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Definitions of Communication 
Communication can be said to be the medium of exchanging information by the means of speaking, writing, or by the application of any other medium, It is the medium of receiving information be it by the means of telephone lines or by computers. There are two parties in communication one sender and receiver. It can be said to be the podium of transferring information from one place to another. There are different methods of communication and includes 
Methods of Communication 
Verbal can be said to be the information that is by the means of oral communication between two or more parties. It is necessary that both the parties communicate and respond to each other effectively. Non verbal is the medium which is by way of expression, body language and symbols respectively. It is generally an effective mode of communication. 
Written ‘communication is the one which is communicated by the medium of writing respectively. Both the sender and the receiver are to communicate by the application of written communication respectively. 
Visual is when the communication is being portrayed by way of pictures, images respectively. It can be said to be an interesting mode of communication. There has to be consistent approach on the part of both the parties to coordinate in this respect. 
Listening mens that receiver should minutely listen to the communication that is being portrayed by the sender. There has to be detailed understanding in this regard. Effort should be to the fact that both the parties are benefitted by the application of the system. 


[bookmark: _Toc39325404]Section 1
The importance of communication in the workplace  in management
Communication at the workplace can be said to be an integral part. It allows the organizations to be productive and cooperative in undertaking activities actively. It helps in the enhancement of experience of morale, productivity along with the commitment to deliver effectively. Good communication at the workplace helps in mitigating conflicts effectively. Employee engagement can be enhanced effectively. There is good and cordial relationship between the clients. With the incorporation of communication talented and productive workforce can be developed. Management has to be core and instinct in this regard. 





Main Body
How communication can be made effective in a business organisation
Effective communication in a business organization can be said to be an integral part. It is effective in the performance of the business activities actively. There are certain aspects namely in the form of planning, organizing, communication, staffing, leadership along with controlling. All the above activities can be performed by the managers in a definite manner. Job and responsibilities can be said to be undertaken in the most convenient manner without any curtailment. 

Communication can be said to be the foundation tool in relation to planning, organizing along with implementing of plans effectively. Effective communication helps in developing the productivity of the services respectively. The quality of the products and services can be developed immensely. There are grater and higher levels of trust, commitment while undertaking the task effectively. With the incorporation of employee engagement along with good levels of productivity development and services can be enhanced effectively. Communication helps in building and maintaining good relations along with the customers. Organizing, motivation along with organizing can be said to be the key aspects in relation to communication. Customer relations along with product development can be enhanced effectively (Reddy,  2019). 




How communication works between Management and Employees and to what purpose 
The lines of communication between the managers and employees can be said to be an integral part for any organization. Improvement in relation to both the parties can be said to be an integral part respectively. There has to be accessibility on the part of the managers. There has to be proper and effective means in relation to answering to the queries put forward effectively. There has to be clear and concise communication between both the parties respectively. Understanding the employees can be said to be an integral part of the organization. 
Action and words must match that would help in free flow of task for the organization. The employees should be notified properly. There has to be focus towards face to face communication respectively. It would help in free flow of communication without any doubt. The purpose and the content to be communicated should be clear and concise on the part of both the parties. Both managers and employees should be in the loop. It helps in understanding to the fact as to what is happening in the organization. Both employees and manager should know each other properly. 
Tone/choice of language/level of formality
Tone of voice should be the ability to emphasize towards the words that require more and more information. The volume, pitch, tempo of the voice should be precise and clear in nature. There has to be sensitivity towards the tone that had been interpreted. Colloquial language can be said to be used in the case of informal communication actively. It gives the feeling of casual effect towards the language that is being spoken. There has to be active listening on the part of both the parties in this regard. 
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Theories of Communication
The Shannon Weaver model can be said to be the Mother of all models of communication. As per the model it can be said that communication can be broken into 6 key models (Kneupper  and Underwood,  1976).  It includes sender, encoder, noise, decoder along with receiver. In the later stage Weaver had added the new concept namely feedback which has helped in changing the model effectively. As per the theory it can be said that ability to explain messages can be said to be the mixed and misinterpretation of the system between the sender and the receiver (Cañón Prieto et al.,   2020). 
One of the definite problems in relation to communication has been the reproducing message that has been sent from one point either in the form of approximately or in the form of exactly to another point respectively. In the first instance it is the sender who selects as to what message should be conveyed. The sender starts the message by the application of the choosing the message thereby looks for the ways and the means to send the message. The message may be send in multiple ways namely in the form of spoken words or writing or by the medium of body language (Miller,  2015). 
In the next instance the encoder converts the idea into form of signals that can be send from the sender to the receiver respectively. Next comes the channel which receives the information from the sender thereby transmits through the application to the decoder along with the receiver. Noise is the next instance wherein message is on its way from the sender to the receiver respectively. Generally there are two different kinds of messages namely internal and external message. In the internal instance the sender may make mistake while delivering the message. Whereas, in the external stage there might be mistakes which, may be external in nature. 
Decoder is the opposite of encoding. There has to be a device that helps in decoding the message from the binary digits to the format that is understandable by the receiver. Receiver can be said to be the end point. It is the point when the person finally receives the me4ssage. Feedback is the last instance that had been proposed by Weaver. It generally occurs when the receiver responds to the message that has been conveyed by the sender. Here in the process seems to be complete. 

[image: https://www.communicationtheory.org/wp-content/uploads/2011/06/shannon_weaver_model.jpg]
                                         SOURCE: (Buttle,   1995). 



Schramm and Berlo model can be said to be comprising of communication that is circular rather than linear in nature. The model includes sender who encodes the message and the receiver who decodes the message. The role of sender and the receiver can be said to be integral part of the organization. The idea of interpretation can be said to be the central backdrop of the model. 
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                                   Schramm and Berlo model
                                     Source:  (Kubota,  2019)
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State the understanding of the above mentioned points in practise
In case of undertaking communication from one part to another it is necessary to understand the aspects related to the communication. There has to be through understanding relating to communication. There has to be time spend between the employers and the employees respectively. Consistency should be the key in this regard. The working environment should be such that is cordial in nature. In order to develop productivity of the organization there has to be free flow of communication in the organization (Henry et al.,   2017). 
With effective communication employees of the organization companies can go for productivity effectively. The morale, productivity and commitment of the employees can be enhanced adequately. Effective communication helps the employees working in the organization to be highly effective and efficient in delivering services effectively. The unhealthy competition that may crop up decreases adequately. There is the essence of harmony that exists among all the department of the organization respectively. 
The organization and the teams that work in a harmonious manner results in providing higher productivity, integrity along with responsibility respectively (Royal College of Physicians,   2018). 
When the communication in the organization is poor in nature it leads to the advent of de motivated employees altogether. The question of confidence and the ability of the employees is at stake in this regard. Employees who communicate in a effective manner with the peers, colleagues, customers and the managers can be said to be the valuable asset for the organization.
The aspects that have been discussed in the assignment does lay emphasis towards good and productive communication altogether. There are certain aspects that should be taken into account while maintaining strong and effective communication altogether:
1. Team building: There has to be effective that goes for good communication along with collaboration among all the members. There has to be the application of effective strategies that would help in bringing the team under a common platform. Through the implementation of effective communication there would be improvement in relation to the morale and satisfaction of the employees concerned respectively. 
2. Innovation- In the case of good and effortless communication there would be innovation of ideas respectively. Innovation strives to know more which can be said to be the incorporation of communication respectively. 
3. Growth- It can be one of the most conventional approaches in relation to building communication effectively. It helps in developing strong lines of communication between the sender and the receiver respectively. There has to be strong and productive communication along with the stakeholders respectively. The wavelength in relation to communication should be precise and productive for the overall development of the organization respectively. There has to be strong management that should be followed by the organization respectively. The relevant theories that have been developed helps in understanding the modes of communication. 
For example in case of activities within the organization when there is lack of communication among the members of the organization it may result in lack of commitment towards different activities. The morale of the staff seems to be low in nature. There has to be through and detailed discussion and communication that would help in removing the disparities that are prevalent respectively (Cass,  2020). 
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From the discussion that has been undertaken it can be established that communication plays an integral part in the organizational forum. It helps in building strong and healthy relations among all the departments. 
In this assignment there had been discussion relating to the different types of communication along with the process through communication would be conveyed effectively (Butchibabu et al.,   2016).
 Team building can be said to be integrating policies and activities in the best possible manner without any disruptions. Good communication helps in building morale and potential of the employee’s altogether. 
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