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First, content topic communication is difficult to define at specific manner, because communication is different types of behaviors and category. Apparent means of communication is that it makes inter connection between self and other then privet and public as well as inner mind and outer world (Radovic Markovic et al., 2018). Moreover, communication has a particular effect of developing meaning inter entitles and groups thinking. communication use of different mutually implied signs, semiotic parlance and symbol.
We are human so we must belong a society or any group of people, any human doesn’t live along that’s impossible. Communication is the main thing that help or bullied a society (Han and Pappas 2018). communication is important our every sector such as business (organization, corporation), society, government etc.
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Communication is an important part of our every life cycle. From time to time there are many analysts make own thinking and disclose many theories that help general people to understand about communication (Krizanova et al., 2019). Such as Shannon and weaver, Berlo, Schramm.

[bookmark: _Toc92373065]Shannon and weaver model

Shannon and weaver model of communication is an international communication model. Shannon and weaver were an American mathematician, electronic engineer and American scientist both of scientist and engineer write an article “bell system technical journal” that called “A Mathematical theory of communication” that theory also called “Shannon and Weaver model of communication (Ratna 2019).
Make an effective communication Shannon and weaver particularly planned this model. Several ideas express this model sech as sources of information, consignor, noise, channel, message, receiver, information destination, encode, and decode.
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Figure1: Shannon-weavers of model (Montesi et al., 2011)
Sender: Only creator of communication main thing massage or information source.
Encoder: Human massage converts signals by transmitter.
Decoder: Decoder that converts signals into message, that opposition process of encoder.
Receiver: The specific place where the message from sender.
Noise: Here the channel interlinks encoder and decoder and transferred massages. That transferred time the content may bemused or affected by physical noise such as horn sounds; the noise effected channel affect the communication cycle that’s why that time receiver can’t receive correct massage.
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Another communication model is Berlo’s SMCR model. Communication simple from defined by berlo’s SMCR model. that communication model divided three specific part of all communication such as, speaker, subject, and the receiver of massage (Turow 2019).  
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Figure2: Berlos’s SMCR model (Schulz and Nakamoto 2013)
Berlo’s SMCR communication represent some factor that effect sender as well as receiver which different topic that isn’t belong Shannon and Weaver communication model (Montesi et al., 2011). For example, communication skills, attitude, knowledge, social systems, culture.
Berlo’s SMCR communication also show us many factors that’s effect massage. such as content, elements, treatment, structure, code (Ting et al., 2017). That’s model also included loss or distortion extra factor that’s disrupted communication. 
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That’s communication content last theory Schramm’s model of communication. That’s theory known as Osgood-Schramm model of communication (Ahmad 2016). This model is different than another, because that model just considers just all essential thing of communication. 
Osgood-Schramm model represent flow of communication with just classical approach. That’s model different two way of communication, message continually passing one sender and second receiver (Genc 2017). That’s communication model make different between other communication model by that communication isn’t fulfill until receiver feedback gets sender.

[bookmark: _Toc92373068]Types of Communication:

This content discussion details about communication. In above briefly show about communication theory then now let’s try to know about different type of communication. There are many types communication but not actually identified types of communication (Hoang and Pishva 2014). Apparent types of communication are five. there are five type of communication such as: verbal communication, non-verbal communication, written communication, listening communication, and visual communication.

Now discussion identical types of communication.

· Verbal communication:

When people connected by speaking with each other that time communication called verbal communication. verbal communication occurs face-to-face or over phone by skype, zoom, google meet etc. Verbal communication occurs are formal and informal, when business or any purpose people meet a specific or scheduled time that time communication formal verbal communication (Genç 2017). Moreover, when people meet each other for any personal discussion or enjoy leisure time with another such as chatting with friend or office staff over coffee that time communication called informal verbal communication. 
Verbal communication better effective than any communication type. But there take few step that can develop verbal communication skill. such as
1. Use speaking voice that strong and confident.
1. Listening active
1. Avoid ambiguous word

· Nonverbal communication 

When communication happened without speaking understanding each other uses body language, facial expressions and gesture. That communication uses intentionally or unintentionally. Nonverbal communication most helpful then verbal communication when people try to know other feeling and thinking (Krizanova et al., 2019). Nonverbal communication like hand two finger v signal refers to victory information.
Like verbal communication, nonverbal communication required some step to develop skill. 
1. Look-up about how people feel physically.
1. Make own desire about your nonverbal communication.
1. Make effective Imitative nonverbal communication.

· Written communication

When people communicate each other by typing or written or printing symbols like number and latter that’s time communication called written communication. Written communication helpful then other because only written communication provides a record or prove information for reference (Lambert and Keogh 2014). Most knowable written communication that uses for shear information is book, pamphlets, letter, memos, and pamphlets. Workplace most common uses written communication are emails and chats.
As usual there few step people take to improve written communication skill. Such as
1. Written Content should be simple for all kind of user.
1. Written isn’t depend on tone.
1. Written isn’t enough for successful communication need perfect review.
1. Always keep a file for find effective.


·   Listening communication

There two types of listening that indicate communication effectiveness such as act of listening and active listening. Act of listening isn’t making a communication. Communication makes successful with many types of work occur with under conscious, such as active listening that engage effectively with sender and receiver (Meloncon and Frost 2015).

· Visual communication 

Our general life connected with visual communication just think about, Facebook that content make with video, memes, images, etc. which all content are make visual communication (Vale and Barbosa 2017). As like Facebook there Instagram, which are image base platform that communicate with us -injured animals, smiling children.
Let’s know about few steps that’s develop people visual communication skill.
1. Including any visual content ask other person.
1. Making any visual content must consider audience.
People must live in a society so every day or every signal people communicate continually with verbal, nonverbal, written, listening, visual. We communicate each other for own require without any thinking that’s know as communication autopilot (Turistiati 2016). If we required to know how you communicate there require to flow many steps important step is communicating more effectively.

[bookmark: _Toc92373069]Workplace communication: 

People communicate every movement without any consider verbal, visual or other. But communication isn’t same for all time or all place, communication change every time every movement such as when people gossiping at tea stall isn’t same communication at office. As follow workplace communication difference from general communication, workplace communication means communication within an organization by exchanging ideas, business goals and business communication strategies that communication happened both formal and informal (Thompson and Mazer 2012). Workplace communication occurs in person or group but it is the part of international communication. Now covid-19 digester that very bad effect workplace communication for this change workplace communication strategy. Organization office work doing at home that’s why workplace face to face verbal communication isn’t occur this time communicate each other with via online platform Gmail, google meet, and or any visual communication (STEGĂROIU and Talal 2014). That pandemic session workplace communication depends on visual communication then verbal, nonverbal and listening communication.

[bookmark: _Toc92373070]Purpose of workplace communication: 

Most important and true thing of business world is that communication is must and it can’t conceal. Communication of workplace enhance worker internal and external relations that increase customer base and optimize profit (Schulz and Nakamoto 2013). Now discuses some general purpose of communication that help to understand why communication is important. such as
1. Creating conscious 
1. Giving vital information 
1. Generating interest 
1. Inspira listener/people
1. Promote organization product or service, brand
1. Resources organize 
1. Oblation better coordination
1. Improving efficiency
1. Making batter relationship between organization management and workers.
These 9 purposes of communication that maintain in effective business management. That isn’t all there are some other purposes such as 
Effectively orient employee, creating consciousness workforce, giving effective facilitation of polices, etc.
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Figure3: Workplace communication (Turow 2019)

[bookmark: _Toc92373071]Effectiveness of work place communication:

Present workplace communication depend basicaly internet base there are many type of communication such as maill but always communication isn’t always provide right information that’s why communication required efficenciy (Turow 2019). 
That’s difficult to provide quantifying and qualifying workplace communication. There two different ways to make effective communication. Thesis sender and selecting proper medium establishing for effecting communication (Ahmad 2016). Communication always a context that forms the necessary and setting for the statement, question, idea being shared. Clear massage belongs with a clear context. Effective communication, business communication instructor firm, recharge inform that business with nearly 100 employees spend on average 17 hours a week clarifying unobvious massage. this translates to an annual cost 525000 in lost productivity. Effective communication requires another important aspect that massage is written based primarily on the travel through. That time sender consideration to encode the details information or idea that receiver trying to shear (Expósito et al., 2018).
Verbally, electronically, or on paper that’s all an example of the medium, or channel that way the massage is communicated. Present time is the age of technology that time our business or every sector develop many technologies so typically communication mediums or channel technology is develop such as google meet, google duo, internet many opportunities that improve communication effectiveness across the workplace. present time communication channel internet make enable us to connected constantly anyone at any time (Ratna 2019). Now increasing connectivity time is primary goals of every organization workplace communication medium or channels.
Second important term of effective communication is the receiver. Receivers uses context and observation for decoding message to interpret information and provide their own thinking. Communication makes successful when sender received feedback from receiver that time receiver and sender both receipt and understanding (Genç 2017).
Most difficult prospect of a communication receiver is sifting through information and data. Adobe, Software company surveyed 1000 Americans working offices that’s shows us every worker average spend more than five hours a day by checking and answering emails. Present time invention numerous communication technology that offers batter and stronger communication platform then email, or other based communication (Taylor 2015).
[bookmark: _Toc92373072]Barriers to effective workplace communication: 

People are social being so every time or every movement people committed communication, communication occur by through conversation, face or any body organ expression and body language, email, telephone, social media, online meeting, etc. (Ahmad 2016). communication skill make opportunity to making friendships, intention to make batter leisure time, refitment marriages, order dinner, require for help, etc.
Now, people communicate every single movement with various channel or modes, that’s why people think they are perfect or experts (Ting et al., 2017). But people aren’t known society for human resources management (SHRM) surveyed found that companies losing 62.4 million per every year in revenue cause to poor communication.
There are many barriers to effective workplace communication regardless of the different type of communication. There most common barriers of communication divided two parts such as 
1. Physical barriers 
2. Technical barriers 
Here just notified some main barriers 
1. Worker expectation isn’t satisfied with one’s job.
2. Business people isn’t enabling to listen another.
3. Lack of trust.
4. Not maintain workplace standard.
5. Communication modes or channel.
6. Different cultural and language.

[bookmark: _Toc92373073]Improve workplace communication:
 
Workplace communication occur many things very naturally but all thing isn’t good some make cases oversimplification that collapse people. A successful or batter communication required some specific element in ensuring clean operation that improve workplace communication. There are many way people can improve workplace communication, but there any way isn’t required lot of time or cost to implement (Montesi et al., 2011). Some way how people communicate information and maintained more formal processes, as well as other focus on increasing an environment efficiently that occurs more open communication.
There some way to improve workplace communication, such as:
1. Maintain cadaster for weekly meeting with work team
2. Maintain effective notes and clear job expectations.
3. Provide a safe zone for workplace communication.
4. Given specific time for one-to-one with employee.
5. Provide a good reason for your every requirement to your team.
6. Keep in mind that’s communication is a tow-way work.
7. Maintain personal level to communicate with employee.
8. Assure team can provide confidential feedback.
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Show after above discussion I can tall that Communication is a term that’s refers different object but it isn’t just a mixture of tone and body language. There all object of communication such as voice, tone effectively utilize to convey message across. People are social being they occur communication every movement with different communication skill such as verbal, nonverbal, body language, gesture, etc. there all communication divide two term formal and informal (Han et. al., 2018). Then discuss about workplace communication which maintain same two division such as formal and nonformal but there severs object that maintain different important of workplace. There severs item for workplace communication but that isn’t enough for present time innovation many technologies that failed effective workplace communication. There many causes for losing profit of an organization as will as there are many ways that improve workplace communication moreover there all improving process is less time consuming and cost or profit consuming (Kaufmann et. al., 2017). That’s why workplace communication process improve not only communication skill or communication process but also improve organization overall wealth.
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