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[bookmark: _Toc39002269]Introduction to Communication.
[bookmark: _Toc39002270]What is communication?
The word "communication" is from the Latin word "communism", which means "common". When they tend to create commonness with someone via communication by share information, ideas, or opinions. It is a mechanism for establishing and developing human relations because it conducts messages between people (Gerbner and Schramm, 1990). In relationships, communication is a key tool for indicating your feelings and experiences. By such acts, a person prospers to meet his/her needs and helps in building better connectivity. In general, businesses and organizations are run by leaders having effective communication skills. In case many breakdowns – financial or social – lack of communication is often a pinned reason because, without the two-way trafficking of ideas, thoughts and views between humans, relations would not survive and will extinct.  
[bookmark: _Toc39002271]Importance of Communication in Management
The key element for running an organization or business smoothly; is transparency at each hierarchal level which can only be achieved via effective communication. Consequently, the essence of management is communication and without it, the paramount functions of management – planning, organizing, staffing, directing, and controlling – cannot be implemented (“What is Business Communication”, 2020). The managers are essentially responsible for the easy flow of information in an organization and they devote a major part of their working hours in communication within and outside the organization which can be verbal or nonverbal. In management, the employees are informed and clarified regarding their job description which improves their motivation. Further, communication acts as a pathway for the flow of information among the members of the organization for the process of decision making. It also assists in controlling the process of management by controlling the organizational member's behaviours in many ways (“Importance of Communication in Management: 13 Importance's”, 2020). For instance, the employees abide by the company's policies and procedures and communicate their problems and queries if they are facing any. Overall, communication in management is significant for developing corporate strategies, the flow of information, and the smooth running of the organization as a unit.
This report revolves around the process of communication and its importance in structuring every organization. Moreover, it sheds light on the types of communication procedures adapted by the employees in the cooperate sector and suggests ways for making it more effective and impactful.  
[bookmark: _Hlk38899978][bookmark: _Toc39002272]How communication can be made effective in a business organization.
Effective organizations have detailed processes and approaches to connect with their members, staff, and partners as well as with the general populace. Communication within the workforce impacts many different facets of the enterprise. However, improved efficiency among workers is the most popular explanation of why we see companies spending more on internal communications. There are different strategies adopted by an organization to make the communication process effectual. 
While working as an intern at my friend's healthcare company, I witnessed the criteria the manager has constructed to keep the communication effective. Supporting that, I believe that the foremost rule for keeping communication alive in a business organization is maintaining an open communication environment. Such an environment allows all the employees to freely share their feedback, creative ideas, and constructive criticism for all the situations. This is achieved by those leaders who make it their organizational goal for open communication and gains the trust of the employees. There should be an inclusive communication strategy in which all the members are free to be a part of the company's decision-making process. This encourages them to deliver creative and productive ideas for the success of the company. Moreover, listening is an important element in the communication process. If the employees are provided with the right to voice their thoughts, the manager or the board should be open to their ideas followed by acknowledgement for the efforts (“Importance of Effective Communication Strategies to Improve Workplace Communication”, 2019).
It should be the manager's duty to build and engage a two-way relationship with the employees. As stats indicate that only 12% of the employees discontinue their jobs because of lower wages, while 75% of them quit due to indecent relations with their superiors (Torres, 2020). Furthermore, identifying the factors for the communication gap between management and labour is an indispensable part of the development and growth of the communication process. These factors can be of broad range, from conflicts and misunderstandings to employee's inability to understand or adapt to the company's mission and vision. Hence, interpersonal communication visits, informal group meetings, and socializing can be the foundation for interaction with the employees to monitor the mistakes bridge the communication gap.
[bookmark: _Toc39002273]Theories of Effective Communication 
The process of communication connecting the sender and receiver is present in all living things and can be concluded as a fundamental, universal process. Aristotle in his Rhetoric proposed the simplest model for communication having its components; a sender, a receiver, and a message. It became the crux around the later communication theories revolves. Laswell later introduced the mode of communication as a channel, which was chosen by the sender (Ruler, 2018).
[bookmark: _Toc39002274]Shannon-Weaver Model of Communication
This model was brought into light in the middle of the last century. It depicted the effective communication among the sender and the receiver.The model not only explains the process of communication but also gives reasons for the failure of communication, which adds up to the success of the model (Al-Fedaghi, 2012). Shannon’s model elaborated on the process of “Noise” which as impacted by many other factors. It conceptualized many other notions like information source, channel, receiver, message, destination, encode and decode. In simple words, the message is the information which is sent by the sender to the receiver via some channel like air, water, waves etc (Shannon, 1949). This is collectively given the name of transmittance and during this process, the communication of the message can be disturbed due to any noise. If this happens, the flow of information between the two entities (sender and receiver) will be affected, resulting in miss communication or ineffective communication. Since this model has various components, Shannon and Weaver have focused separately on each of them and explained their importance of ineffective communication (Adams and Kaliski, 2011).
[bookmark: _Toc39002275]Wilber Schramm Model of Communication
The 1954 relationship paradigm was introduced by Wilber Schramm. The concept conveyed in its Schramm Loop Model is that contact is a loop process by nature. He also planned the two-way communication interchANging, and Schramm thought of encoding and encryption as operations collectively performed by the sender and recipient. This model's encoder is who comes from and delivers the post. The decoder is the receiver and any person who wants to comprehend, analyze, view or translate the message will be the translator. The definition starts from the start of the talk to the end. This model splits the traditional sender and receiver models; each individual acts as a sender as well as a recipient and uses perception therefore. Decoding, decoding and description was carried out simultaneously (Petersons and Khalimzoda, 2016). Semantic noise is a concept applied here that contributes various significances to the same message from the sender and the recipient. This also occurs when words and expressions are not known to allow you to deviate from the true sense of conversation. (Gerbner and Schramm, 1990).
[bookmark: _Toc39002276]Berlo's Model of Communication
The contact model of Berlo represents the multiple aspects of the message (content, materials, delivery, configuration, code) and stabilizes sender and receiver respectively. The interaction architecture of Berlo works in compliance with the standard SMCR. The source also named as "the sender," the originator of the feeling, is the S-MCR pattern S — Creator; M — Message; C — Channel; R — Recipient. The sender consciously transmits the details to the receiver and discusses his feelings. Ideal communication takes place where the sender and the receiver are equally competent for communication, the same mentality, knowledge, social structure and culture. The encoding and decoding method and degree of contact play an significant role in these variables. The paradigm of Berlo varies mostly because it illustrates the traditional idea that is an important part of contact (Berlo 1960). The core aspect of Berlo is the conviction that interests are not in the communication, they are consumers of the messaging and conversationalists must be viewed from a historical viewpoint.
[bookmark: _Toc39002277]Importance of Effective Communication 
Successful communication does not depend on the exchange of ideas only. It has to do more with realising the intentions and knowing the feelings behind the message conveyed. One should have a sense of judgement to clarify what exactly has been communicated and what context is it referring to. The process of communication leaves both; the sender and the receiver with a feeling of curiosity (“An Evaluation of Effective Communication Skills Coursebook”, 2016).
Effective organizational communication is an essential part of the success of the business; it strengthens partnerships within the organization and with customers and improves employee productivity and the relative effectiveness of a team. Effective and truthful contact will build a successful team. Employees would be more enthusiastic about working when they consult with each other, consider other perspectives, and discuss their progress. As a result, the strong unit they build makes the workplace more fun, and they'll be willing to perform well so their colleagues won't be let down. Communication also helps to solve the social issues of workers by keeping all departments in the process, ensuring all staff members more productive in the workplace. This lack of secrecy not only enhances team morale but also has a positive impact on the attitude of the employees. Two people in the office may believe they interact well but they confuse each other because they each have different communication strategies. Acting with diverse personalities also needs exceptional communication skills to avoid any on-the-job disputes. If you have tension at work, you must look past the problem at hand and understand the thinking process of the other party. You ought to know the receiver's speech style to get a clearer idea of what they are trying to convey. Hence, effective communication is of immense importance when it comes to successful businesses and organizations. 
[bookmark: _Toc39002278]Methods of Communication
Communication, as described above, is a process of sharing of facts, ideas, thoughts, feelings, and emotions through expression, signals, writing, or actions. People interact with each other in a variety of ways that depend on the message in which it is transmitted and it's meaning. Contact channel selection and the personal style also impact contact. There four major modes of communication.
[bookmark: _Toc39002279]Verbal Communication 
Verbal communication corresponds to the interaction type in which the information is orally transmitted; communicating is achieved by word of mouth and by writing. Knowledge or information is transmitted via a sign language or it is delivered by a speech. It is one of the most common styles, frequently used during interviews, video conferences, telephone calls, meetings, and one-on-one conversations (“An Evaluation of Effective Communication Skills Coursebook”, 2016). 
[bookmark: _Toc39002280]Non-Verbal Communication 
Nonverbal communication is an action which generates or expresses meaning, other than spoken or written communication. This includes, in other words, facial expressions, vocal cues, body movements, and gestures. Nonverbal contact involves communicating without saying a word. It is very powerful, and perhaps even more so than speaking. For instance, when you hear a pleasant or fun idea or piece of knowledge, you can smile unconsciously. 
[bookmark: _Toc39002281]Written Communication
In written communication, the set of information is exchanged by mean of written texts between the sender and the receiver. It includes the letter, emails and chats etc. It is often used then the information is to be recorded or is lengthy and includes a substance that cannot be communicated verbally or non-verbally. 
[bookmark: _Toc39002282]Communication between Management and Employees
Management roles are usually categorized into different groups, such as management, recruiting, directing, organizing, and managing. Although managers can play various positions, they all need good communication. By looking at ways to enhance connectivity, you build not only a more efficient and rewarding workforce but also more active and inspired workers (More and Gray, 1997). 
The management should regularly interact with the employees through creative methods. These include having regular meetings with the staff, conducting face to face conversations, and asking the employees for their mode of comfort for connectivity. Feedback from employees is an important element for promoting the dynamic relationship between the employees and the management. It makes them feel like their opinions and thoughts are valuable to the company. The feedback can also be initiated by the managers. Constructive feedback, as well as employee acknowledgment help workers, feel more indulged in the company. Finally, for successful communication, managers should lead by example. The integrity of a manager relies significantly on being able to achieve what the say, on being able to connect effectively with others, and on respecting the staff's achievements and innovations. Employees deserve to know managers not only state the facts but follow them as well.
Summing up, at the depth of successful and effective communication is respect. Even though the managers are leading but they should make their staff members feel respected and valued as people and as members of the organization.
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