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Communication in Workplace
[bookmark: _Toc17999949]Introduction
Communication is the process by which people share their thoughts, ideas and emotions through expression or gestures or through voice between two or more persons (Lear, Hodge, & Schulz, 2015).  Communication involves transmission of ideas and information between two persons or two units with an intention to receive a response from the receiver end. Communication can be formal or informal (Fleisher & Bensoussan, 2015).  When the communication is intended to share personal thoughts and feelings it is called informal communication. Whereas when it is used for matters related to trade, law, finance, administration etc. it is called formal or business communication. Business communication is defined as sharing of information within or outside the organization for the commercial benefit of the organization. Communication in business is essential for smooth working of the organization (Petersons & Khalimzoda, 2016).  It enables the management to gather information and take corrective decision for the business. Further the plans, goals and decisions taken by the management is required to be communicated to the people working in the organization for which effective channels of communication is required (Rogers & Valente, 2017). 
Communication increases the efficiency of the management and promotes cooperation between the management and the employees (Bovée, Thill, & Raina, 2016). 
This report aims to describe effective business communication, the relevant theories of communication, the importance of effective communication, methods of communication and the importance of communication between management and the employees.





1.0. [bookmark: _Toc17999950]How communication can be made effective in a business
 Effective communication is an essential part of any business. Communication plays a vital role in development of a product, maintaining a healthy relationship with the customers, maintaining coordination between the people of the organization and the management etc. (Wroblewski, 2019). To ensure effective communication in an organization the seven C’s maybe adopted by the organization, which are as follows:
Clear: Sentences used in business communication must be short and consists of concrete words. If the words used for communication is exaggerated then the message becomes unclear to the receiver. 
Complete: In order to avoid misunderstanding the communication in a business organization the message communicated through the communication channel should be complete. 
Concise: Highlighting the important message of the whole communication helps the receiver to interpret the message more clearly. Being concise the communication becomes effective by delivering only the required information to the receiver. It makes the, message delivered more memorable.
Concrete: Facts, figures and illustrations are the features of a concrete communication. It helps the message to be more specific and avoids misunderstanding.
Considerate: Effective business communication requires getting into the shoes of the receiver and by showing emotional attachment with the receiver. For example using the words “we” instead of “you” renders appreciation to the receiver and makes the communication more effective. 
Correct: The communication should be correct and deliver the right message. Distortion should be avoided as it can hamper the quality of communication. Using written form of communication contributes to the delivery of correct message to the receiver.
Courteous: Salutations and greetings are important in an effective business communication. Courteous communication means being respectful while addressing the receiver. In case of written communication words like “please” or “ thank you”  can be used and the use of gestures like nodding of head and direct eye contact may be used in case of verbal communication (Wroblewski, 2019).

2.0. [bookmark: _Toc17999951]Relevant Theories
[bookmark: _Toc17999952]Shannon and Weaver Model of Communication
The model was developed in the year 1949. It is one of the simplest model of communication. The model was based on mathematical theories which were related to transmission of message over a telephone line. The model was aimed to show how the signals travelled from the source to the destination (Petersons & Khalimzoda, 2016). The concepts of Shannon and Weaver model are as follows:
Sender: The person who is the source of the message. The message is constructed by the sender and then a channel is selected to send the message (Rogers & Valente, 2017).
Encoder: Encoder is referred to the transmitter. It is a machine which converts the message into machine level language or binary signals (McQuail & Windahl, 2015).
Channel: Channel is referred to the medium that is used to transmit the message (Rogers & Valente, 2017).
Decoder: Decoder is the machine that is used to convert the machine level language or the binary codes into the original format of the message so that it can be understood by the receiver (McQuail & Windahl, 2015).
Receiver: It is the person who ultimately receives the message. However, there is no feedback system that would allow the sender to adjust his message according to the receiver (Rogers & Valente, 2017).
Noise: It is the physical disturbance that is caused during the transfer of message from the sender to the receiver (Rogers & Valente, 2017).
Figure1: Shannon, Weaver Model of Communication
[image: ](Source: McQuail & Windahl, 2015)
Redundancy and physical noise are considered as the concerns of technical problem in this model. These concerns form the Level A problem of communication. Weaver suggested Level B and C which involves the barriers like semantic problems and the interpretation of the receiver.

[bookmark: _Toc17999953]Schramm’s Model of Communication
Schramm believed that the knowledge of an individual, ones culture or religious background also plays an important role in interpreting the message. 
Figure 2: Schramm’s Model of Communication
[image: https://www.communicationtheory.org/wp-content/uploads/2010/01/Osgood-Schramm-model-of-communication1.jpg]
	(Source: McQuail & Windahl, 2015)
From the starting to the ending the interpretation goes on. The model describes the communication process between two people hence both the sender and the receiver uses an interpreter to clearly convey the message (Petersons & Khalimzoda, 2016). When the sender and receiver interprets different meaning of the message it is referred to as Semantic noise. Encoding and Decoding can become difficult due to the presence of Semantic noise and the actual message may get deviated (Watson & Hill, 2015).



[bookmark: _Toc17999954]Berlo’s Model of Communication
Berlo’s Model considers the emotional aspect of communication. This model considers the speaker to be in the chief position who drives the entire communication process (Watson & Hill, 2015). The Berlo’s model can be summed by SMCR, where S is Sender, M is Message, C is Channel and R is Receiver.
Source: It is the sender of the message from whom the message is formulated. The sender carefully drafts his thoughts into a message that can be conveyed to the receiver (Petersons & Khalimzoda, 2016).  
 Message:  the process of conversion of thoughts and ideas into meaningful words is called encoding and the words all together are called message (Turaga, 2016).
Channel: the medium through which message is conveyed from the sender to the receiver is called the channel (Watson & Hill, 2015).
Receiver: When the message is finally delivered to the receiver, he tries to interpret the message and understand its meaning. The process of responding to the message is also called decoding (Turaga, 2016). 

Figure 3: Berlo’s Model of Communication
[image: https://www.communicationtheory.org/wp-content/uploads/2010/01/berlos-smcr-model-of-communication-picture.jpg](Source: Turaga, 2016)


3.0. [bookmark: _Toc17999955]Importance of effective communication
No matter where an individual stand either an employee or a manager or team mate it is essential for him/her to have effective communication skills so that there will be proper flow of information between all the levels of management. 
As shared by my friend who used to work in an organisation, there is a great importance of sound communication. He told that, The team members of the workplace felt empowered because they can understand the way through which their work can be impacted and contribute to the team’s goals and mission. The leaders of the company also got a complete picture and able to understand where the employees face and problem in any particular task and also help them to resolve their problem and let them stay on that track without any deviation (Genç, 2017).
The other significant benefit of effective communication is that improving team morale which helped it creating a better place of work. While having effective communication there exists team work among the employees. Poor communication had often lead to unpleasant situation previously like inaccurate information, missed deadlines and unreported errors. Thus when there is good communication among the members at present, the management felt confident about the employees and can focus on other important staffs (Linton, et al., 2016).
Effective communication system also enhanced customer satisfaction as the whole team works on achieving one goal to satisfy its customers. As the team members know their role, and roles of other employees and what is expected by the management out of them. This helps them to concentrate more on their work and less on their place of work. Thus the employees try to do best in their work which will generate trust among the customers, thus increasing sales and revenue. Further, the productivity of the company has increased and issues faced by the employees are resolved peacefully (Easley, et al., 2016).  





4.0. [bookmark: _Toc17999956]Methods of communication
There are various methods of communication system. These can be through speaking, writing, listening or reading by the receiver and the sender. This can be said as verbal or nonverbal mode of communication. Verbal Mode includes communication that can be called as oral with one party speaks clearly whereas the other party listens actively and responds after that. Non-verbal communication includes body language like actions and gestures and different physical appearance. This also includes facial expression like angry, smiling etc (Phutela, 2015). As in todays working environment a large part of a manager’s day is spent by conversing with their employees and other crucial peoples, it is essential to have that ability to speak fluently, listen to the subordinates and make certain decision. Oral communication includes conducting interviews, making presentations, performing employees evaluation, holding seminars and press conferences and lot more (Houghton Mifflin Harcourt, 2016). The managers at present relies on Verbal/oral communication as they tend to know the situation and the person with whom they are talking with. Along with the oral communication skills, it is crucial t have written communication skills which is also a part of verbal communication method. The managers and the employees should be able to write well. This include able to write letters, sales reports, memos and other written documents that are essential for day to day work (Mavridis, 2015).
5.0. [bookmark: _Toc17999957]Communication between management and employees
An organization must aim to create an environment in which all the employees are free to participate in the communication process. 
1.     The communication must be a two-way process which is intended to have a positive outcome. Business communication must always be focused and aim to derive fruitful result ((Linton, et al., 2016).
2.     Highly effective channels must be employed in the organization in order to ensure effective communication (Mavridis, 2015). 
3.     Focus should not only be made in delivering the message but also in acquiring the feedback of the communication process. In this way the communication process would be complete. Also the management would be able to understand the barriers of the communication process (Vdovin, 2017).

4.  Feedback is considered as an important material to know about the employees and the staffs f the organisation. This also creates a dynamic environment and healthy relation among the employer and the employees (Houghton Mifflin Harcourt, 2016).
5. There need to open communication system between the management and the employees. The managers should be accessible easily and should take active part in active listening to their employees (Vdovin, 2017).
[bookmark: _Toc17999958]Conclusion
The study gave an overview of the communication and its effectiveness that is essential in an organisation. The relevant theories that has been used in the project helped to understand the situation more clearly and effectively. From the theories of the authors it is clear that for communicating efficiently, there is need to have a proper method of communication and channels of communication. Further, the managers of any company need to have well trained staffs who are able to understand the message and deliver certain feedback on time. Lastly it can be said that the managers need to have willingness and cooperative with their team and also respect their employees by their actions and attitudes.
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