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Introduction
In this report the main focus will be on Effective Business Communication. Effective Business Communication is a process involving 2 maybe more individuals sending a message that is readable and understood by each and every person involved. It is highly crucial to communicate effectively in a business or organization to adhere your business goals. Effective Business Communication helps to build a good working relationship between you and your work colleagues and other work colleagues or any other organizations. In this report go into detail about the theory of communication, impact of business communication, challenges or barriers of business communication, effective business communication skills and a reflection page with a conclusion and reference page. In the appendix page will be attached my power point presentation on the same subject. “Alone we can do little; together we can do so much” Kelle 2020


Theory of Communication

SENDER
ENCODING                   
MESSAGE                     
CHANNEL          
RECEIVER
DECODING
This model is highly used as a theory of communication in mostly all businesses and organizations, also there is a concept of another barrier which also effects the communication processing through the channel to make the message quite challenging to be understood by the receiver. SENDER is a source of the message or the individual which originates the message and sends it to the receiver. The sender would transfer information using the following; communication skills (read, speak, listen and write). The individual should possess excellent communication skills to make one communication effective to create impact on the listeners. If the receiver does not understand the message, the communication doubtfully be ineffective. Attitude of the sender and receiver also effects the message. ENCODING and MESSAGE is the transformation of the one’s thoughts into voice, audio, text, video or any other media. CHANNEL is the medium used to send the message. RECEIVER is the individual who gets the message and understands what the sender wants to convey and responds accordingly. This is also known as DECODING.

Impact of Effective Communication in Organization
The impact of effective business communication in an organization leads to an organizational success. It enhances a professional image, helps build a good better response from all stakeholders, builds a strong business relation, builds employee satisfaction and engagement. Better control within one’s organization. Impact also helps in quick problem solving. The impact of effective communication leads to new ideas, also innovation within a company. Good effective business communication leads to a good teamwork and helps all employees at all levels to work together to gain the organizational goals.





Challenges or Barriers of Communication

There is quite a lot of barriers to communication and this would happen anytime in the communication process. Some common barriers to effective business communication are emotional barriers. An individual who is emotionally mature will be able to communicate effectively on the other hand a person who is weak emotionally limit effectiveness of their communication. Barriers like noise, lack of attention, closed doors, distractions which are easily removed are most likely to be in a large office. In a large office equipment would result in severe barriers to effective communication. Physical disabilities include hearing problems or speech problems s another challenge in effective communication. Different individuals perceive the same things differently. All communication must be easy and clear. Another barrier of effective business communication is and prejudices which may in fact lead to stereotyping.

Effective Communication Skills

Effective communication skills to are highly important within an organization. There are abilities we use when reviewing and giving variety of information. The main communication skills are empathizing, listening, speaking, and lastly observing. Another point to add is that communication face-to-face is very helpful, mobile conversations, digital communication like social media and email. Communication skills allows us to be understood by others and understand. Active listeners is a hard skill hard to develop. In order to be able active listener, one would have to focus when another individual is speaking, avoid distractions and be prepared to comment or answer any questions. Whilst at work, when working with your work colleagues or communicating with other organizations approach with a positive attitude when interacting with one and another. Always bear in mind to have an open mind and always question anything to  clarify if you don’t understand anything. Always try to have a smile when greeting your work colleagues and speaking or offering praise for work done in which can help you produce a productive relationship with both colleagues and other organizations. Another effective communication skill is confidence. Always appear to be confident, including making eye-to-eye contact always when addressing someone with shoulders open and straight. Respect is knowing to when initiate communication and respond in a team or when communication with other organizations. When you are listening to someone always be conscious of your body language, pay attention to what they are saying as well as their non-verbal language. So always be clear and concise, practiced empathy, assert yourself, be calm and consistent, use and read body language. “To effectively communicate, we must realize that we are all different in the way we perceive the world and use this understanding as a guide to our communication with others” Robbins 2020





Reflection

In this section I will explain what my personal experience I had of completing this assignment and what I have learned during this module. This module/assignment has been the most difficult one out of the three assignments. I have had trouble trying to understand and focus with the on line lessons on this module.
With the power-point presentations slides I did not find that quite difficult it was fairly simple to me. I think to me it was the easiest part of the assignment. I think I could have been more creative with the designs of the slides and could have put some more information on to the slides. As with the 2000 word assignment I have found it really hard due to going back into studying after 20 years and then having no alternative but for the lessons to be online as made me go into panic mode and I have been going under quite a lot of stress I started to get so frustrated angry at times then getting really emotional. I personally think that if we was having our lessons in class instead of online I would have been able to concentrate more and produce better work.
If I was to do this assignment again, I would make sure to put more time and effort into this assignment as this was my most difficult assignment to concentrate on. Also, I myself should have been asking more questions and asking for further help than thinking I could cope with this assignment.                     
 
Conclusion

In this assignment I learned quite a lot on the subject effective business communication in a work place environment. It is highly important that in a work place environment, when communicating it should be prioritized and be highly important it should be done through the correct channels. Effective Business Communication makes a huge difference on a business’s so always make sure it is done correctly.  

