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[bookmark: _Toc39156309]Introduction
In this report, we will discuss communication and good side and bad side of communication. We will also discuss the importance of communication and the importance of effective communication. Here we discuss the different types of communication and types of communication that is verbal and non-verbal communication (Lemonnier, 2016). Many types of communication also we will discuss here. Communication has many theories; we will discuss those theories. Different types of communication model like the SW model of communication, Berio model of communication and Schramm model of communication we will also discuss here.


[bookmark: _Toc39156310]Communication
Definition 1
At least one sender, one address, and one receiver shall be involved in any Communication. It may sound basic, but communication is a complex subject. A wide variety of items can affect the transmission of the message from sender to recipient. These consist of our feelings, our cultural condition, our communication medium and even our location. The difficulty is why employers worldwide find that strong communication skills are so desirable: accurate, efficient and unequivocal communication is actually extremely difficult. The transmitter "encodes" the message, usually in words and non verbally (Pavlenko, 2019). It will be transmitted (e.g. in speech or in writing) in some way, and will be decoded by the receiver. Of course, more than one recipient can be present, and the contact difficulty allows for a slightly different message for everyone. In the choice of words and/or body language, two people can read very different things. Neither of them may even have the same interpretation as the sender. A successful communicator knows the audience, chooses a suitable medium for communication, transmits the message to this specific channel and codes the message to efficiently reduce the recipient's confusion. They always receive the recipient's input, to ensure the message is understood and that misunderstandings and ambiguity are remedied as soon as possible.
Definition 2
To be efficient, the selection of a suitable communication channel is important. There are different strengths and limitations in each communication channel. For example, a written letter may express the message clearly for one or two individuals by transmitting news from an upcoming event. However, this will not be a time-or cost-efficient way for a large number of people to transmit the message. On the other hand, the transfer by means of a printed document is easier than a spoken message. Beneficiaries will assimilate the knowledge and review something they struggle to fully understand at their own rate.
Definition 3
Communication can be defined is simply the act of information transferring from one place to another place and one group to another group. In every communication involves one sender, a message and a recipient.

[bookmark: _Toc39156311]Importance of Communication
Good communication skills help with every area of life–from professional to personal to everything else. All transactions benefit from contact from a business perspective. Good communication skills are important in order to help others and yourself to better and faster understand information. Bad communication, by contrast, sometimes leads to confusion and annoyance. For all fields of practice, communication skills are more relevant than ever. No matter if you are an engineer or an expert in communication, your success will undoubtedly depend on a firm understanding of communication (Frye et al., 2018). People who have great technical skills frequently hit a stage in their careers where they can no longer communicate effectively. Professors often talk anecdotal stories about students who have succeeded greatly at college but struggle to promote themselves beyond their technical duties in management and leadership. Good communication is essential for the management of organizations, i.e. planning, organization, leadership and managing, to perform the basic functions of management. Communication helps administrators carry out their roles and tasks. The basis for preparation is communications. The managers who must coordinate the plans are expected to provide all the appropriate details in order to execute them.
Importance of effective communication
· Effective communication is not just about sharing information that successful communication is involved. 
· Besides being able to convey a message clearly, you must always listen so that what is said is understood, and the other person feels heard and understood (Bambaeeroo and Shokrpour, 2017). Good communication sounds instinctive. Far too often, though, something goes wrong as we try to connect with others. 
· We say one thing, the other person hears another and there are mishaps, disagreements and disputes. It can make your house, school and working relationships troublesome.
· We also reflect on what we should say when we communicate with others. However, it is less about the talk and more about listening that is effective communication. Good hearing means understanding not just the words or facts, but also the emotions that the speaker tries to convey. The fundamental requirement to accomplish organizational objectives is effective communication. Without contact, there can be no organization, no party. Job collaboration is not feasible, and due to lack of contact, the company would fail. Cooperation is, therefore, difficult because it is unlikely for people to express their desires and thoughts with others.
[bookmark: _Toc39156312]Method of Communication
Throughout our everyday lives, we are all acquainted with the importance of communication. By using any communication tool to convey ourselves for any reason, nothing will happen. In business, setting coordination becomes much more important when many parties are involved (Pavlenko, 2019). Different parties are often sending out valuable details with each other, whether they are clients, staff or the media. So we continuously use some form of communication or another type of communication to send a message. It would take us aeons for us to do business as efficiently as is today and with the same speed, without these different communication methods available today.
[bookmark: _Toc39156313]Oral Communication
It could be said that oral communication is the most common form of communication. Whether providing the colleagues with valuable data or leading a board meeting, these skills are important.
[bookmark: _Toc39156314]Written Communication
Writing is used if, even during a lecture, you have to include comprehensive data, including statistics and facts (Hirsch et al., 2018). This is typically often used to submit documents and other relevant materials to stakeholders that can then be stored for later use, as the document can easily be referred to as registered. For this purpose also other important documents, such as contracts, memoranda and minutes of meetings are written. This also influences subconscious contact and creates trust.
[bookmark: _Toc39156315]Body Language
Although the most common communication strategies are conducted orally or in writing, the influence of nonverbal communication must never be overlooked with regard to management techniques. Smile, movements and various other corporeal motions are giving the people a message. You will be mindful of this while dealing with your employees and clients.
[bookmark: _Toc39156316]Verbal communication
The spoken or written delivery of a message is verbal communication. Human language can be represented as a symbol system and the grammars that control the symbols. The term "language" also applies to specific language characteristics. In human childhood, linguistic learning usually takes place most intensely (Blaser and Seiler, 2019). Most human languages use sound or gesture patterns for symbols that enable communication with those around them. Languages appear to share similar features, although exceptions occur. The use of words to exchange information with other people is verbal communication. Therefore, spoken and written correspondence may be used. However, many people still use the word spoken contact. The verbal aspect of communication concerns all the words you select and the way they are heard and interpreted.
[bookmark: _Toc39156317]Non-verbal Communication
Nonverbal communication defines the mechanisms of transmitting information in a way that is not a script. Examples are such as hepatic communication, chronic communications, gestures, body language, facial expressions, eye contact etc. The object of the message is also concerned with non-verbal communication. For example, voluntary, deliberate, waving, or involuntary movements such as sulking are exemplary. The expression also includes nonverbal elements referred to as Para-linguistic elements, e.g. rhythm, intonation, tempo, and tension. We also mean what we say when we speak about 'communication': the words we use. Interpersonal contact, however, is much more than the simple interpretation of words, information or post. It also contains implicit meanings conveyed through non-verbal behaviour, whether deliberate or not. Nonverbal communication involves facial expressions, the voice tone and pitch, body language movements and physical distance between communicators (Blaser and Seiler, 2019).
[bookmark: _Toc39156318]Theories of Communication
[bookmark: _Toc39156319]Actor-Network Theory
Actor-Network Theory implies that the progress of technological growth and scientific awareness are equally affected by human and non-human influences. The theory explores the nature and the role of networks in these achievements. The theory explores the nature and the role of networks in these achievements. Therefore, it is the duty of an individual and a network to achieve such results.

[bookmark: _Toc39156320]Adaptive Structuration Theory
People and organizations build guidelines and services that are structurally specified. These structures shape social networks that create their own lives. Structural quality affects decision-making, and decisions affect the structure as well.
[bookmark: _Toc39156321]Agenda setting Theory
Agenda Setting Theory teaches mass media outlets how much attention a news item gets defines what the general public finds worthwhile for the news. The term transferring salience is common and refers to the media's ability to transfer their agendas to the public.
[bookmark: _Toc39156322]Cognitive Dissonance Theory
The psychological conflict is cognitive dissonance resulting in two conflicting or contradictory views and attitudes. An individual seeks harmony in his values, the theory suggests. To minimize dissonance, it is, therefore, necessary to avoid hearing opposed points of view or to change their convictions to suit their actions.
[bookmark: _Toc39156323]SW model communication
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(Figure 1: SW model of communication
(Source: Blaser and Seiler, 2019)
The Shannon-Weaver model illustrates the working of radio and telephone networks. There were four primary parts in the original model: sender, post, interface, and receiver. The sender was the part of a phone through which a person spoke, the medium was the phone itself, and the receiving phone was the part in which the sender could be heard on the other side of the line.
[bookmark: _Toc39156324]Barlo’s model of communication 
In 1960, in Shannon Weaver's communications model (1949), David Berlo postulated the Sender-Message-Channel-Receiver (SMCR) communication model. The model is also based on encoding and decoding before sending the message and before receiving the message. The model is also based on the factors influencing the communication's individual components. The model of Berlo mainly has four components to define the method of communication. There are Send, post, channel and recipient. There are several factors in each variable.
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Figure 2: SMCR model
(Source: Leavitt, Keegan and Clark 2016)
[bookmark: _Toc39156325]Shcramm Model of Communication
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Figure 3: Osgood-Schramm model of communication
(Source: Blaser and Seiler, 2019)
The Osgood-Schramm model is based on the idea that contact with a sender and a receiver is a two-way path. The concept of communication was popularized by Charles Egerton Osgood, which implies that it required two participants to turn to send a message (Blaser and Seiler, 2019).
[bookmark: _Toc39156326]Effective communication in the workplace
In a leadership position, effective communication at the workplace is important. "This isn't what you're talking about, but how you say it," an old aphorism says. Good communication is what distinguishes a bad guide from an extraordinary leader. The secret to successful leadership is strong communication skills. It helps avoid misunderstandings and can promote a safe and peaceful working atmosphere by interacting well with your team. You can also operate efficiently and effectively in effective and transparent contact with your team. Workplace contact is one of the indicators of a society of high performances. In-house collaboration is called the sharing of knowledge and ideas. However, when a message is sent and received correctly, successful contact takes place. Good communication is essential to success and satisfaction in every area of life (professional as well as personal). Good organizational communication is essential to all company objectives. Better communication starts at the top to achieve the business goals (Blaser and Seiler, 2019). A good leader is often characterized by effective communication at work. Workplace communication sets organizational objectives and helps employees work together. This is a step towards a key business experience for committed and productive employees. The culture of workplace is not something that you can measure out. When employees are feel free to connected to their workplace, they becomes engaged and productive. For example Hubspot a company who always focuses for both talent and clients. Employees that are working in the company are encourages to flourish various perks like free book programs, free meals and ‘HubTalks” from experts.


[bookmark: _Toc39156327]Conclusion
We discussed why successful communication matters to organizations in this chapter. As a consequence of several contact obstacles due to the sender or receiver, the connection will break down. Efficient communication, therefore, requires awareness of the obstacles. Selecting the right communication channel is also critical, as it undermines the message by choosing the wrong medium. When communication takes place in a cross-cultural setting, extra caution is needed, as different cultures have different expectations in nonverbal communication and common terms are interpreted differently across cultures.
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