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Executive Summary:

The report contained detailed discussions on communication with examples. Various types of communication and methods of effective communication have been described here. Next part of this report is related to the theory of communication where three particular models of communication have been explained in detail.
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Introduction
Communication is a process of successfully sending a message (information on a particular topic) where both sender (encode the message) and receiver (decode and interpret the message) is involved in both the edges. Types of communications can be group or interpersonal. There are mainly two methods of transmitting messages. Verbal and non-verbal. Speaking on a telephone with a friend is an example of interpersonal as well as verbal communication. Discussing the objectives of the company with the team members is the example of group communication. Example of non-verbal communication is communicating through eye contact.
This report will provide a bright outlook on the communication process, and it's types and methods along with various theories regarding this.
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Interpersonal communication is a process of person-to-person communication where feelings, emotions and information can be exchanged between people. It includes verbal components (language) as well as non-verbal components (facial expressions, voice tone, body languages). Interpersonal communication can be useful in gathering information, building and maintaining relationships, and emotional support. 
Elements of interpersonal communication are
Communicators - At least two people must be involved, and it must be a two-way process. In effective communication, both need to send and receive messages interactively and concurrently.  
Message - Topic with verbal and non-verbal content.
Noise - Disruptions that mislead the intention of the message.
Feedback - Reply from the receiver which completes the process. 
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Group communication is about the interaction between employees and employers or in a group of employees. Effective group communication helps in building bonds with coworkers, ending any disagreements, explaining the objectives and issues to employees and decision making.
Categories of group communications:
Steady - Calm and cooperative approach of communications.
Dominant - Blunt-spoken approach of communication
Influencer - Collaborative, positive approach to build strong relationships (Bovée, Thill and Raina, 2016).
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Communication helps to understand the idea, information in a better way. To achieve productivity tool of communication plays a significant role. It also helps to strengthen relationships with each individual. Communication is the way through which knowledge can be shared for a better outcome. This makes ways to generate trust and maintain effective coordination while working. Communication is essential because it removes the problem within a given period. Communication is considered to be an integral part of human life. It plays a significant role in both personal and professional life. Communication is irreversible and dynamic. To understand other people, it is essential to have a proper notification. If we are unable to understand other and their ideas, then there is a chance of falling in danger. Having a better communication skill leads to a successful life in personal and professional life. Communication makes an individual a social being and develops a positive bond with others.  To make the task easier, communication is essential. Targeted goals might be achieved with the help of communication as the work might be easily carried out. So, communicating is necessary to make our life easy and comfortable (Coffelt, Baker and Corey, 2016). 
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If business communication is concerned, it is done to achieve the goal of the organisation. Information is being exchanged for promoting the purposes of the company. In this business communication, there is a need for effectiveness.  Effective communication of business is easily shared by both the parties and is understandable. This helps to maintain professionalism in the working sector. Effective communication helps the communicator to choose correct information and way of transmitting it. Effective communication of business communication is essential as it improves the performance of the organisation. It also gives rise to sufficient teamwork that brings more amount of profitable result. Through this, each worker gets an opportunity to know each other. The ideas are appropriately shared. It is also essential as customer needs might be understood in a better way. Understanding customer needs helps the organisation to provide a better quality of service and product. Politely dealing the customers helps to gain their trust. Effective communication leads to proper planning, organising and delivering the work within a time frame. It leads to better coordination and helps the organisation to attain short- and long-term goal. So, effective communication of business communication helps to be successful and strengthen the company's position in a competitive market (Why Is Effective Communication so Important in Business? 2020).
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When communication is initiated through words, then it is called verbal communication. Two primary forms of verbal communication are oral and written communication.

Written Communication - This is the type of communication process involves emails, text messages, various kinds of typed documents in electronic form or physical form and any other types of materials which includes any written information. The success of this type of communication depends on the style and clarity of the message. This is the low-cost process, and also records of correspondence can be kept through this process. The main disadvantage is feedback is always required from the receiver as a sign of the success of communication.
Oral Communication - When communication process involves spoken words through phone calls, video calls or person-to-person interactions is called verbal communication. The success of this type of communication depends on the clarity of messages, body languages and communication styles. The advantage of this communication is it is easy and speedy in getting feedback. Through face-to-face communication, a person's reaction and body language can easily be judged. However, this process cannot be consistent all the time, and formal form of record-keeping is not possible (Adler, Rodman and Du Pré, 2016). 
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When communication is initiated without words and includes body languages, postures, gestures and facial expressions is called the non-verbal way of communication. This type of communication generally supports verbal communication, but it can carry and deliver independent messages all alone. Different types of non-verbal communications are discussed below.

Physical Communication - It includes postures, eye contacts, gestures, eye contact and most importantly, facial expressions. To initiate any type of communication, the facial expression is the essential attribute as a human's face is very much expressive in communicating without the help of any single word. 
Paralanguage - Paralanguage is one of the essential factors of non-verbal communication. It refers to the way of communication. That means how the subject is delivered to the audience. This includes voice tone and module, emotion, style of communication, interests in communication and so on (Leathers and Eaves, 2015).

There are various other types of communications which denote a person’s personality.
Appearance - Attitude, dressing sense of a person while communicating.
Aesthetic Expressions - It refers to various creative expressions like dancing, singing, painting.
Symbols - It indicates the status symbol or religious symbol of a person.
Space Language - It refers to social status or taste of culture and tradition of a person.
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Shannon and Weaver model, which is a linear model of communication, can also be referred to as "Information theory". It describes how a message can be misinterpreted in the process of communication. It includes six components which are described below.

Sender - Sender is the source of information in this theory. The sender can be an object or a person. Here the sender chooses a subject of the message, whom to send and the channel to communicate.
Encoder - Encoder means transmitter, that is a machine which can transform the content into a signal or a person who can convert the message content into words. Here an example of a transmitter can be a computer or telephone, which encodes messages using binary digits or a person who uses verbal or non-verbal languages (Elleström, 2018).
Channel - It means a medium through which messages can be transmitted.
Noise - It means disturbance in the process. 
· Internal noise - Interruptions from the end of the encoder or decoder.
· External noise - Interruptions due to some external factors. 

Decoder - A device which interprets the message from binary digits or waves.
Receiver - It is the final destination of messages. The endpoint of this model receives the message here.
Feedback - Feedback ensures whether the receiver correctly receives and interprets the message. It closes the communication circle.
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Berlo’s SMCR model describes the linear process of communication. Main four components of this model are Receiver, Message, Sender and Channel. These four components can be affected by various factors.
Sender - It is the start or source of the process. The receiver receives the message which is constructed and encoded by the sender. The factors which affect the causes are mentioned below.
· Attitude - Attitude of sender towards the subject matter of message and audience.
· Skills - This includes speaking, reading, listening and so on.

Message - It is a collection of information which must be sent by the sender to the receiver. Audio, text, voice are various forms of messages. Multiple factors affecting messages are -
· Topic - Subject of messages.
· Elements - Different verbal or non-verbal way of messages
· Treatment - The way of sending messages
· Structure - Way of message construction 
· Code - Form of messages like text, audio, video and so forth.

Channel - The medium of messages which is capable of recognising the human sensor system like hearing, tasting, seeing, smelling and touching (Saud, Jufri and Rahman, 2014).

Receiver - In a direct communication who receives and decodes messages at the end of the process is called the receiver. For effective communication, the thinking pattern of sender and receiver must be in the same line and for this reason, affecting factors of the receiver is the same as the sender.
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It is the circular model of communication which explains the exchange of informative subject which is received by the recipient and sent by the source. According to this model, the sender encodes the message and sends it to the same or different person. Recipients receive and decode the message, interpret it and encode it again to send it to a new person.

Three elements of this process are explained below.
Sender - The source is the sender in this theory. Senders should send informative, simple, clear and accurate messages to the receiver. The way of encoding the message is affected by the sender’s cultural background, skill, attitude, knowledge and experience.

Recipient - Recipient means the individuals or the group of the individuals who receive messages and decodes it. The decoding ability of a recipient depends on the various factors like attitude, skills, experience, knowledge, cultural background and trust on the source (Sasidhar, 2019).

Message - It is the bunch of the information transmitted to encoder from the source. It may contain verbal content or non-verbal content. Text messages, phone calls are examples of verbal material, and non-verbal content means body language, facial expressions, eye contact and so forth. The circle of communication would complete when the recipient accurately interprets the message and sends feedback to the sender.
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Based on my experience, I have realised the importance of effective communication and the way it can influence a business organisation. I became aware that the effective communication which the management built up with me and the team helped in improving my quality and my dedication towards work. Being a newcomer, I did not have adequate knowledge of carrying official tasks and thus faced obscurities. However, gradually, things improved when a healthy, effective communication grew up with seniors and team members, and my confidence boosted up while doing my tasks with other team members. Also, when I was capable of working appropriately and succeeding in reaching my target, the management gave me recognition for constructing an effective communication that inspired me to bring about more in future. Having safe and secure communication helped me in building up trust with my company. Effective communication is thus art, and its practical implementation can bring about a big difference. 
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After assessing various aspects and theories of communication, it can be concluded that communication is not only about sending information. It's about both way interactions, whether it is face-to-face or group communication. Reliable and effective communication is very much required to survive in today's world for individuals as well as for any organisation.
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