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Introduction:

The following report is about an analysis of effective communication skills and will discuss how this can influence on job place. So, what is communication? Communication is a channel of passing information between at least two people, it can be idea or exchange of thoughts that can be understood between this people (Maund et.al. 2017).
Communication can be verbal, non-verbal, written, formal, non-formal and visual.
Communication is very important in management, as a good business strategy is built on the basis of communication skills. Manager has to be understandable for employees in communication and be sure that his massage was received accurately. 






Importance of Communication in a Business Organisation

In each organisation is very essential how good is communication developed between manager and employees. Depends on communication, how well the work will be done. Communication has to be clear, considerate, polite and understandable for everyone.
In Organisation communication can be verbal and non-verbal. Verb communication is using a words to express your ideas and thoughts and non-verbal communication can be facial expression, intonation, body language and also letters, massages, emails. Written communication or message should be clear, purposeful and concise with correct words, to avoid any misinterpretation of your message. Written communications provides a permanent record for future use and it also gives an opportunity to employees to put up their comments or suggestions in writing.
During our first term, we have practised on how to write a business formal letter, where we should compose a letter in which the Director wants to send his supervisor on a training course. (Refer to Appendix 1)
It’s shows how can be polite, diplomatic and concise.


Communication models and theories
In Communication exists three types of models, which help us to understand the process of communication. I am going to discuss briefly about each model.

1.Shannon and Weaver Model
By Claude Shannon and Warren Weaver was developed most significant model of communication, in 1949. 
It consist from five elements:
· a source of information
· a transmitter 
· a channel 
· receiver
· a destination
 The message is travelling along the channel, which can be received not accurate as it was sent, because of noise. The channel can be telephone, magazine, radio, etc. Noise would include cracks from the wire or because of reception. 
In the class this model was used in a exercise Maria and Pedro. Where Maria ask Pedro to bring home chicken, but because of bad reception the message was misunderstood. As there was no feedback, they could not clarify the original message. (Refer to Appendix 2) 
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2.Wilber Schramm’s Model of communication 1954 
 It is a two-way circular communication between sender and receiver. Information is unless until it is carefully started in words and passed on the others. Coding plays a very important role, because it initiates the process of communication, turning thought into content. When the information reaches the recipient, his main duty is to understand what the speaker intends to convey. Until the other side party is able to understand or decode the information what the sender wants to communicate, the message is practically useless. Encoding and decoding are two most important elements of an effective communication. Without these elements information can never be transmitted between two people. According to the Schramm’s model, coding and decoding are the two essential processes of an effective communication. 
Schramm accepted that an individual’s information, involvement and social foundation too play an vital part in communication. People from different societies, religion or foundation tend to decipher the message in numerous ways. To conclude concurring to this, demonstrate of communication when a sender passes on the data to the receiver, the collector must decipher it within the craved shape the sender needs and grant him the criticism or react in like manner. Any communication where the sender does not get the input, the communication isn't total and in this way ineffective.
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3.Berlo’s Model of Communication
The Berlo's Model of Communication has developed from Claude Shannon and Warren Weaver's mathematical model in 1948. In the beginning the model was created to improve the technical communication but was later widely applied in different fields of communication. According to the Shannon-Weaver Model, communication includes the following concepts: sender, encoder, channel, decoder, receiver and feedback.
Barlos model is known as SMCR model it was used heavily in military first in second WW and have been mastered by Nazi who managed to communicate in between regiments and gave command trough Enigma machine who could encrypt the messages from one end and decrypt on the other. In modern day this type of communication it is used in the military as well but on social media especially on the communication platform where the written messages are encrypted and decrypted automatic for our data protection.
If this model didn’t exist, we could not communicate securely in present through our internet-based channels and all operations will not be protected. This model is very important for our security in day to day modern society who concentrate more and more on internet platforms for all sorts of actions and Barlos model is much demanded in order to keep us all safe. It did become famous this model of communication from a bad side of the human kind history but in present it is well learned his place in our lives.
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