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Communication is the imputing or swapping of any form or type of information through speaking, writing or using some other medium channel e.g. telephone, mobile phones, presentations etc. It is simply defined as the medium through which information is sent or received. Communication is vital. It is very important as we use it in today’s world and in our day to day activities, now why is communication important?
As Michael Page (2019) says effective communication is very important for efficient management and also to develop industrial relations. In the world of today, there has been a significant growth and increase in telecommunication, information, production etc. This has increased the level of importance in communication in organisations whether large or small. Businesses, companies, organisations, students, workers and technically everyone must be in a position to communicate effectively with his superiors and colleagues in other departments and authorities. This will surely increase and improve the performance level of the growth of the company or organisation. Communication is used every day in every working place or business organisation. It can be in the form of non-verbal and/or verbal. This is very crucial so that relationships can be built, responsibilities can be assigned to and ideas can be shared etc. Developing communication as a skill can lead to success in any career as it is seen as a major aspect of life and work together. This is a process and does take time to master and learn so with this part of learning of life patience is required. 
In this report I’ll be explaining in depth ‘communication’, my finding and personal experience concerning communication in a business organization and how it can be generally improved. 


There are four main types of communication namely; verbal, non-verbal, written and visual.
Verbal: Verbal communication is a type of speech/oral communication that the message is transmitted through the spoken words/vocals of a person or group of people. In the moment of being verbal, the speaker or speakers give voice and shed light on their thoughts, opinions, ideas etc.
Non-Verbal: Non-verbal communication refers to gestures, body language, tone of voice, eye contact, facial expressions, body posture and other methods that people tend to use without speech or vocals etc.
Written: This is a formal method of communicating whereby messages, orders, instructions are written through reports, essays, letters etc. It is a flexible way of communicating.
Visual: This is the art of using photographs, art, drawings, sketches, charts and graphs to showcase information. This can be used for presentations to provide assistance for written context to make things as clear and understandable as possible. This is helpful as people have different learning styles.
Communication plays a big role in many aspects of life and can be made effective in all especially the work place. Communication can be made effective in a business organisation in many different ways.




There are relevant theories that can be applied to communication and how to effectively communicate especially in a business organization.
Shannon and Weaver:
This model of communication explains how messages and information can get mixed up or misinterpreted between sending and receiving messages/information.
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Schramm 
Schramm’s model evolves from Shannon and Weaver’s model. He concluded that information is useless until it is communicated clearly to others. Schramm’s idea of communication conveys the fact that encoding is a very key role as it starts the procedure of communication as bringing the thoughts and information from the mind into reality.
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Berlo
Berlo’s model of communication displays the process of communication in its simplest form. It explains in full detail and description the different aspects that form the basic process of communication. This model majorly focuses on the decoding and encoding of the message which is seen a reason why communication can be efficient.
[image: ]
Communication is very practical which means it must be put into practice though a procedure. Here is how;
1. Develop a communication strategy: This is the first and most important step. It is crucial to gather your employees and workers together in a room to discuss and develop a strategy for communication within the workplace/business organization. This will involve deciding who needs to know what information, when they need to know it and how it will be delivered to them, what will be delivered etc. A company’s new idea should be analysed and discussed within the organization e.g. the planning, funding, launching date etc.
2. Create a communication process: This is an effective and practical step. This process should be managed, owned and controlled by someone or small group of people to ensure a consistent flow of communication e.g. someone taking notes in meetings, group discussions etc and sharing it with others that need the collected information.
3. Broadcast the message: Spread the information/message collected and use every available platform-social media, whatsapp, email, text, reports, billboards, leaflets etc just to make sure the message has been sent and advertised to its fullest. The more often the message is communicated, the better the employees will become familiar with it, absorb it and remember it.
4. Solid explanation: Every idea, plan or suggestions must be backed up with a firm explanation of why. Everything decided, done or brought to light within the management of the company must have a solid why. This will bring growth in process as everything now will be solid and make sense. Every worker or person within the business organisation must know how to create and implement great ideas; understand why something is being done and how it assists the goals and strategy of the business organization.
5. Create feedback system channel: This helps to ensure that information sent out was received correctly. This can be carried out in meetings or in the forum. Employees/workers can offer and voice out their feedback, questions, opinions etc. In this way, the organization can identify areas that need working or are doing well.




Management plays an important role in establishing clear and comprehensible lines of communication within a business organization. Managers are involved in organizing, planning, leading etc. These processes require effective communication. Effective communication results to a productive and flowing work business/environment. For this there are factors that must be considered and taken into place;

1. Communicate regularly: Having regular meetings with workers/members of the business organization to discuss achievements, problems/issues etc. This can be done face-to face, social media, emails etc.
2. Feedback: Feedback is very important and it also creates a two-way communication where the employees and employers have a direct form of contact. A feedback system makes sure that employees opinions, thoughts or suggestions are heard and implemented as well as the employer’s instructions or ideas are heard and received as well.
3. Listen closely: Listening is just as important as speaking or writing. Managers must be able to give out undivided attention and make out time for employees. The more of a better listener you become, the more employees will feel obliged to freely and appropriately communicate when needed. Effective communication also brings awareness to things that need to be addressed or done immediately/in advance. Remember that without communication, you may not be aware of problems brewing until they become more difficult and costly to manage.
4. Lead by example: Employees need to obedient and submissive to their managers as they owe them respect and honour. Management can establish credibility by promising only what they can deliver and admitting when they’re wrong which shows humility and brings the deserved between them and their employees. Managers must be mindful of how they communicate verbally and non-verbally as this is what their employees will see and may imitate. They also need to be mindful of their communication style including the signals they give.



There are also some effective strategies that are involved in the process of communication.
KEYS:
Knowing yourself: You must know yourself, your capabilities, weaknesses and strengths. Self-reflect on your interaction with others and how they react or how you react to others. Analyse what you need to work on as well as what you’re doing well so far.
Evaluate the professional context: This requires you to identify what is classified as professional communication and what isn’t. This helps you to act accordingly as every workplace/environment are different with different boundaries.
Your communication interaction with others: This third step requires you to be focused on how you interact/communicate with your team members or those around you. It urges you to be sensitive surroundings.
Step back and reflect: Lastly this step involves taking a moment to reflect back on your communication with others.
SOLER:
This model is a way to get you to physically demonstrate your interest and engagement.
Square: Face the person.
Open: Keep an open and free posture; avoid crossing your arms/legs or fidgeting.
Lean: Physically leaning your body to prove your interest and engagement in the conversation you’re involved in. Head nods and adlibs are encouraged and effective.
Eye: It is appropriate and correct to maintain direct eye contact.
[bookmark: _GoBack]Relax: Try your best to stay calm and relax! Don’t come across as uneasy or agitated, this sends wrong signs. Let the conversation flow and try to be comfortable.




Effective communication in the workplace is one of the most important things. When the goals of a company are clear and everyone has the knowledge and understanding of what is going on, the workplace will improve because employees have an understanding of where they belong, fit it and what their individual roles are.  
Employee relationships are also positively affected by and improve in communication. Employees become more productive and efficient in their work and they also begin to get into a mind-set that their ‘co-workers’ are there friends not just people they work with. 
Effective communication will also allow management to know what is working and what is not when it comes to the factors of the organization itself e.g. the motivation of employees, their techniques etc.
Companies with good communication practices enable employees to speak their mind and feel more at ease and comfortable in work setting. This increases their creativity and innovation as a team because they feel they are being respected and heard. 
 
For example, in my workplace good communication has made a big difference and improvement to the organization and in my life. I work in a care-home and anytime I need help or have an issue no matter how big or small it is, or whether it’s affecting my speed/productivity of work, I never hesitate to communicate with my co-workers and managers as i believe this makes things easier and brings immediate support when needed. This is one of the reasons why my workplace as an organization is growing all round because we are easy to communicate with and see each other as a family even though we are realistically not but this mind-set has brought growth and improvement.


Communication is a very crucial aspect of today’s life is an essential component of today's life. Communication and its skills play a big part in the success of a business organization or work environment. It also improves the productivity and knowledge of the organizations. Without effective communication, there is a lack of good performance, lack of confidence, lack of focus etc. This can cause unpleasant customers, poor customer service and even a loss in business. I’ve learnt that communication gives the chance to interact with others new ideas and suggestions for good purposes. Communication must always be done and acted out well to bring peace and unity which will cause progress that every business wants.
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