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Executive Summary
The information collected in this report shed light upon the effectiveness of the communication held for the management of the workforce. The application of Shannon-Weaver Mathematical Model is done to establish the concept and understanding in terms of the communication cycle. Moreover, the skills related to active listening and the verbal and written forms of communication are further been discussed. The implications and influence led by communication are discussed in order to evaluate the effectiveness of the complete communication process within the management of the company.
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[bookmark: _Toc501463031]Introduction
The effectiveness of teamwork can only be observed with an effective communication that is practised by the team members (Valls et al. 2016). However, the aim of this report is to analyse the effective communication in management of the organisation. The information thus collected has been structured in references to the communication models that can be easily applied for managing communication within the workforce. In addition to the discussion, importance of language tone and level of formality while communicating has also been analysed in order to manage the workforce in an efficient manner. Moreover, the report also comprised of the effectiveness marked by both verbal and written communication for the proper management of the organisational activities.

[bookmark: _Toc501463032]Analysing effective communication in management
The act of delivering data or information for the purpose of creating and understanding among two or more people is well known as an effective communication. The effective communication must be practised within an organisation. As stated by Hassell and Cotton (2017), for making an effective communication in the management system of the company, there are different key issues that are generally ignored by the managers. These key issues deals with both external and internal aspect of knowing the person and the issue rose within the workforce. The process of communication is the sole responsibility of every individual present within the workforce. Thus, an individual needs to stay alert or information about the way one communicates, its related clarity, ability to make the listener understand what actually is being communicated and such others. 
Influences and implications of Communication
In addition to the held discussion, there are different implications and influences faced in terms of communication. As commented by Schaubroeck et al. (2016), the implications and influences of communication can be highlighted in terms of the following aspects:
1. Source effects
2. Encoding Effects
3. Channel/Media Effects
4. Receiver Effects
5. Decoding Effects
6. Feedback and their importance
Therefore, the process of communication always undergoes the above-mentioned implications. These are able either to enhance or to reduce the quality of information being transmitted within the concerned firm and its management. However, as stated by Brewer and Holmes (2016), effective communication plays an important role to wherever it is applied in a successful manner. That is, the success of a company depends on the transparency being maintained among the team members of the company. The habit of working with effective communication is vital at all the levels on an organisation. The existence of the clear thoughts and strategies of working for the assigned job if conveyed properly by one team member to the other successfully will always embrace the common understanding sustained among them in the future business activities. Therefore, the need or requirement for an effective communication is highly in demand from a successful company. As the need for staying on a common platform is required in terms of ideas and messages is mandatory for working smoothly within the workforce. The team members must be informed from the actual expectations made by their team managers. Information as deadlines and the quality of their services must be reminded to the employees. In addition to the above made discussion, there are specific requirements made for an effective communication in management. These can be listed as the following:
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Figure 1: Skills required for Effective Communication
(Source: Created by Self)
In addition to the provided image, the skills that are required for an effective communication in management have been highlighted. Each of the mentioned five skills focus on the individual activity involved within a communication. As for instances, the Listening skills focus on the manner that is utilised for listening that is through eyes and ears. Moreover, the non-verbal skills considers the body language, par verbal skills depends on the way an individual speak every word in the held communication. 

[bookmark: _Toc501463033]Relevance of communication cycles in effective management
The significance of communication in an organisation or among two individual relates to the basic communication cycle. As suggested by Butchibabu et al. (2016), the communication cycle makes the process of transmission of one information to the other in terms of the message to get successfully decoded that is understood by the receiver or the listener. In order to understand the relevance of the communication cycle in effective management, the application of communication models can be made as per the business catered by an individual. There are different communication models to be marked as the Shannon-Weaver Mathematical Model, Berlo’s Model of Communication, Schramm’s Model of Communication and such others. However, as argued by Marlow et al. (2017), the Shannon-Weaver Mathematical Model 1949 is the best suited model of communication being applied for an effective communication in management. In addition to the discussion, the concept of Shannon-Weaver Mathematical model deals with Sender (Information source), Encoder (Transmitter), Channel, Decoder (Receiver), Receiver (Destination) and Noise
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Figure 2: Shannon-Weaver Mathematical Model
(Source: Marlow et al. 2017)
The following are the in-depth analysis made for highlighting the relevance of the communication cycle in terms of the above discussed model. 
Source Effects: It deals with the credibility, attractiveness, expertise, similarity marked within an individual before they start any communication. The information thus shared requires getting self-assured of the information and the expectations of the target market. The source from, where information is transferred affects the listening power of the target market to an extent. 
Encoding Errors: There are different issues faced while encoding the message received from a relevant source. These issues are marked for areas of underestimation of the target audience as per their resource and capabilities. Another area is the incorrect assumptions of language and culture, selection of inappropriate assumptions, ineffective arguments and such others.
Channel Noise and Effects: In order to communicate effectively, the selection of channel for the purposes needs to be conducted carefully. These channels may comprise of face-to-face, telephone, internet conferencing, verbal, facial expressions and others. As commented by Lin et al. (2016), channels may also relate to the media and the type of communication held with any external groups as newspaper titles, radio, TV, cinema and more. In addition to the discussion, there is noise being heard through the communication through different channels. However, the non-personal channels are less effective.
Decoding: The process of decoding deals with the proper understanding of the message received from the source. Moreover, the care required for the any issues faced while individuals mark decoding the message. Therefore, from the perspective of a manager, the assurance regarding the proper interpretation of the message needs to be analysed for avoiding any future issues.
Receiver Effects: The effects led on the receiver of the communication process are analysed as per their demographic interests. It further impacts on the process of perceiving that is decoding a message. Moreover, the decoding of the message on a regular basis would help the receiver to avoid and minimise any massive confusion. 
Feedback: The feedback collected by the receiver for the received message is highly required to analyse the effectiveness of the held communication. Thus, the feedback thus collected can be of either verbal or nonverbal resulting for a positive or a negative impact. 

[bookmark: _Toc501463034]Importance of tone, level of formality and language in communication management
In addition to the above made discussion, the significance led by the level of formality, tone and language in communication management is vital to cater either a positive or a negative impact for the held communication. As stated by Kourmousi et al. (2017), the effectiveness of listening skills impacts more on the tone and language being utilised while, communicating to other people. There are different reports marked for the active listening of an individual as per the scientific analysis. The analysis further marks for the fact that c.120 words a minute are heard by the human body. Thus, the reaction in terms of the change in tone and language is reflective as per the listening capability marked for an individual. In addition to the above made discussion, the impact led by motivation and the prevailing physical environment within the workforce is vital for making an individual to stay concentrated within their workforce. Moreover, the other factor that affects the tone, language and level of formality within an organisation deals with the lack of training in critical listening skills along with the lack of supportive cultural values. However, as commented by Yildiz (2017), there are different efforts that can further be made for enhancing the listening skills. Thus, by developing the skills related to listening, the concerned individual could make an effective communication within the prevailing situation of the concerned firm. Moreover, the following are the ways that can be applied for developing the listening skills:

1. Listening with purpose
2. Exchange of feedback
3. Conducting a non-threatening contact
4. Assured for the catered understanding
5. Maintaining topic of conversation 
6. Asking related questions
Thus, with the application of the above-mentioned factors the listening performance of the management can be cited in four simple steps. These steps are marked as listening, questioning, reflecting along with agreeing to the held communication. As stated by Marlow et al. (2017), the tone of communication can be identified with the language an individual or a manager utilises within their workforce. Thus, in order to keep the workforce motivated, the managers must utilise a friendly and calm tone of their communication. Moreover, the application of listening skill highlights the accurate manner that is expected by the listeners from their source of information. Thus, further results to manage the overall communication process to be held in a simple manner. In addition to the made discussion, the adaptation of both written and verbal communication medium can thus be utilised if the management lacks behind in terms of their listening skills.

[bookmark: _Toc501463035]Effectiveness of written and verbal communication
The effectiveness marked for the communication medium influence the overall held discussion with respect to the completion of the assigned goals of the company as a whole (Yildiz 2017). In addition to the above discussion, there are different impact led by both a verbal and a written communication. That is, the written or the non-verbal communication generally deals with five areas of interest such as eye, face, gestures, posture and proximity. The written communication on the other hand focuses on the message that has been conveyed in terms of writing or written format. The communication media selected for such conversation may comprise of emails, blogs, press releases structured by the company in order to manage their management activities as a whole. In addition to the held discussion, the written communication focuses on the main issues that are to be shared to an individual or to the group as a whole. Moreover, the effectiveness of communication in the management of an organisation not only relates to the workforce but also to the target market of the concerned form. The customers are also informed of the changes that are taking place within the firm for sustaining their brand loyalty in future. 
Moreover, the concept of verbal communication relates to the face-to-face communication made among two people or a group as a whole. In the process of verbal communication medium thus utilised relates to the telephonic conversations, radio, mobile phones and directly to the person specific. The verbal communication further comprised of certain proximities to marked as the following:
· Intimate -to stay within 18”
· Personal -to stay 2-4 feet away from the receiver
· Social -to stay 7 feet away for the conversation
· Public -to stay 15 to 25 feet away for making such communication.
Therefore, it can be said that the impact of both written and verbal communication is usually important and effective;it is just the way in which the communication is held among the respected group or individuals.
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Conclusion
From the above discussion, it can be concluded that the effectiveness of communication in management is highly appreciated for conducting a proper workforce activities. In addition to the discussion, the understanding related to the verbal and written communication has also been analysed in terms of the proper management of the company. Moreover, the application of Shannon-Weaver Mathematical Model has been done in order to understand the communication cycle being practised within the communication in management.   
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