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[bookmark: _Toc101290140]Introduction
Effective communication is paramount to successful conveying of messages. Several people have underestimated the power of clear and concise communication and this has resulted to poor results or distortion of information that was meant to be very accurate. According to Backed, Pay and Korea (2017), communication refers to the process by which information or message is transferred form one person to another or place. The communication process must comprise the sender of the message, the message, feedback and also the recipient who is the person receiving the information. Communication is a complex process that needs accuracy and excellent communication skills. Effective communication on the other end refers to the successful process of conveying a message; that is when the message has been sent and also clearly and accurately received. Communication skills refer to the ability of an individual to comprehend a message sent and also the sender understanding other people’s messages (Bramhall, 2014). Communication skills have proven to be a vital part of the required skills in the world of work. Most employers seek individuals who can clearly communicate and also provide feedback because this provides the firm competitive advantage over the rivals. This report seeks to explore the importance of communication alongside the barriers that hinder effective communication. Different models will be used to weigh how different scientists view communication. The report will also into communication skills and how different people convey their messages. 
[bookmark: _Toc101290141]Importance of communication in the world of work
Effective communication is an integral part of workplaces and the management always strives to enhance it to increase the firm’s productivity. There are several reasons why communication should be effective in organisations. Some of the importance include increasing the opportunities of innovation, growth, enhance better communication for the running of teams, team building and also providing employees with the chance of airing out their views. 
[bookmark: _Toc101290142]Increase innovation opportunities and growth
Innovation has become the main competitive advantage for most firms. This has helped to improve performance of companies and also increase the market share. By enhancing effective communication, the firm enables employees to communicate their innovative ideas to the leaders and also employees therefore increasing the chances of the company gaining a competitive edge (Radovic Markovic and Salamzadeh, 2018). By doing this also, the organization is able to communicate the processes of innovation clearly to the employees.
[bookmark: _Toc101290143]Enhancement of communication skills for team work
Communication is vital in the organization and the firm should develop this trait in its employees and stakeholders. By incorporating the effectiveness of effective communication, the stakeholders and the employees are able to work together in teams therefore improving on the firm’s performance. Clear and concise communication will improve the business processes of a firm hence ensuring efficiency (Agarwal and Garg, 2012).
[bookmark: _Toc101290144]To provide employees a great chance to speak up
When a company instills the culture of communicating effectively to the employees, its chances of offering employees a platform to speak up increase therefore leading to greater results Radovic Markovic and Salamzadeh, 2018).
[bookmark: _Toc101290145]Barriers to effective communication
There are several reasons why the message being conveyed is usually distorted. Some of the reasons include: disinterest in the message or the job, lack of trust and transparency, differing communication styles, cultural differences, noise and also conflicts.
Noise- when passing on a message, the receiver or communicators should be in an environment that is not very noisy otherwise the message will be distorted (Rani, 2016).
Communication styles-people use different styles to communicate and they may therefore find other people’s style being difficult to comprehend. Therefore, either not paying attention to the message or not communicating to them at all (Kapur, 2018).
Lack of trust and transparency-it is very hard to effectively communicate when two or more people do not trust each other. If the receiver feels that there is some message that the sender is depriving them, they may tend to retain some of their message also. This hinders effective communication and may lead to lack of progress (Drexel University, n.d).
Conflicts-these are common in the workplace. Therefore, the management should work towards preventing or solving conflicts to enable effective communication. This is because when there is conflict, people tend to side with their favorite people. This eventually leads to information not being conveyed fairly. This therefore leads to effective communicating (Kapur, 2018).
[bookmark: _Toc101290146]Consequences of poor communication
some of the consequences of poor communication include low morale among the employees therefore leading to high turnover rights, increase in mistrust from employees, high stress levels from employees since they are in an environment that does not allow them to communicate what they have in mind, absenteeism due to low morale, unmet objectives due to the disparity between the parties that cannot communicate effectively, physical and mental health problems due to the inability of employees or managers to air out what they are experiencing or going through and also poor communication leads to conflicts (Rani, 2016). These conflicts arise from underlying misconceptions about the other party and hence without any clarification or proof of what they are thinking is wrong, they will always keep conflicts and therefore result to poor performance of the company.
[bookmark: _Toc101290147]Models of communication
There are many models that display what communication is, the process involved and also other important aspects of communication that should be well known by people before communicating. 
[bookmark: _Toc101290148]Shanon and Weaver model of communication
This model of communication emphasizes on the need of a sender, encoder, channel, decoder, receiver and noise being present in the communication process (Cobley and Schulz, 2013). The model has been criticized because it only applies to person-to-person conversation and does not provide room for feedback. A good example is the story of Maria and Pedro; where Pedro hears kitchen instead of chicken when they are conversing with the wife. Due to the noise in the building cite where Pedro works in, he does not hear what his wife says therefore leading to the distortion of the message. This is also evident in my workplace where most of the time, my manager, Mr. Yehan has blamed me for not taken instructions keenly. This is a result of the noise that comes from the roadside where my office is located. This has been an issue for a long time now and it has proven to be a barrier in my workplace since I tend to miss out on important instructions that are required for doing my tasks.
[bookmark: _Toc101290149]Schramm 1954 model of communication
This framework emphasizes on a circular transmission of information from the sender to receiver. The model also depicts that the sender of a message can also be the recipient of the same message. The process involves the encoder, decoder and also the interpreter. The whole process relies on the interpreter to comprehend the message and give to the decoder, the person who receives the message. Semantic noise is not considered in the process therefore determining the conveying of information with or without any deviation (Foulger, 2004). The main objective is always conveying the message without any deviation. The advantage of this model is that the sender and receiver are the same individual, there is feedback, assumes that communication is a circular and dynamic process.
A good example of how the model is applied is when assuring the receiver of getting back to them when you are hanging up a call. In this case, the sender of the message is conveying information to the receiver but also communicating the same message to themselves.
[bookmark: _Toc101290150]Berlo’s SMCR model of communication
This model is as a result of Shannon and Weaver’s framework. The model emphasizes on the need for the sender, message, channel and the receiver. The framework depicts that encoding happens before a message is sent and decoding happens after it is sent. Although the model has been quite effective in explaining the communication process, it has also gotten some criticisms which include: lack of feedback, no space for noise, the requirement for people to be on the same level for communication to happen, has no barriers to communication and also it does not consider the sixth sense which every human being has (Dysart-Gale, 2005). A good example of how the model is applied is the to the radio station or watching television. This process only requires the news presenter, the message being conveyed, the audience and also the frequency waves which are needed to transmit the message. Such a process does not need the audience to offer feedback not unless the presenter requests for feedback either in form of tweets or any other means.
Also, this is applied in my workplace where the CEO of the organization has a microphone in his office where he makes major announcements that employees should be informed about. The employees can only give feedback in meetings but not while he is addressing the entire organization. This omits the importance of feedback in case of any clarification needed or misinterpretation done.
[bookmark: _Toc101290151]Communication skills
Communication skills have been defined as the ability that individual has to convey information to others who are the receivers (Tongue, Epps and Forese, 2005). Excellent communication skills give an individual competitive advantage over other job seekers who do not possess such skills. There are various communication skills that are termed as top skills which are mostly looked into by recruiters and also people who communicate to the listener. They include showing confidence, friendliness, listening actively, seeking clarity and also non-verbal communication.
[bookmark: _Toc101290152]Verbal communication
Refers to any type of conveying activity that involves the use of words to share information. The words must be spoken and also written (Agarwal and Garg,2012). Unlike written communication that is always in the form of words on a paper or surface, oral communication is uttered from the sender’s mouth.
[bookmark: _Toc101290153]Non-verbal communication
It is concerned with the body language, eye contact, tone and also the hand gestures. All these demonstrate the message that you are trying to send. Approachable people will have a relaxed and friendly tone. If the sender of the message has a harsh tone or shows gestures that show they are always high tempered, then people will avoid talking to the person (Doyle, 2017).
Eye contact is also very important in non-verbal communication. The act of giving eye contact shows that the listener is listening to the sender of the message and that they are focused. The aim is always to show that you are focused but the receiver of the message should not stare so much to give the sender of the message feel uncomfortable. While focusing on the receiver’s non-verbal communication, the receiver of the message should also be keen to look into the non-verbal communication of the sender (Rani, 2016). This is important to know what message the sender is sending is perceived.
Listening is a good trait to show that someone is listening to what you are saying. By being a good listener, an individual is able to communicate effectively too. Active listening is very important and Doyle (2017) posits that active listening “…involves paying close attention to what the other person is saying, asking clarification, questions and rephrasing what the person says to ensure understanding…” (p.2).
Empathetic listening refers to the ability of the listener to view the message of the sender in a way that shows that they were listening actively. Instead of disagreeing with the sender of the message, empathetic listening advocates for the receiver to show that they understand how the other person presents the message (Doyle, 2017).
[bookmark: _Toc101290154]Conclusion 
Effective communication is key to the success of a company. Various factors contribute to the act of communication which include noise. Being a part of the process, noise can alter the message that the sender is giving to the receiver and this may cause a lot of misinterpretation like in the case study of Maria and Pedro. Good communication skills enhance the effectiveness of the whole process and this leads to great teamwork and also improvement of firms’ performance.
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