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1. Introduction 
Effective communication allows a focused point of view or a focused message and or specific information and ideas to be transmitted to 2 or more people and thus create a common understanding between those parties (Morgan, 2006). Modern day communication generally involves a multitude of mediums and some may be considered human, involving a face-to-face connection (verbal and nonverbal) and the use of body language and others may be considered artificial, involving IT mediums and non-human tools. Communication is an act of giving, receiving or the exchanging of information and ideas and opinions in which the message information and idea can sometimes be misunderstood and therefore the recipient may loss the essence of the message/idea or information being transmitted. It is important to have a more forensic look at several elements in the communication process to ensure the receiver gets the information/message or idea the sender requires them to appreciate and or completely understand. The aim of this report is to high light some of the main milestones essential for effective communication.

2. How communication can be made effective in a business organisation
When a good culture of communication is established in the work place, it should be concerned with transmitting a message to people in the work place to enable those employees to align with the companies’ aims and objectives and create a healthy culture of communication in the work environment. Some forms of communication used can be text, phone, email, instant messages, face to face, body language, work place happiness apps, sticky notes and more factors within the time period.
3. Revelation Theories (Shannon and Weaver, Schramm and Berlo)
Communication theory is referred to in Berlo’s theory (1960) and is presented in a simplistic form and has four significant components that can be influenced by a number of other factors. The major elements can be given an acronym of SMCR which can be translated to mean Source, Message, Channel and Receiver which assist to empower the sender with knowledge of who, what and how about conveying the message and how effective it can be relayed to the receiving person

Figure1. Belo’s (1960) Communication Model.
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Berlo’s (1960) explained in greater detail.

S – Source

The source is in another word known as the sender of which whom the thought originates from. The sender transfers the information to the receiver with the help of communication skills, attitude knowledge social system and culture.
M – Message

When a person changes their thoughts into words, a message is created. This process is described as encoding.  Defining this in greater detail breaks down into five (5) elements.
 Content - Is carefully prepared thoughts, put into words. Which, follow a logical and methodical approach, relaying the known facts to enable the listeners to understand the salient points being conveyed. 

Element – Speech alone cannot be relied upon to make a difference in communicating messages and the other forms can greatly assist the listener such as hand movements, posture, facial expression, body movements and gestures, underpin the essence of the message.

Treatment – It is the way the message is conveyed, received and understood from sender to receiver.
Structure - A message cannot be expressed in one go, it has to be properly organised in order to execute the message in the most desired form.

Code - By entering a wrong code the locks will never open. An example of this can be seen more clearly if you enter the wrong password to gain entry to your emails you will not be able to open your email.  
C – Channel

The human being generally uses five senses to communicate which comprise of hearing, tasting, seeing, smelling and touching and flows from sender to the receiver aiding interaction between humans and can be viewed as the channel.
R – Receiver
Decoding is when the receiver of the message interprets what the speaker wants to convey and then responds to the message.

The receiver and the speaker should be on the same page, so that the conversation is fully understood and the information can be deemed as flowing. The receiver and speaker are generally required to have a good level of communication skills to understand the details the speaker is trying to elaborate on. A message is transmitted clearer if there exists a positive attitude, knowledgeable about the subject matter and s further enhanced if similar social and cultural backgrounds form a common bond. 

Figure 2. Schramm’s (1948). Communication Model 
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Written example of how Schramm’s theory works

Tina to Phillip -“Will you accompany me to church?”

Philip kept mum and did not respond and hence the communication between Phillip and Tina was not complete. If Phillip was not interested about the church, he could have responded or given the feedback to Tina about his unwillingness. According to Schramm’s model, whenever the information reaches the recipient, it becomes his responsibility to give the feedback and advise the sender if he has downloaded the message in exactly the same manner the speaker wanted.  If he/she is not clear with anything or has any doubts, it must be cleared with the speaker. So when the speaker conveys any message to the listener, the listener decodes the message and once again passes the message to the speaker after understanding it and completing the full circle.

M – Stands for message

	Sender

	M↓ ↑M

	Receiver


Schramm believed that an individual’s knowledge, experience and cultural background also play an important role in communication. Individuals from diverse cultures, religions or backgrounds tend to interpret messages in different ways.

Shannon & Weaver’s (1949) Communication Model
The sender encodes the message and sends it to the receiver through a technological channel like telephone and telegraph. The sender converts the message into codes understandable to the machine.  The receptor machine can also act as a decoder in some cases.
Figure 3 Shannon & Weaver's (1949) Communication Model
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4. The Importance of Effective Communication
My own experience as a community care worker has been to visit my clients in their homes or to take them out into their community. My key responsibilities are to support the young person in different settings involving mentoring, coaching and supporting of those individuals encouraging social inclusion, working in partnership with parents and professionals from other organisations that support the young person.
 Whilst keeping all informed by writing reports and also maintaining an up to date  transcript of events whilst safe guarding the young person in terms of health and safety within the confines of local policies and local policy developments. 

Berlo’s model (1960) can be helpful in explaining communication to greatly assist the support worker when new issues arise that can be viewed as unconventional or irregular. An example is when a manger emails a client report that is computer generated and is not the latest. Berlo’s model of communication shows most when the receiver has to channel the message being the email from the source {manager}.the receiver then having the knowledge for the report would the help the communication skills ,social system and attitude then shown to the client knowing their triggers ,likes and dislikes along with keeping them safe.

5. Methods of Communication
The most used standards methods of communication are verbal or written by the sender and the receiver is generally listening or reading and the verbal oral aspect generally involves listening or receiving. 

Non Verbal

Some forms of communication are spoken or written; nonverbal communication consists of actions and gestures, physical appearances, facial expressions and body gesture and can be a powerful tool at segmenting messages whether it is seen as the action of smiling or frowning. Another style is when a person uses there body as a form of communication to talk even though they maintain a level of silence. A mixed message is transferred when a person conveys a person's message one way nonverbally, then showing it in the form of another through body language and thus continuing on with nonverbal communication it’s displayed with technology such as email, phone, fax, media and post.
 The use of technology such as emails has decreased the importance of nonverbal communication; the vast majority of organizational communication still uses face to face interactions as the most effective way of conveying/transmitting human emotions concerning a particular situation or message.
Verbal 

Verbal communication is a type of oral communication where the message is the spoken word. The sender gives words to their feelings, thoughts, ideas and opinions to expresses that in the form of speeches, discussions, presentation and conversations.

To be able to have an effective outcome the sender must keep the tone high and clearly keeping the target matter audience in mind. Double checking that the receiver understands the message the same way the transmitter has intended.

To have complete success of verbal communication the receiver has to rely on the speaker’s ability to speak and the speaker relies on the ability of the individual to listen and interpret what has been verbally spoken. Verbal communication is applicable in both formal and informal situations.

6. Effective Communication between Management and Employee
In all successful businesses, communication reflects on the businesses success to achieve its aims and objectives. Having clear and open channels for communication can suggest that everyone is on the same page and thus provide the platform for focused goals and achievements with little misunderstandings and ambiguity creating focused direction and control of expectations. This empowers all to appreciate what their input is to achieve the common goal. 

A breakdown in communication could lead onto future unforeseen issues at a future point in time but by having some of the following core components listed below will act as a beacon to highlight unforeseen issues.

I. Weekly Meetings  
II. Regular 1 to 1 meetings

III. Managers  keeping employees in the loop – Flow of information
IV. Employees getting to know their managers – personal professional relationship

V. Take advantage of tools that open up communication (human and non human)
VI. Asking for feedback.

VII. Professional career development 

VIII. Team building events such as one on one counselling 
Emails – Emails record events and create a paper trial should discrepancies arise that assist on justifying actions previously taken.
Efficiency - Keeping abreast of current affairs using some of these tools are examples of how communication can work between manager and employee.  

7. Conclusion
Improving communication between managers, employees and clients is one of the most fundamental key steps in a company which can work towards a more cohesive and collaborative environment in and outside of the workforce. Breaking down the barriers to give a clearer understanding and removing blockages, thus enabling a unhindered point wherein ones can move forward and start communicating freely and openly. This report details theories and models that give a clear appreciation and process breakdown and when applied in my workplace has aided to improved communication and has played an important factor in being successful and achieving satisfaction with client, parent and employer.
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