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Summary

Communication is one the significant features of any kind of business organisation. This is an important skill that can be observed at any environment with human interaction. Employer must ensure the effective communication which can enhance the productivity and efficiency within the organisation.  This is not only about exchanging information and ideas. Rather it mitigates conflicts, increases employee engagement and overall the success of the employer (Leadership Choice, 2019). In this assignment, I will be highlighting workplace communication, various communication theories and improvement ideas of communication. 
What is Communication?

The academic definition of communication is the transmission of message both verbal and non-verbal. This is process that involves a sender and a receiver and the communication channel (Munodawafa, 2008). 
Communication has three major steps (Entrepreneur Handbook, 2019).
 These are;

· Thoughts

Thoughts refer to the information or message that exists in the sender's mind.

· Encoding

Encoding is the transformation of sender's message in verbal or nonverbal form. This encryption is completely the perspective of the sender.

· Decoding

Once the message is received by the receiver, he tries to understand it at his best. This is also completely the perspective of the receiver.
Communication vs Effective Communication
Communication is a process where sender sends message to the receiver. Here the sender does not know whether receiver can interpret the message or not. Whereas an effective communication is the exchange of information which ensures the exact interpretation of message that the sender intends to understand by the receiver. The choice of word or content quality enhances the effectiveness of the communication (Leading Blockchain, ICO & Web Development Company in USA & Europe, 2019. For example; 'I want water' is less effective than 'I want half glass of lukewarm water'.
Communication Types

There are three major types of communication (Bright Hub PM, 2019). These are briefly mentioned below;

· Verbal Communication

This is most obvious communication type that we observe in our daily life. It also can be considered as oral communication that is utilised either face to face or remotely. The objective of this communication is to convey the message to the receiver that the sender wants. Verbal communication is effective, precise and quick in nature.

· Non-verbal Communication

This refers to the insight of sender's mind. Non-verbal communication is usually communicated through sender's facial expression, body language, hand gesture, posture or appearance. The effectiveness of communication depends on both verbal and non-verbal communication.

· Visual Communication

These are basically the signs, drawing, pictures, colours that reinforce or complement the verbal communication. It can create long lasting impact on the receiver's mind. For example; red is the colour of danger which is known by almost every individual. 

Apart from these there are also some other communication types available which are;

· Formal/Informal Communication

Based on the formality of communication it can be either formal or informal communication. Formal communication is more likely the official type of communication which can be email, memo or report. Certain formality is associated with them which is evidential and undeniable. On the other hand informal communication is not associated with anything official.  Various social media platforms such as Facebook, Twitter can be considered as informal communication channels.

· Written Communication

This is the opposite type of verbal communication but very significant. Written communication usually refers to the letter now days email. It can be either formal or informal as well.

Importance of Communication at Workplace

As mentioned earlier communication or rather effective communication is n integral part of business success. It facilitates the relationship between employee and employer, increases the employee engagement and overall productivity of the business (Leadership Choice, 2019). The importance of communication at workplace is briefly mentioned below;

· Team Building

Genuine and effective communication can facilitate to build up a successful team. A successful team is all about communicating with the employees consider their opinions and talk about the development of their work. Employees will feel more engaged and enthusiastic to participate. Clear and transparent communication with the entire team boost up the team spirit of every member and the whole team will get a positive vibe.

· Business Growth

Communication also improves the business growth. It removes the uncertainty while developing business policies and speed up the delivery process of the business project. Employees can also use this success as their career development.

· Innovation

Effective communication allows the employee to be more innovative and creative. Without proper communication facilities employee won’t be able to share their ideas and innovations which would keep the organisation behind.

· Productivity

Effective communication at the workplace allows the employer to assess the skill and expertise of their employees. Based on that employees can be assigned with certain tasks suitable for them. This will increase the productivity of the employees as well as the business as well.

· Efficiency

Communication also enhances the efficiency at the workplace. This allows the employer to communicate clear and concise direction to their employees. It reduces the number of mistakes and errors.

· Employee Loyalty

Effective communication allows the employees to share their personal and professional issues to the employer. Employees will be more comfortable and their sense of loyalty will be enhanced.

· Conflict Resolution

At workplace, there are different individuals with various understanding and communication method. Effective communication will allow to mitigate conflicts at the workplace. This is not about identifying who is right or wrong. Rather having open, positive and honest discussion to resolve the problem together.

Communication Models and Theories

Various communication models have been developed within the time and considering necessities. Different scientists and scholars have given their thoughts about making effective and successful communication. Three of the most significant communication models are briefly mentioned below;

Shannon Weaver Model of Communication:
This is one of the earliest communication models which were proposed by Elwood Shannon and Warren Weaver in 1948. This model is also known as 'mother of all models'. This particular model is more likely a technological one rather linear model (Businesstopia, 2019).

According to the model the information source or the sender is the individual who creates the message and sends the message. He also selects the channel to send the message. The transmitter or the encoder is the technical machine that transforms the analogue message to digital one. This could be computer, mobile phone or any other devices. The channel is basically the medium through which the message is sent. Noise is another element of this model that might interfere with message being carried out. This basically depends on the method of communication. Decoder or the receiver is another machine on the other side that transform the digital message to analogue one. The pictorial illustration of this model is given below;
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Fig: Shannon- Weaver Communication Model

Source: Google Image Search (Businesstopia, 2019)
For example, sender encodes a message and wants to send it through the channel of telephone. The encoder converts the message that is understandable to the telephone channel. The receiver on the other side decode the message and sends feedback at the same way.

This model was basically developed based on technical communication, especially for telephonic communication. But this is also being used as academic model of communication as well.

Berlo's Model of Communication:
in 1960, David Berlo proposed another model of communication that represents the simplest form of communication. This is also known as SMCR model which is acronym for Sender, Message, Channel and Receiver. These are the basic components that are required to for the basic process of communication. According to this model efficient communication also requires encoding and decoding which are also considered in this model (Stead, 1972). This pictorial illustration of this model given below;
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Fig: Berlo's Communication Model

Source : Google Image Search

All of these four components have their own sub components that considered as a assisting factor of each. These are vital for the effective communication. These are briefly described below;

· Source:

Sender creates and sends the message to the receiver. He initiates the communication and responsible to encode the message. Encoding can be influenced by these following factors.

· Communication Skill

It is Reading, writing and listening skill of the sender.

· Attitudes

Attitude is the relationship between sender/receiver and the subject of communication that influence the message.

· Knowledge

Knowledge or familiarity on the subject of communication is important for the effective communication.

· Social System

Social system consists of the value, belief, religion, and customs of the sender that are also determinant of the communication process.

· Culture

Cultural difference has a vital role to play to interpret actual message.

· Message

This is the actual information that the sender wants to send it to the receiver. This could be speech, audio, video, text etc. Message can also be influenced by the following factors;

· Content

This is basically the entire message, from beginning to the end.

· Elements

Elements are basically the non-verbal features of the message such as body language, sign etc.

· Treatment

This refers how the message is sent to the receiver. 
· Structure

Simply implies the structure or organisation of the message.

· Code

This is the form of the message in which it has been send. Such as text, gesture, language etc.

· Channel

Channel is the medium by which the message is send to the receiver. The sensory system of the receiver must pick up the channel. So identify the message channel, receiver has the following sensory abilities.

· Hearing

· Seeing

· Touching

· Smelling

· Tasting

· Receiver

The final component of this model is the receiver. He receives the message and decode it. According to Berlo, receiver also must have the same kind of influencing in order to decode the message as it was intended to the effective communication process.

Schramm's Model of Communication:
Wilber Schramm proposed a communication model in 1954. According to this model coding and decoding are two special essential processes for effective communication. If the sender does not encode the message properly, receiver will not understand or decode it. This will make the whole communication process worthless. Information must be encoded in such a way that the receiver can decode it otherwise effective communication cannot be placed. Schramm also emphasised on the feedback from the receiver (Cs.eou.edu, 2019). According to him without feedback communication cannot be completed. So the receiver also needs to encode the feedback is such a way that the sender can encode it. The pictorial view of this model is given below;
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Fig: Schramm's Model of Communications

Source: Google Image Search

Recommendation

From the above discussion, it has been obvious that effective communication is a two way process. Both sender and the receiver must have the same field of experience in or der to make the communication effective. We have also discussed the advantages of effective communication at workplace and why this is essential to maintain for the business point of view. There are various ways by which the effective communication process can be established at the workplace. These are briefly mentioned below;

· Open Communication

Just delegating the task to the employee won't do anything good for the employer. Employer must have open communication in order to make his employee feel valued. Why something needs to be done rather telling someone to do something has significant difference. Employer must arrange meetings with their employees regularly where they can contribute and participate. Employer must set their goals for their employees which will encourage them to work as a team.

· Information Sharing

Employer must share business information to their employees. Employees must not  feel that they are left alone in the dark. Irregular information sharing will create barrier between employer and employee.  

· Attitude

Attitude or non-verbal communication is significantly important for effective communication. Employer must show positive attitude towards their employee in order to make them conformable. 
· Clear and Concise

Employer must communicate message or information, clear and concisely to their employees. Ambiguous and vague message will definitely create confusion and hinder the way of employer's success.

· Feedback

Employers must welcome the feedback from their employees and they must consider it seriously. This will encourage the employees that their feedback is appreciated and important to the employer. They will be more loyal and productive to the employer.

· Culture

Employer must set the culture of effective communication within the workplace. This is also a two way process where the employer will set the example and employees will follow the path.

Conclusion 

Effective communication is essential to achieve desired productivity for the employee that maintains good relationship with the employees as well. Employer must invest their time and sincere involvement to create a culture at their workplace where effective communication will be practised. This will create trust of their employees on them, improve their productivity and moral. This will also provide a competitive advantage to the employer comparing to their business rivalries.
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