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“Communication is a vital part of our daily routines” (Ferguson, 2009, p.1). In this assessment work, I write about the crucial role of communication in any organization. Secondly, I analyze fundamental aspects that influence effective communication: models and methods of communication, leadership and components of effective communication. Finally, I present an analysis of barriers to communications at my workplace, and I make some proposals on how to remove them.
[bookmark: _Hlk39314137]Communication is a simple one-word with a profound meaning. Here are some examples of definition by different authors: “Communication … is a type of horizontal communication or synchronic information communication, that is to say, it takes place over a single period in one location, or between several locations” (Ma, 2015, p.16). “Communication is the art and process of creating and sharing ideas” (MTD Training, 2010, p.10). “Communication is the exchange of thoughts, information, or ideas that results in mutual understanding between two or more people” (Griffiths and Dunham, 2015, p.93). On the whole, communication is a process that should have at least one sender, receiver and a message.
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Communication skills are the most required in the world of work. For example, 99% of skills cited by the employers at www.linkedin.com, are communication skills, and it does not matter if it is the position of a director or a worker at the kitchen. “Employers surveyed in 2007 by the National Association of Colleges and Employers rated communication skills (verbal and written) as very-to-extremely important for job candidates” (Ferguson, 2009, p.2) Equally, these skills can be considered the number one both for personal life and academic success. We, humans, are social beings, and in order to survive and thrive, we need to cooperate and interact with each other. Communication is a key soft skill that influences significantly business’ and personal prosperity and success. Communication barriers are often a fundamental reason for serious negative financial and strategic implications of many companies. If we want to succeed in business or personal life, we have to improve our communication competences and skills. “Communication skills are the tools that we use to remove the barriers to Effective communication” (MTD Training, 2010, p.11). Effective communication consists of many characteristics. Mane of them are:
1. models of communication
2. methods of communication
3. leadership 
4. components of effective communication
5. barriers to effective communication.
1. Models of communication exist to help us to understand the process of communication. The most popular are Shannon and Weaver’s model of communication, Schramm’s model of communication and Berlo’s model of communication.
[bookmark: _Hlk39331525][bookmark: _Hlk39330219]1.1 The “mother of all models” is Shannon and Weaver Model of Communication. Shannon was an American mathematician who wrote an article called “A Mathematical Theory of Communication”. According to Shannon, the purpose was to resolve problems that occurred in the communication between two machines. This model represents a linear process in one direction that consists of five elements: 
· the information source is responsible for transmitting the information
· the transmitter encodes information in a suitable signal for a channel
· the channel is a medium through which the signal is going to the receiver
· the receiver decodes the signal of the information
· the destination means a final place to which the message is sent
 (1948).
Later Weaver, an American scientist, applied this model for all types of communication and added to it two more elements: noise and feedback. Noise is related to all factors that interfere in doing correct transmitting. Feedback is a message in response to the sender’s message (Picture 2). With this addition, the model becomes a two-way process and with a complete circle. Acknowledging the existence of noise and removing it out helps to make communication more productive. However, this model is more useful for interpersonal communication than for group or mass communication. 

Title: Shannon-Weaver’s Model of Communication
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1.2 Schramm’s Model of Communication. According to Schramm, communication should have at least three elements: source, destination and message. The source can be an individual with any speaking, mimic, writing or an organization with its articles, magazines. The message can be any signal that is possible to interpret as meaningful. The destination can be a person that is watching or listening to the source. Also, it can be a group of people that are reading something. The source (sender) can encode a message in a signal, and destination (receiver) can decode this message taking into account the experience they have. Communication is not possible when both the sender and receiver do not have a common field of experience (picture 3). Experience is a signal that the sender (interpreter) decodes from outside (picture 3.1). The final element of communication is feedback, which is an essential component in interpersonal interactions (1954).
Title: Schramm’s Models of Communication
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Picture 3.1
This model is more oriented to the process but not to the effect of communication. It is more useful for face-to-face or interpersonal communication, and it is also known as Schramm’s feedback loop.
1.3 Berlo’s Model of Communication. Taking into account the Shannon and Weaver Model of Communication, Davis Berlo created his own SMCR model, which includes four main elements: sender, message, channel and receiver.
Title: Berlo’s Model of Communication
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The sender is the source of the message. The message is informational content conveyed from the source to the receiver. Channel is a way through which the receiver obtains the message. We communicate using various channels: audiovisual, visual or oratory (face-to-face, radio, media technologies). The sender has to encode the message, identify appropriate message form (music, pictures, words), select a suitable channel and send his content to the receiver. It is essential to take into account the receiver’s characteristics or experience for more effective communication (Picture 4). In Berlo’s model the feedback loop is absent, and it makes communication process a one-way operation. According to this model, the sender conveys the message to the receiver through verbal and nonverbal cues. (Jenkinson, 2013).
In my opinion, neither of these models is perfect. As communications is a more complex concept, it would be reasonable to integrate all three models. Mixing all elements from Shannon and Wear model with the importance of encoding/decoding messages and feedback loop from Schramm’s Model and adding factors that affect every key element from Berlo’s Model would generate a more effective model of communication. “Resolving where the origins of any poor communication arose can often help to do something to repair relationships…The challenge is often that there are no absolutely ‘correct’ ways to communicate and that every individual has to work out a system that works for them in a variety of situations” (Morgan, 2017, p.246).  
2. Methods of communication. The main methods of communication include verbal and nonverbal cues, centralized and decentralized interactions, virtual and face-to-face communication.
2.1 Verbal communication involves the usage of written or spoken words.
“Nonverbal communication includes all those ways we communicate without words” (Quintanilla and Wahl, 2017, p.69). Nonverbal communication provides meaning without words. An example of non-verbal communication is posturing. Posturing affects how other people perceive and identify you. “Posture is the position we assume with our bodies, either intentionally or out of habit” (Jones, 2016, p.482). Body language can provide information about an individual's assertiveness, interpersonal attitude, defensiveness, interest, intimidation or even social status (Jones, 2016). In the 1970s, Dr Mehrabian made some studies and suggested, that various methods of communication influence a listener's understanding and message interpretation (Griffiths and Dunham, 2015).
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2.2 Centralized communication in a team or organization represents a hierarchy of decision making. It means that people of a lower chain in a team or organization are very limited in decision making. On the contrary, decentralized communication supposes corporate decision making taking into account all players of a team.
2.3 Virtual communication is all kinds of communication through technologies. 
Face-to-face (F2F) communication is communication when two or more people are in one place and can see the faces of each other. Both of these types of communications are channels through which people communicate. For example, I use a virtual channel of communication when I write a message to my friend instead of a F2F meeting.
3. Leadership “A leader is someone who has followers” (Morgan, 2017, p.222). Leadership means:
· to provide an appropriate environment for personal and professional development activities 
· to awaken others to do the greatest things 
· to develop responsive, trusting and respectful communication with others promoting their self-esteem and sense of security 
· to create an authoritative relationship instead of authoritarian 
· to have the own vision of goals’ achievement and to communicate it intelligible
(Morgan,2017).
4. Components of effective communication
4.1 Active listening. A famous American psychiatrist Morgan Scott Peck explains active listening as: "You cannot truly listen to anyone and do anything else at the same time" (2002, p.125). Stephen Richards Covey, an American businessman, author and educator, declares: “Most people do not listen with the intent to understand; they listen with the intent to reply” (2017, p.188). Thus, active listening is related to seeable positive listening behaviours.
[bookmark: _Hlk39678917]4.2 Assertiveness. According to Cambridge Dictionary assertiveness is “the quality of being confident and not frightened to say what you want or believe” (2020). In the same moment, assertiveness means to speak with respect and honour to each other.
5. Barriers to effective communication. There are many barriers to effective communication because the communication process includes many elements and many factors that influence them. Some examples of barriers are information overload, lack of similar experience, distortion, noise. Below I will present my point of view based on my working experience, regarding barriers to communications and some recommendations of their avoidance. 
I was working at the 5-star hotel “The Ned”. It is a large hotel with a big territory, hundreds of employees and a numerous amount of services. I was working in the SPA area as a SPA attendant. My duty was to take care of the pool area, female changing room and treatment area. Our organization applied a centralized type of communication. My department was subordinate to our supervisor and several senior organizational entities: SPA, Gym and Housekeeping. The first barrier to communication that we had was related to the channel element. Senior managers and supervisors delivered face-to-face their instructions to any nearby worker from our department, and just those who were at the workplace on a particular day became aware of new orders, the rest were not. This channel of communication was not effective. Another barrier was related to the source or sender. According to Barlo's model, the source has many features and aspects: communication skills, attitude, culture, et cetera. Our department had a high turnover rate.  Main reasons employees left our company:
· lack of training, support, respect and recognition 
· frozen raisers and promotions
· absence of growth opportunities
· poor management from supervisors 
· organizational instability
· poor leadership
· negative workplace environment
· lack of fun
· little power in decision making.
[bookmark: _Hlk39693434]Based on the above information, I would suggest the following recommendations: to create a corporate group or channel, like a WhatsApp group or any other, for all employees from the SPA department. It means that all members would be able to write at one place any suggestions, claims or questions. Supervisors would be able to communicate and support all employees together. Secondly, I consider that the recruitment department has to change their hiring approach. Recruiters have to hire people who agree with the department's values and mission and have relevant skills. Buckingham and Clifton, in their book, researched the organization's strengths and employees' happiness level. In their opinion, one of the top reasons a company remains inefficient is “Your organization spends more money on training people once they are hired than on selecting them properly in the first place” (Buckingham and Clifton, 2001, p.7). To sum up, when employees feel secure and have effective communication with their supervisors, managers, they are more engaged and satisfied with their work. 
To sum up, communication is an inalienable part of our social life. It represents a complicated process. Basic models of communication help us to understand the general structure of any communication process. Investigating communication methods provides indispensable ideas for mutual understanding and rapport in any interpersonal or group communication. Personal characteristics such as assertiveness and leadership are of critical importance for a favourable communication environment in any organization or business. Barriers represent another important topic which we have to consider to make communication effective. Overcoming barriers is crucial in perceiving others. Knowledge and usage of all these ideas considerably affect business prosperity and growth. Lack of effective communication in an organization can lead to unpleasant financial and strategic outcomes. Finally, it is beneficial to learn to communicate effectively in order to succeed in any social relations.
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