept.
‘But Professor, why didn’t you say that your house was on fire? We would have helped.’

Q: Why didn’t the village people help the Professor?
Q: What should he have done to get them to help him?
Q: Whose model of communication do you think can explain this situation?
Q: Why?
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