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Communication is the expressive trading of information among two individuals or a group of people. Being competent in communication denotes the capacity to establish interactions on various subjects, thereby showing that communication is an inborn social interaction (Hartley, u.d.). According to Mehrabian (1972), communication may be defined as the process through which an individual provides or receives information from another person, which describes the individual’s needs, aspirations, views and understanding of a topic or subject. It could be intended or unintended, through orthodox or unorthodox means, it could be through linguistic or non-linguistic means and could happen by speech or through actions. 

Communication is an important part of human interactions in the workplace and in other locations because it is the basis for organizational and community harmony. This aids in the achievement of already established set goals and objectives. These can only be achieved through the transfer of information that ensure cooperation and coordination between individuals. This report therefore examines communication in terms of its various aspects such as theories of communication, its various types, the role of culture in information and will finally highlight some strategies for effective communication. 
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There are basic types of communication, which are based on the communication process. They are verbal and non-verbal communication. Verbal communication is the process of arranging of words in way that will make sense and pass across an intended message (Woodford, Gerloff and Cummins, 2002). This is also done according to the rules of grammar. Non-verbal communication on the other hand does not require the utilization of words. However, the means of communication is through signals, motions, vocal inflections etc. to pass across the message. It is worthy to note that non-verbal communication is not as structured as verbal communication. However, it is viewed by some individuals as a more genuine way of communication as a result of this and also the fact that it carries with it a lot of feelings and emotions when trying to pass across the message (Woodford, Gerloff and Cummins, 2002). 

Just as there are types of communication, there are also forms of communication which include intrapersonal communication, interpersonal communication, mass communication and group communication. 

Interpersonal communication occurs between two individuals and involves a sender of the message and a receiver. It is also characterized by a certain closeness of the individuals communicating and also an interchangeability of the roles of the people involved in the communication. 

Intrapersonal communication is classified as communication that happens internally and involves the processes of thinking, contemplation and conceptualization. It has been identified that this form of communication is more common amongst philosophers and thinkers. 

Mass communication is a communication process where the speaker conveying his/her message from a location which is different to where the receivers are. This is mostly carried out through mediums such as the radio, television, internet etc. The receivers are heterogenous and mostly strangers. 

Group communication is when more than two people communicate to each other. They are either formal or informal groups and this in addition to the size and dynamics of the group determine the communication process. It is worthy to note that group communication has benefits such as aiding in reaching a collective decision over decisions which affect a lot of people. 
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In order to properly elucidate on the topic of communication, theories and models are used. A theory presents an experience or event so as to comprehend why something operates the way it does (Foss, Foss and Griffin, 1999). Models are also a representation of the operations of certain things. According to Craig (1999), theories of communication include rhetorical, semiotic, phenomenological, cybernetic, socio-psychological, socio-cultural and critical. Models of communication are utilized to explain the human communication process and include Shannon and Weaver, Schramm, and the Berlo Models of communication. 

According to the Shannon and Weaver model of communication, the flow of communication occurs through a medium and consequently portrays conduction of information “from a transmitter to a receiver as the primary activity of a medium” (Amudavalli, n.d.) it is noteworthy that this model has faced some criticisms for its depiction of communication inside a medium as being direct and unidirectional, as opposed to reality whereby this is not the case. 

According to the Berlo Model of communication, the most important requirement for the transmission of information are the sender and receiver. In order for the message to be properly sent and received, the communication skills of those involved have to be good. Hence, the communication improves with an improvement in the skills of the participants. The model also makes use of the SMCR patter which stands for source, message, channel, and receiver. This model has also been criticized for its lack of feedback and the lack of a mention of barriers such as noise in communication. 

According to Schramm (1955), the communication process is endless and consequently has no beginning and no end. It also identifies the process of understanding a message as being unique to every individual as a result of the presence of semantic noise like cultural differences, education levels and socioeconomics. 
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Humans are social beings who have to socialize and mingle with each other. This means that communication is absolutely necessary and most be utilized for socializing. The workplace is an avenue for socialization and communication with the aim of achieving organizational goals and objectives. It is worthy to note that the transmission of information and how it is transmitted has an impact on the way in which the message will be received and consequently how instructions will be carried out in the office. It is therefore highly important for communication in the workplace to be effective. 

An example of the importance of effective communication is the case study of Mary and her daughter. It was clear that the communication was not effective because despite Mary’s calming words to her daughter, there was not visible positive impact on her daughter. It could be deduced that a reason for this was the fact that she was not focused on her daughter and it showed that she wasn’t actively listening to her daughter’s complaints. What she could have done was to actively listen to her daughter and showed he empathy. 

Consequently, it is also noteworthy that effective communication may suffer from some barriers which make it difficult to communicate such as issues with the sender, issues with the receiver and issues with comprehension of the message. However, in order for the communication process to be effective, there has to be active listening from both parties. Bowman (2018) notes that active listening has to do with the deliberate alertness and attentiveness to messages that are transmitted. 

[bookmark: _Toc29221410]How to Make Communication Effective in an Organization 
In the workplace, effective communication is important because it aids in team building, growth of the organization, increase in motivation levels for staff and increase in productivity. The benefits of effective communication are long-reaching and have positive impacts on the operations of the organization. In order to make an organization to have effective communication, it is important for the barriers of effective communication to first be identified. These barriers include environmental and physical barriers, semantic barriers and cultural barriers (Zained, 2010).

In order to make communication effective, the above-mentioned barriers must be identified and rooted out.  One method of doing this is by eliminating variations in opinions of individuals within the organization through training. This might be confusing due to the fact that every individual is entitled to his/her opinion. The opinions formed here are as a result of differences in qualifications, culture, knowledge etc. Providing adequate training and development to members of staff to make them see where they may not be communicating effectively as a result of their biases and barriers is a good method of making communication effective. 

Another method of introducing effective communication is through the encouragement of active listening by members of staff. This is an important communication skill due to the fact that it enables the receiver of the message to fully comprehend the message. This reduces miscommunication and improves the relationships of members of staff.
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The effective communication theories which have been identified by scholars include the 7Cs of communication and the Soler model as proposed by Egan. According to Egan (1975), the Soler Model teaches non-verbal communication as a method for effective communication. Soler denotes sit squarely, open posture, lean towards the other, eye contact and relax. 
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Culture and communication are interlinked due to the fact that language plays a major role in communication and is inextricably a part of culture. It is therefore identifiable that the influence of culture on communication and even the way individuals think is critical. According to the theory proposed by Edward Hall, communication is characterized into low-context and high-context styles. Certain cultures are considered high-culture such as Russia, and this means that communication in these cultures is most likely to be indirect and implied, while only a fraction of the actual communication is through the use of words. Low-context cultures however like the Finnish are more explicit and direct (Deresky, 2008). 

Another impact of culture on communication is that the dynamics between a sender and a receiver of a message could be based on their views of the other individual’s social class. This will consequently impact on the amount of formality shown and the amount of respect given. Likewise, the hierarchy or perceived hierarchy of the individuals in the communication process may affect how the information is delivered and received (Browayes & Price, 2008). 

Another impact of culture on communication lies in the manner of listening to information or messages during communication. In cultures like Russia, the people are more likely to cherish personal information as opposed to official information delivered by the government. Lewis (2008) notes that Russians are more comfortable listening to information in privacy due to their reference for intimacy and a personal touch. 

It is therefore highly important for any manager in an organization with multicultural staff to closely monitor and be aware of the differences in culture in his staff and the impacts that these could have on the operations of the company. 
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Conclusively, it is important to note that communication serves a very important aspect in our daily lives and in the lives of organizations. This is due to the fact that without communication, humans cannot exist. It is for this reason that this report has identified the requirements for effective communication by talking about the types of communication, strategies for effective communication and also various influences on communication. Based on the available knowledge and the important aspects of communication identified, it is expected that when these are put into practice by managers in an organization, communication will improve and lead to positive results such as increased levels of motivation, improved productivity and consequently increased profits. 
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