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[bookmark: _Toc39350732]Introduction
Communication is simply the process of delivering thoughts, emotions, information, and message of a person to another one through mediums and channels(Morgan, 2017).At the workplace, communication can create hassle and misconduct of the tasks if the process is not effectively done. Thus, effective communication is a pre-condition for organizational performance as well. Stepbystep is a student recruitment agency which provides the services of counseling and advising student about the process of getting admission in the desired colleges and universities. Working with this company as an admin, I need to perform the task of communicating with the student, getting their preferences, finding the suitable information about the course and informing that to the respective students. The whole communication process are successfully done by me through proper verbal, non-verbal, and written communication. This report will highlight the effective communication processes and applied models of communication at my workplace. 



[bookmark: _Toc39350733]Importance of Communication
Communication is the key issue in an organization to effectively run the operation, activities, and ensure control. The basic functions of the organization such as planning, organizing, recruiting, controlling, and leading mostly depend on the effective communication process(Morgan, 2017). Effective communication ensures the flow of information and explains the responsibilities of the individuals in the organization. Different types of communication establish organizational unity, shared views, and collaboration among colleagues. Moreover, good communication buildsup strong relationships with the customers of the business and stakeholders of the organization. In brief, the necessity of communication is stated below.
· Effective communication develops good relations with the stakeholders of the organization such as clients, employees, suppliers, law enforcement authorities. 
· Through good communication, appropriate information is flown within the firm which facilitates in planning process properly. 
· When the planning is appropriately outlined, decision making gets easy with an effective communication process. 
· Employees are motivated in the organization with good communication skills since communication exerts prudent leadership by knowing ideas and opinions from the subordinates. 
· Communication shapes employee attitudes if he is well informed about the task organizational changes. A person fostered with good communication skills can better contemplate his behavior in the meeting, written communications, face-to-face customer handling, and many other forms of communication. 
[bookmark: _Toc39350734]Effective Communication at Stepbystep
Effective communication is the way of delivering information that states the information in a clear sense so that the receiver can interpret the message appropriately. People need to deliver a message, share their views and ideas as well as thinking of mind every time. Effective communication ensures the shared view to be delivered properly, understood appropriately, and filtered without changing the meaning of the information. In workplaces, effective communication is one of the key factors that increase work efficiency, employee satisfaction, and organizational unity and keep the value intact by applying a good leadership strategy. Communication can be taken place three different forms; verbal, non-verbal, and written communication. 
[image: business communication]
Figure 1: Types of effective communication at the workplace(Maund, 2020)
Working in the Stepbystep, I must communicate with many people of different ages, classes, and designations for which proper communication is a must. I need to have many skills to professionally deliver the message and make it understand to that person whom I was contacting for. In the process of effective communication, two main things come first that is encoding and decoding. 
[bookmark: _Toc39350735]Encoding and Decoding Process
Encoding is a process in the communication to send information, idea, thought, views to another person via communication medium and tools(Maund, 2020). Such a message is sent to the receiver when decoding takes place by interpreting the thought by that receiving person. With the encoding and decoding process, the sender and receiver of the message get connected through mediums and channels. Noise can interrupt or disrupt the message to properly decode to the receiver. Thus, the encoder should be aware of these types of communication channels that may interrupt the main theme of the communication. Working in the Stepbystep, where I am an encoder. Beingan encoder,I need to establish effective communication so that the students can get their desired answers to enroll in colleges and universities. If the decoding takes place properly, the students understand the provided information and sign upwith our company. Moreover, I need to establish verbal, non-verbal, and written communication to the stakeholders of the company which is discussed briefly here.
[bookmark: _Toc39350736]Verbal Communication
Verbal communication is the delivery of thoughts by saying. To express the thoughts, when people deliver the message usingthe word, sentences, and sound, the process is called verbal communication(Hersey et al., 2017). To effectively establish verbal communication, the encoder needs to possess verbal communication skills as well. Working in the Stepbystep as an admin, I used to communicate with students who show interest to know about courses and flexibility. I try to maintain a soft tone that can show a concentration on the student’s inquiry. As per the inquiry, I deliver the information about the university courses in an objective manner so that it can facilitate the student to understand specifically. When communicating with the universities about the student’s enrollment, I try to make them convinced through effective verbal communication and show eagerness to enroll more students in their courses. A questionable mind, humble tone and confident delivery of the words create an environment of partnership and trust. According to a post on LinkedIn by Senapati (2016), he stated that within the organization, the flow of information is to be ensured appropriately. The colleagues should be treated with humble gestures and tone to deliver a message, subordinates are directed with effective leadership skills where we should listen to the views of subordinates carefully showing their thoughts of utmost respect. Dealing with my boss, verbal communication is a crucial thing in the meeting place. With effective communication, I successfully deliver the strategic plans to the boss which ideally get accepted in the meeting. 
[bookmark: _Toc39350737]Non-Verbal Communication
Non-verbal communication is the way of communicating with others through body language, expression, smile, and anything symbolic without talking and delivering words from mouth. It is an important way of communication at workplaces as well(Hersey et al., 2017). On the first day in Stepbystep, when I went for the interview for the admin post, I was able to show my confidence not only by talking but also body language and good gesture of answering questions. I avoided the signs of bad body language such as looking at the floor, tapping foot, and so on. The interview board had found me comfortable at that workplace at the first impression by non-verbal gestures such as smiling face when answering, professional appearance, and confident eye contact. At the workplace, students feel comfortable sharing their desire when they see a smile on myface. At the counseling session to the students of different ages, I kept my body language open and nodded to acknowledge that I have paid concentration listening to them. At the meeting with boss, non-verbal communication is important for presentation and discussing a fact. Bold thumps up with peaceful smile energized subordinates to give better performance and keep the benchmark like this performance. Sometimes, nonverbal communication may mislead the subordinates as well. It can create an arbitrary flow of information from encoder to the decoder(Hersey, Blanchard, and Johnson, 2017). For this reason, I always concerned about non-verbal gestures so that it can be interpreted appropriately without creating misunderstandings.  
[bookmark: _Toc39350738]Written Communication
Written communication is one of the formal forms of communication when the sender of the message writes the information and share views through several mediums(Mindtools, 2020). Written communication can be formal or informal in types. Working in a student recruitment agency, I sendemails for the requisition of students to the universities and colleges. At that time, the form of the written message is kept formal delineating the brief of the whole information in the front line which makes it easier to understand by the university authorities. I avoid cliché and jargon to reduce arbitration. Internal written document within the workplace is kept informal for calling a meeting or urgent procedure recommendations. Communicating with the students, I deliver the written message with a good structure and format which is understandable. I prepare student enrollment information and entry in a brief and summarized format so that it did not cause complications for the bosses to understand. Thus, written communication gets effective in the organization when it is brief, accurate, good structured, positively delivered, and written understandably.
[bookmark: _Toc39350739]Posturing at the Workplace
Posturing is the way of promoting someone very capable of putting the capability in mouth more than its actual state(Stone, 2016). This gesture is irritating in an organization because it creates conflict among the employees and boosts up a mess for lack of collaboration. Handing this gesture through proper communication is a difficult task. 
[bookmark: _Toc39350740]Application of the Communication Theories and Concepts at Stepbystep
Several theories and concepts are established for effective communication in an organization. This section discusses the application of those theories at my workplace. 
[bookmark: _Toc27177885][bookmark: _Toc39350741]Berlo’s Communication Model
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Figure 2: Berlo’s model of communication at the workplace(McQuail, Golding and Bens, 2015)
Berlo’s model of communication reveals that the sender sends the message or information through encoding using several channels. After decoding the message receiver gets able to interpret the sent message. This process is an easier communication model when the sender needs skills of communication, knowledge about the proper communication approach, the social system of the sending process, and cultural attributes as well. The communication channel is the tool of delivering the message such as seeing, smelling touching, and listening. The message may contain text, code, structure, or elements. Thus, the receiver needs to understand the information using the same attributes of the sender. Berlo’s communication model is applied when I talk to the interested student for the enrollment of any university. 
[bookmark: _Toc27177884][bookmark: _Toc39350742]Shannon-Weaver Mathematical Model
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Figure 3: Shannon-Weaver mathematical model of communication(McQuail, Golding and Bens, 2015)
Shannon-weaver mathematical model is a communication process where the sender of the message transmits the message encoding the text or code or the structure though machines while the delivery channel can create noise at the delivery path. Any obstruction in the channel is called noise. Overcoming the noise, the decoder interprets the receiver's appropriate message at the destination. The receiver gives feedback about the received information from the source. Thus, the communication process is completed through this model. Working at Stepbystep, I need to send an email containing all the necessary of the applicant to the university authorities for the enrollment procedure and course description. If the applicant meets the criteria of enrollment,universities give me the feedback of the message by sending admission requirements, course duration, and other necessary information. In this way, I have applied the Shannon-weaver model in real-life activities. 
[bookmark: _Toc27177886][bookmark: _Toc39350743]Schramm’s Model of Communication
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Figure 4: Schramm’s model of communication(Communications Process: Encoding and Decoding, 2020)
Schramm’s communication model explains the process of sending a message through encoding, decoding, and interpreting. This is a circular process of two participants sending and receiving the message simultaneously by encoding and decoding. When I talk to the students over the phone to know about their query and tell them about the university courses, Schramm’s model of communication works where simultaneously both of us are sending and receiving the information through encoding, decoding, and interpreting that message. This is the most widely used communication model between two persons when talking and sharing views. 



[bookmark: _Toc39350744]Conclusion
Communication at the workplace is one of the basic factors that can lead the organization in a successful position through strong teamwork, organizational productivity, and service management(Stone, 2016). The communication skills and models will help me to properly execute my task at the student recruitment agency being an admin. I deal applicants with verbal and non-verbal gestures which appropriately make it effective to enroll them in universities. The appropriate gesture of talking, approaching, and delivering messages make it easier to perform my organizational task. At the same time, effective written communication facilitated contact with a formal attribute and culture. 
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