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[bookmark: _Toc39355691]1.Introduction
My report will show different ways of communication such as written communication, oral verbal, non-verbal, visual and psychological , different theories such as Shannon-Weaver Schramm’s , Berlo’s and Frank Dance and their  points of views as well as  barriers of communication  on those same theories and my personal effective  communication in my workplace, the barriers that occurs and the importance of communication in management.

[bookmark: _Toc39355692]2. Effective Communication

Communication is an ability that each individual possesses in order to communicate with others internal and external in communication we have different ways of communication, verbal, oral by voice, non- verbal gestures and attitudes, visual body language,  verbal communication such as written emails, memos and letters and the social media for example Facebook, twitter, Microsoft teams and WhatsApp . Effective communication is a process of exchanging ideas, thoughts, knowledge and information such that purpose or intention is achieved in the best possible manner, communication is simple a presentation of views by the sender in a way that best the receiver can understand.(P.Morgan,2017).
Effective communication skills
· Observance
· Clarity and Brevity
· Listening and Understanding 
· Emotional intelligence 
· Self-Efficacy
· Respectfulness
· Non- Verbal communication
· Providing Feedback

Communication has different theorist such as Shannon- Weaver, Schramm’s, Berlo’s and Frank Dance, different models of communication Shannon- Weaver has a mathematical model of communication (1948-1949) where he did not believe on feedback necessary to have an effective communication as long as the communication has an encoder, transmitter, message ,channel and decoder and possible noise which can be caused by background noise or interruption on the channel that is in use such as mobile phone also Shannon-Weaver has another model which is called the mother of the models this model concept of Claude Shannon is that information has to cover source ,message, transmitter signal, channel, noise receiver, destination and probability of error on encoding ,decoding information and channel capacity along with Shannon was the theorist called (Wiener) which was the nascent stage at the time. Schramm’s model of communication(1954) is that he believes in two ways process where information needs to be clear and using the right language in order to be effective and useful and convey to others the encoder has a very important play role  on this part of the communication because initiates the process of communication where it converts the thoughts into content. When the communication reaches the receiver is important that his prime responsibility is to understand the content of the information in order to proceed such instructions but in case of mislead information that communication it can unusable he also believes that encoding and decoding are the two more important reasons of an effective communication without the information can never flow between two individuals. Berlo’s model of communication (1960) there was no feedback on his model of communication just 
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[bookmark: _Hlk39272478][bookmark: _Hlk39274143]like Shannon- Weaver, Berlo’s SMCR model of communication which represents the process of communication in its simplest form the acronym SMCR that stands for sender, message, channel and receiver his model of communication  also emphasises the encoder and decoder of the message in order to be more effective communication he mainly has only four components to describe the process of communication they are sender ,message, channel and receiver each of this components has affected by many aspects. As well known in communication barriers may occur where communication can be interrupted by noise, poor communication and non- verbal communication, language, disorganized message, overuse of abstraction, information overload, lack of common experience, jumping to conclusions and demographic differences ,such as in age, generation, gender status and tradition, also there are physiological barriers where applies mostly for disable people which can involve hearing impairment, poor eyesight and stammering.
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Characteristics of Effective Communion


Frank’s model of communication is the helical model where he throws some lights of communication is like helix which curves and smooth the  communication goes upwards and downwards the helical communication are both linear and circular and stands in contrast to ignore linear models or models based on circularity such as Berlo’s model also Frank Dance emphasised that the role of communication problems could end simple by using the shape of the helix this shape it describes mostly about the visualization of the communication where strongly highlights the evaluation of the model communication, the benefit of helix is that the communication is compared evaluation of  the communication as a human process where they have the visualization before birth up to the present moment as well as helical communication can visualise and collects these activities from the past. (F. Dance,1967)
[bookmark: _Toc39355693]3.The Importance of communication in Management 
The importance of the communication in management is vital because it lights in many major importance’s of communication in management such as basis of decision- making, planning structure, efficiency working in the organization, facilitates the coordination, managerial efficiency, industrial peace and effective leadership.   Communication is essential for decision-making and planning because  it allows the management to secure information without which it may not be possible to take any decision, the decisions and plans of the management needs to be informed to the superiors before any actions happen as well as making sure that policies and implementations are well delegate by the management team in terms of effective communication. According to (R. George) It serves as the lubricant, fostering for the smooth operations of management process, the only way things can change in management is by communication in order to regulate the actions and the desires of subordinates directions, communication is an exchange of ideas and information to help bringing unity of actions towards a common achievement together for the purpose of co-ordination of the organization, by producing an effective communication in managerial efficiency the management takes their goals, desires, issues ,instructions and orders to allocate jobs and responsibilities to their assistants, in co-operation communication brings mutual understanding and trust between colleagues in the same organization, in leadership effective communication must be present at all times in order to be effective between the leader and the led. Communication is vital to maintain in humans in order to have a good relationship between them as well as motivation and job satisfaction in motivation communication works as supporting the goals of individuals as well as motivating their subordinates to  use communication effectively for example by using a proper draft of message, appropriate timing of communication and way of communication, the managerial capacity is also a form of increasing the capacity of the management by delegating authority and  responsibility to others in effective control communication comes in a different desire where the imply the measurement of actual performance and by taking the corrective actions on planned acts. Effective communication in terms of job satisfaction creates a good and healthy work environment between the management and employees simple because trust, confidence and efficiency is present and brings a good enthusiasm to all. In management effective communication saves time and effort as well as productivity  increases and cost is reduced in the presence of the business worldwide is only  possible if public relations and effective communication are working together to maintain a good corporate image in the society is only through communication that management can be present at all times to the  outside world in this world of management communication cannot fail in order to avoid issues it must always in management preserve  good relations with employees ,suppliers, customers,  shareholders, governments and communities at large. (K.sinha, 2020), (P.Morgan, 2017). 

[bookmark: _Toc39355694]4. Barriers of communication
Barriers in communication can occur where communication can be interrupted by noise, poor communication, non-verbal tone of voice, volume, language and psychological. All of this barriers can happen while communication is current, noise can be any kind of noise such as shouting, loud music on the background as well as road noise like cars, train or people talking in loud tone of voice, poor communication can happen when people are not communication with others effectively in academic education as well as in workplace where individuals do not put in practice the effective communication in place by giving disorganized message, confused or not using the appropriate language to inform colleagues  in the team, the non- verbal communication is normally used by disabled people where the use the gestures, body language and the visual to express themselves towards others, the barrier on volume is that communication may not be effective as it should be because it may be too loud or too low to hear and understand the individual therefore mislead information, can cause issues in both departments where the receiver is not sure about the communication produced  as well as language situation it can be a barrier when an individual cannot speak the native language of the country where they live and work that can cause huge issues towards safety of the individual as well as others around  that particular individual for instance if this person has contact with different individuals  can affect the quality of work such as  instructions or tasks may not be delivered in the standards that managers or lectures expected and it may put people at risk in terms of their own life such as safeguarding including the person who cannot speak the language. In psychological barriers it can  affect those individuals who cannot see, hear or speak this individuals may face lots of difficulties in communicating with others externally because it may occur lack of communication between the people involved in this communication such as anger and frustration if the other person does not understand what their needs are, if possible find a solution to avoid this by using the visual version of communication with images. Sometimes in communication people can take assumptions of the  situation regarding others as well as jumping to conclusions where they do not have the whole information or communication of that individual and it may cause a mistake or even cause a conflicts among them also the demographic differences can occur such as age, generation, gender, status ,tradition and culture in terms of culture it can affect people because in their cultures and home country certain rules in communication has a different meaning from the culture that individuals is  now involved this particular barrier it can affect the workplace environment between colleagues because of culture rules and legislations individuals and professionals should follow them regardless to their own tradition , in order to keep their jobs or to live in a different they need to adopted new ways of living and communication with others.(P.Morgan,2017) (Prachily, 2020).
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Effective communication is something that is used in my workplace as a healthcare and support worker working as carer where I look after individuals in their own home ,as well as supporting any challenges they might have regarding to their personal situation by  communicating effectively with all of my clients , speaking  with them in a calm manner in a normal tone of voice, where they  are able to understand what is being said to them and respond to us  the  same way  we communicate with them efficiently, the only barriers that occur in my workplace is mostly with accent where strong  accents  from clients occur and we  have  to ask them to repeat in order to avoid any inefficiency. At my workplace, the best theory that applies to us in the organization is the Schramm’s model of communication where are always two ways on that process between colleagues. We have an organization phone where we all do the communication between colleagues when necessary also when we  need to contact our  manager to report the  visits to our clients in daily basis, our system is called Mobizio on this system  we have access to the description of the clients details in terms of health issues and the  task of the day that we need to organise in each client home.



[bookmark: _Toc39355695]Conclusion

In conclusion effective communication must be present at all times in order to facilitate all parts involved by productivity, quality of work, efficiency without a doubt communication is the only way that we can communication, delegate tasks, follow instructions and orders from our leaders. Barriers can occur in the workplace as normal as every individual works and precede  in different ways and might result in disciplinary action or being discharged from their activities that is why communication in management and in general is very important in order to have avoid  less mistakes, more efficiency as well as usual information and communication to achieve further goals.    
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