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Abstract.
Effective communication is important for the delivery of secure and efficient work practices. In any organisation, coordination and connectivity are crucial. Communication is essential and can be delivered in a negative or positive way. (Gifffiths BA, Dunham EB, 2017). Communication in the workplace plays an important role in any organisational growth. The process of communication is not limited to the exchange of information, but also it is an art that comes easily to some people, while others are too anxious when it comes to talking. This study is to examine how cultural differences, cultural language, verbal and non-verbal attitudes, emotions, and interpersonal conflicts can affect organisations and work practices. The aim is to examine the different forms of communication, theories of encoding and decoding messages using recognised models. The initiative to provide effective patient care can be compromised by inadequate contact with the vulnerable and growing population. Communication is the lifeline of every organization, and efficient and effective communication depends on the degree on the performance of the business enterprise. (Mohanty Ashish, 2018).
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 The importance of effective communication is now more essential due to diversity of people, religion, and culture. The Modern cultural differences and the global village has changed the way we interact with individual. (Belmejdoub, 2017). The ability to communicate effectively at the workplace, among team members and other officials is important. Wrong communication can lead to many conflicts, barriers, and poor management even at the risk of people’s life. (Gifffiths BA, Dunham EB, 2017).
1. Communication specified
Communication is an Italian term meaning share. The exchange of knowledge between people. Communication is transferable since there is exchange involved. It is a phrase that is continuing. It is infectious too. It is possible to learn, and it can be enhanced.  Communication is information of emotions ideas and thoughts. (Gifffiths BA, Dunham EB, 2017). Communication comes in different forms, verbal, non-verbal, written and recording. There are model of communication that explains how communication works. Shannon-Weaver’s model of communication, Wilber Schramm’s model of communication, David Berol’s SMCR model of communication and others. Communication is the exchange of ideas of knowledge that contributes to mutual understanding of two or more people. (Gifffiths BA, Dunham EB, 2017).
Effective communication.
Effective communication is the steps to successful employment. Active listening, being clear, correct, and consistent, controlling your motions and understanding others. Feelings can affect your decisions and behaviour and even how people may perceive you. Critical listening skills are invaluable but effective can be helpful in many ways. (Quintanilla K M, 2017). Effective communication can deepen relations in personal and professional life. Developing communication skills can help to avoid conflicts, better decision making and achieve leadership qualities. (Bijen, 2020). After conducting a root cause study of sentinel incidents in US hospitals in 2004 the joint commission found that communication problems accounted for 70% of the events. (Wendy L, 2020).
Written communication.
Written communication are messages or orders send through letters, manuals, telegram, circulars, reports and bulletins. Written communication is a formal method of communication and is less flexible. Witten communication can be in a form of expository, persuasive narrative or descriptive. Written skills can be beneficial to any organisation.
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Communication skills.
Communication skills are mainly the ability to listen to others, speaking, observing, empathising, public speaking, and new ideas. It can be learnt and practice. Paying close attention to those you are talking with is important. Active listeners are well regarded by their colleagues or co-workers because of the attention and respect they offer to others. Practitioners and professionals with adequate communication skills feel more secure and professional, encourage positive interpersonal relationships with their patients and increase self-efficacy. (ai, 2020). In assessing work applicants, oral communication and interpersonal abilities are frequently cited as the most significant requirements. (Gifffiths BA, Dunham EB, 2017)
The pyramid of communication. 

SOCIAL- History, Political. INTERPERSONAL-Science, Sociology. GROUP- Sociology, Cultural. Anthropology. INTERPERSONAL-Sociology. INTRAPERSONAL-Psychology.
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Soft skills and employability skills.
Soft skills and employability skills are skills in demand. (Gifffiths BA, Dunham EB, 2017). Soft skills are the characteristics that one owns, like Integrity, courtesy, communication, responsibility, professionalism, teamwork, positive attitude, flexibility, interpersonal, work ethic, and these are what employers would like for new hires. (M, 2017). Avoiding emotions when speaking and being confident and competent. (Morgan, 2017).
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2. Channels of communication.


 All these means of Communication go through the channels of transitions and transmission. The Shannon-Weaver Mathematical Model 1949. The use of the above devices has reduced distant barrier and promoted social life.
Effective communication promotes.


Intercultural communication.
 The relevance of workplace interpersonal contact cannot and should not be compromised. This plays an important role in an organization’s operations and influences the final performance. Miscommunication can be prevented because of cultural differences, and if the organization tries to make them feel comfortable, the transition process for immigrant workers can be eased.  (E, 2018).
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Non-verbal communication.
None-verbal communication is a speaker’s gestures such as smiles, eye contact or fidgetiness that enables listeners to understand the context behind a person’s words. It is the power of thought without thought, the rapid perception that takes place in the blink of an eye and sometimes our unconsciousness. (Griffiths BA, 2017).                                                                                                                                                       

Postures are the way we position ourselves when communicating and it reveals your confidence. The movement head enhances the level of your communication. Facial expressions reveal emotions and contradict your message or words. Eye contact severs major part in oral communication. Avoiding direct eye contact may suspected being shy or cunning, whereas to the Eastern countries, younger people may avoid direct eye contact as a sign of reference.
Types of non-verbal communication.
	
	

	Aesthetic
	Involves creative expressions such as dance music and arts.

	Physical
	Body movement used during social interactions such as smiles, frown and wink

	Signs
	Communication message that has special meaning

	Symbols
	Social status such jewellery, car, clothing. 
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Steps to successful employee communication.
 The use of Positive words, Practice listening. Feedback should be ongoing                                                                                                  
                  
Non-violent communication.
Compatible communication or collaborative communication also called non-violent communication, allows us to communicate with others at work. It is an approach to living non-violently. This was developed in 1960 by Marshall Rosenberg. (Laster, 2019). Relation is the secret to good communication and non-violent communication helps you to communicate with individuals. 
Barriers of communication.
Environmental issues such as noise, stress and emotions may influence the concept of communication and create conflict, loneliness, dementia, the loss of memory and forgotten words. Barriers to communication may be lack of knowledge, overuse of abstractions, jumping into assumptions and attitudes. (H, 2017).                                                                                                                                                                                                                                                                                              
3) Models of communication: Encoding and Decoding. (Morgan, 2017).
The model of encoding and decoding requires a sender and a reciever and a message transmitted within a communication medium are needed for the system. (Griffith BA, 2017).
SENDER                                                                                                                                          RECIEVERTransmission
Message sender

Message reciever

Response


ENCODING                                                                                                                                     DECODING
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Shannon weaver’s Model of Communication.                                           Channel

Reciever (Decoder)
Transmitter (Decoder)
9E

 According to Shannon, sender encodes the message and sends it to the reciever through a technological channel like the telephone and telegram. The sender converts the message into codes understandable to the machine. The message is sent in codes through a medium. The reciever must decode the message before understanding it and interpretating it. The receptor machine can also act as a decoder in some cases. The channel can have noise that may affect the reciever for not having the full capacity to decode which might cause problems in communication process.  

Information source
Destination


                                                                  Signal                 Receive SignalMessage
Message


Noise Source


There are three major problems of communication according to Shannon. 1). Technical problem -How a channel causes a problem. 2). Semantic problem- The meaning of how messages sent and received. 3). Effectiveness- How effectively does the message cause reaction.
Shannon sees Communication as transmission of exchange, meaning, and disclosure. The emphasis of the model is more on the reciever or the receiving end. The feedback to the sender can be as important, as it make the communication complete.       

The Principles of giving feedback. (Morgan, 2017).
	
	

	1
	Be specific, and concentrate on the large generalities, it can generate change.

	2
	Keep it impersonal and vibrant. Adding emotions can turn feedback into criticism

	3
	Feedback should be goal oriented, the enablement of improving performances,

	4
	Time factor is very important in giving feedback. Feedback should be given as soon as possible.

	5
	Make the feedback plain and understandable.

	6
	Provide controllable action feedback

	7 
	Tailor the message to the right emotions. Negative feedback given can damage relations
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Case Study.
Robert a two and half year’s toddler at Lucy Star Nursery has fallen off during play time in the nursery environment and bump his head against a play toy. Staff comforted him and followed the nursery procedure of applying cold compress, filling accident form and head injury form. Staff was able to get the child’s mum on the phone to inform her of the incident and ask her to come for him. The Nursery had a procedure in place to inform parents of the outcome of their children’s incidents and accidents to ensure their wellbeing. Staff: ‘’ sorry mum your child has an accident and end up with a bump on the left side of the forehead. Lots of comfort has been given and cold compress applied. Please do come for him, he may need attention.’’ Robert’s mum Hope he is fine, yes, he is fine, says staff, thank you. Hours past and Robert’s mum was nowhere to be found. Staff telephoned again within two hours, Roberts                                                                                                                                                                         mum picks the Phone, ‘’Hi Suzy, we have been waiting all this while and you are not coming, Robert needs to go home or take to the doctors.’’, but you said he is fine, says Suzy, yes, I said you should come for him, but he is fine, that you do not need to panic’’. Says staff’, ‘’You know I am at work probably did not hear you properly’’, says Suzy. There was lot of misunderstanding. What was missing, the sender, which is the staff has sent the message through the telephone company, which encodes the message through the channel which is the mobile network. The noise has disrupted the words and there is a missing text. The decoder is the mobile phone and the reciever is now Susy, Robert’s mum. This how transmission errors occur according to Shannon Weaver’s theory. 
The transmission error is the noise in this case. The staff should have requested feedback. Feedback reinforces the message and makes it complete. Due to background noise Suzy might have heard a different thing. Noise is the physical disturbances like Environment, People, and movements which interfere the message to the reciever as what is sent. Message must be circular. The staff could have expected confirmation as a feedback.
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                                                                                                                                                                              Result Finding.
In the modern age, connectivity is crucial for delivery of secure, effective patient care. Effective teamwork and communication breakdown can lead to errors and violations in patient care. (Raja S Ramaswamyi, 2017). With the awareness of the primacy of soft skills for front-line service jobs, there is some evidence of split attempts around the UK to provide unemployed people with soft skills training (Nickson D, 2017). For organized patient care, excellent coordination and communication are important. Breakdown in communication and team coordination can lead to patient care errors and breaches. (Wong Ambrose, 2016). Enhancement can be a successful tool for solution in healthcare practices. A simulation-enhance interprofessional strategy was used to enhance interpersonal communication and strategy to improve attitudes towards teamwork and communication at the workplace and it promoted the quality of teamworking. (Wong Ambrose, 2016). Motivational speech is a means of interpersonal communication. (H, 2017). In this modern era communication skills are needed to carry out jobs due to the dynamic nature of business.  (Arsaian Gharaveis, 2017).

Conclusion.
Practicing can improve one’s ability to express themselves well without nerves and it is most rewarding. Good habits are the practice of good eye contact, clear speaking. The better way is to assess the quality of your own voice. Speaking when you are at ease can ease tension on your listeners. Teaching communication skills is important to help practitioners to cope with a broad range of stresses in their daily interactions with patients. It increases self-efficacy. Recognition and understanding how effective communication work, empowers the effective use of it.
.
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Appendix.

Berlo’s model of communication.                                                                    
David Berlo set out his theory of communication in 1960. It is also known as the SMCR. It has four components. Sender -Message-Channel-Reciever. This model of communication is in relation to Shannon Weavers model of communication 1949 and improved by examining the factors affecting the individual factors.
                                             Encoder                                                                       Decoder

Channel
Message
Reciever
Source


Communication Skills
Communication Skills
Contents
Hearing

Attitudes

Seeing
Element
Attitudes

Knowledge
Touching
Treatment
Knowledge

Social System
Social System
Tasting

Structure
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Social


Interpersonal/Group


Interpersonal/ Intrapersonal



Sign language


Television


Talking


Media


Computer


Projecter


Emails


Smart Phone


Media



Strong decision making


More productivity


Consistense flow of work 


Quick problem solving



Body Language
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Head Motions
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collaboration


Authenticity
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