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Introduction

In Latin’s period communication means “to share”. It contains the sharing of thinking, emotional state, opinions, perceptions, insolences, languages, movements and inscribed contents between different beings. The transmission of data from one location to another is the explanation of communication. Communication is a forthright practice which can be accomplished in numerous ways. What is communication? (Entrepreneur Handbook, 2019).

Though, communication does not at all times outcome effectively. Complex unforeseen matters can inhibit with the procedure and generate the logjam of understanding in the procedure. (Griffiths and Dunham, 2015, p. 48)

Communication revenues place when the exchange of opinions, information or thinking transpires in joint accepting between two people or additional. It needs moderately one correspondent, one receiver and a message that is transferred within a communication medium. A face-to-face discussion, a transcript note, a piece of artwork hanging in the art gallery or any growing number of electronic broadcast media can be a communication medium.  First, information transpires in the mind of the correspondent, such as thoughts or belief. Then, the source encodes the thought into the necessary image in the form of pictures, contents or gesticulations. After that, he sends a suitable message to the receiver via the chosen communication medium. Lastly, the receiver encodes the words or symbols into a perception or information that the receiver can comprehend. Once the receiver approved and re-joined to the information sent to him or her; the two-way communication procedure finishes here. (Griffiths and Dunham, 2015, pp. 47-48) also (See Appendix A).

However, communication can be a one-way process as well. When the information is received by the recipient, then it makes clear for the completion of a one-way process. It is not at all times essential that the receiver must respond to the sender. For instance, media content (i.e., newspaper or magazine) in which the recipient is not obligatory to respond, but only consumes the information. Key forms of information are verbal and non-verbal communication. Information we hear on radios, television, telephones, speeches and interviews all falls into the verbal communication category. The information which led through our eyes contact, postures, gestures, facial impressions, chromatics and haptic all falls into the nonverbal communication. Written scripts and symbols also count up as written communication. What is communication? (Entrepreneur Handbook, 2019). 


This report will show compound behaviours in which message information can become misconstrue; it will also put forward ways to develop effective communication in a business organisation. The report ends with a discussion on relevant theory in my old workplace environment case study. 
 


Effective Communication

Effective communication skills are one of the utmost important things and must be cultured to deal with every circumstance in life. Fruitful opportunities in social work, friends, family, partner, bosses and colleagues all depend on whether your communication is effective or not. Fifty per cent maybe of what people are trying to communicate has been mislaid from translation and understanding. What you are saying may not be what others have listened to, which may cause misinterpretation. While many people can accept their ineffective communication. But just as everyone can develop their communication skills to be effective as well by practice.  Effective communication is the proposed message delivery and receiving the desired suggestions with effect and attraction. Communication not merely receives information but also necessities to understand the object and purpose behind the message. All meanings of the information must be communicated using skills which include verbal, non-verbal or written communication. Shraddha Bajracharya (2018) described effective communication.

Barriers to Communication:
Language Barriers - Language and language abilities may be a barrier to communication. Even when communicating in the same language, the vocabulary used in the message may act as a barrier if the recipient does not understand completely. For example, text in jargon and abbreviations for many experts will not able to understand by recipients who are not familiar with the terminology used. Regional languages and expressions may be misinterpreted or considered harassment.

Psychological Barriers - If someone is stressed, they may become obsessed with personal concerns and conceal the message as if they were not stressed. Anger is another mental obstacle to communicating, we can easily say things we do not mean when we are angry then regret it afterwards and misinterpret what others say. The feeling of shyness or insecurity is generally a group of people with low self-esteem and may have little courage to express themselves, so they do not feel comfortable communicating. Therefore, the communicative state of the mind influences communication.

Physiological Barriers - The physical status of the receiver may be a physiological barrier in communication; recipients with low hearing may not understand the content of the conversation, especially if there is significant background noise.
 
Physical Barriers - The geographic remoteness between the sender and receiver (s) is an example of a physical barrier to communication.




Systematic Barriers - Inefficient or inappropriate information and communication channels occur in the organization. In such organizations, people may not be clear about their role in the communication process, so they don't know what to expect because of the lack of understanding of roles and responsibilities in communication.  Therefore, systematic communication barriers arise.

Attitudinal Barriers - Personality conflicts, poor management, resistance to change or lack of motivation as a result, there are communication obstacles. Behaviours or perceptions that prevent people from communicating effectively are falls in attitudinal barriers. Barriers to Effective Communication. (SkillsYouNeed, n.d.)

Quintanilla and Wahl (2017) points out the 
KEYS TO EXCELLENCE IN VERBAL AND NONVERBAL COMMUNICATION. 
Relate the keys tactics to demeanour yourself with professional distinction while emerging your listening skills in the workplace:
Know yourself
Evaluate the professional context
Your communication interaction with others
Step back and reflect 




Exploring your mind (2018) also recommend the Eight Keys to Effective Communication:
 1. Paraphrase and ask
2. Give compliments
3. Show empathy
4. Adapt to the context
5. Respect the other's opinion
6. Look the other person in the eyes
7. Do not invade personal space
8. Restpect each other's to speak




(See Appendix C) also (Appendix D).

Models of Communication  
Types of Communication Model. The purpose of communication necessity be measured before choosing a specific communication style, methods and channels of communication used. Business organization and other companies choose to use models to develop communication, explore themselves, and assess their situations. The model is used to understand how the recipient interprets the message. Most types of communication types are classified into three universal communication models.    
[image: ]
Image Source 
[bookmark: _GoBack] A linear model of communication:  This model is humble, the message flows in a straight line from the sender to the receiver. There is no concept of feedback and the mere task that a receiver ensures here is to obtain the message. Shannon Weaver and Berlo’s S-M-C-R are a linear model of communication. Transactional model: In this system, senders and receivers play an equal role in communication and communicators. The transactional model narrates communication with social realism, cultural background and interpersonal perspective (relationships). Non-verbal feedback like gestures, body language, is also measured as feedback in this model. Interactive model: Or merging model is like a transactional model as they are both two-way communication model. But the interactive model is mostly used for new media like the internet. Here, people can respond to any mass communications like videos, news, etc. People can interchange their interpretations and concepts. Schramm’s is an Interactive Model. Models of communication (Businesstopia, 2018).
Shannon and Weaver Model of Communication
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“Noise” affects communication, so this model is specially designed to develop effective communication between the sender and the receiver. Binary transforms the sender’s message into a wave signal via cable or satellite to send the message. For instance, the wave signal of a telephone converts the sound through the phone wave. Binary or wave are converted into convenient and understandable messages for the receiver by the receiver. The efficiency between the sender and the receiver is a certain message or otherwise, the recipient will not be able to receive the exact message. The recipient will give the sender feedback based on the decoded message. The effect on the flow of communication between the sender and the receiver depends on whether the message is disturbed. Effects on messages or signals from external sources are handled clearly by external sounds only by the model. For instance, if the direct problem of telephone waves and messages suffering from disturbances then it is the problem of network waves. Interpersonal personal communication can benefit more use than group communication and mass communication from this model. Shannon and Weaver Model of Communication (Communication Theory, n.d.) also (See Appendix B).




Osgood- Schramm Model of Communication
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Shannon and Weave communication style is the foundation of “Schramm’s model. It seems that communication in practice, this model divides the sender and receiver models. It is not a conventional model. Recipients and users; interpretation happens simultaneously. For example, each person acts as both sender and receiver and uses the interpretation that it can happen within yourself or two people e.g., encryption and decoding occur simultaneously. The concept presented here occurs when the sender and receiver use different meanings with the same message as semantic noise. Most of them occur because of words and phrases. The true meaning of communication occurs because words and such as technical language. Therefore, some words and phrases will cause you to deviate from the true meaning of communication. People get deviated from the actual message when semantic noise takes place decoding and interpretation become difficult. This model is dynamic; it shows how a situation can change. This model assumes the moment of encoding and decoding, and it does not talk about semantic noise. 
Osgood- Schramm Model of Communication (Communication Theory, n.d.)  Also (See Appendix B).



Berlo’s Model of Communication
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SMCR model is followed by “Berlo’s model. For any communication in this model is not specific. The source and the receiver need to be on the same level for effective communication to take place is theory believes of Berlo's model. Communication will only occur correctly when the source and the receiver in similarly i.e. the receiver should have equally good listening skills if the communication skill of the source is good. Even though the recipient has already received the message and not able to interpret its meaning, it cannot be said that the recipient does not receive the whole message. Feedback is limited here. The results are unrecognized. Communication barriers are not mentioned. It is a linear model of communication with no noise and complicated. For effective communication to occur, people must be at the same level. Nevertheless, that stays a small chance of happening in everyday life. The omission of the sixth sense of communication which is a property for humans (hearing, touching, etc.) is the main disadvantage of the model. Berlo’s SMCR Model of Communication (Communication Theory, n.d.).



Case Study
Effective communication was vital in my old working environment. My duty was to take delivery orders from the customers over the phone. Some of them would have special requirements such as fewer more and fewer ingredients in the food, food allergies entry, detailed time and guidelines for the delivery team etc. It was my job to understand the order very clearly. Hence, listening played an immense part in understanding the customer’s requirements. 
Most of the communication with my customers involved in speaking through the phone, where I constantly faced phone channel noises, and this amplified the challenge of understanding the clients. When the phone line was not clear, I would ask politely if my customer could repeat what was the orders, requests and instruction for the delivery team. Once I have received the information, I would have to note it down in the system. Customer sometimes would call back to amend or cancel. When I have this information, I would go back to the system and note that down, which the kitchen and delivery team would see the information automatically. This was a back and forth communication process to extract the needed information and transfer it to the right place that can take the case forward.
As the customers did not have a visual representation of me through the phone, I only had to focus on my verbal communication. However, I also had some customers who came to collect the order by themselves at the premises because the food was on offer for pick up at a ten per cent discount, and this is where my verbal and nonverbal communication had to be working in unison.  
My case study contributes to my old working environment about the knowledge of Effective Communication Skills as well as Model of Communication.   













Conclusion

To conclude, Shannon and Weaver’s model, the receiver plays the passive part in the communication process as the sender plays the primary role that sends messages. Feedback is taken as less important in comparison to the messages sent by the sender. The model is taken by some critics as a “misleading misrepresentation of the nature of human communication” as human communication is not mathematical in nature.”  Shannon and Weaver Model of Communication (Businesstopia, 2018).

To conclude, Schramm’s model, when a sender passes on the information to the receiver, the receiver must interpret it in the desired form the sender wants and give him the feedback or respond accordingly. Any communication where the sender does not get the feedback, the communication is not complete and thus ineffective. (Juneja, n.d.) was a useful source of information.

To conclude, Berlo’s model, the speaker and the listener must be on a common ground for smooth conversion which is sometimes not practical in the real scenario. There is no concept of feedback, so the effect is not considered. There is no concept of noise or any kind of barriers in the communication process. Berlo’s SMCR Model of Communication (Businesstopia, 2018).

To improve the overall communication skills we need to be aware of, and attempt to minimise, any barriers to communication that are present. By developing our emotional intelligence we will become more aware of how to communicate with others in the most appropriate and effective ways. (SkillsYouNeed, n.d.).
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Appendix A
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Figure 5.1 Sending and Receiving Messages 
(Griffiths and Dunham, 2015, p. 47)

Appendix B
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Appendix C
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Berlos’s SMCR Model of communication
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