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[bookmark: _Toc37487235]Introduction
Communication is a vital aspect of human interaction. Through the mode and mean of communication, an individual is able to express themselves, about what they feel as well as put forth their opinions. In the following discussion, the various aspects of communication shall be explored along with the significance of communication. The importance of effective communication shall also be discussed, while exploring the different methods of communication. The different theories that are associated with communication shall also be elucidated in the following discussion. The communication practices that are followed at own workplace shall also be discussed in the following. 
[bookmark: _Toc37487236]1. Communication
Communication is fundamentally the act that is used for conveying the meanings from a group or an entity, to another, via the use of mutually understandable symbols, signs and semiotic rules. Communication is the act that is used to impart or exchange information via writing, speaking, or via some other medium. As has been mentioned by Pagare, (2020), Newman and Summer has defined communication to be an exchange of ideas, emotions, opinions and facts by two or more individuals. Pagare(2020) has also mentioned that Allen Louis has defined communication to be the sum of all the things that is done by an individual when they require creating understanding amongst the mind of another. It comprises of systematic and continuous procedure of listening, telling as well as understanding.Kar has defined communication as all the processes that have been either planned or unplanned and via which an individual is able to influence the behaviour of the others. Schramm, on the other hand, has defined communication as the tool that is used for making the societies possible as well as for distinguishing the individuals from the other societies. 
[bookmark: _Toc37487237]2. Importance of Communication
Communication is important for exchange of the information and other views between two or more individuals and it is vital that the communication is conducted in an effective manner. In the business arena, communication plays a vital role and is important for improving the industrial relations. Due to the rise of information and growth of telecommunication, it has become vital that the organisations have efficacious communication within their organisational and operational processes (Hargie, 2016). Communication is important for an organisation for efficient and smooth operations of the enterprise. Furthermore, communication is also vital as this is the foundation of decision-making processes. Communication also facilitates appropriate coordination and planning.Communication is important for developing morale and binding people together. Communication also plays a major role in creating mutual confidence and trusts. Communication within the organisational context facilitates leadership as well as job satisfaction, while also enabling the development of the public relations (Ramona, 2011). The process of planning becomes easier with the help of communication, while it also boosts motivation. Communication in the life of an individual enables them to strengthen their relationships with others, while also facilitating them to relieve their stress.
[bookmark: _Toc37487238]3. Importance of Effective Communication
In the organisational level, communication has vital impacts as it acts as the channel for flow of information (Babatunde, 2015). Effective communication is vital not only amongst individuals but also at the organisational level. At the organisational level, effective communication facilitates and enhances team building. Effective and honest communication is essential for developing strong teams. Communications facilitates collaborations and all the team members tend to be in a better loop. Efficient communication with the organisation also boosts the growth of the business, thereby building the career of the human resources in turn. Communication within the organisational context results in the growth of innovations as through effective communication processes, the employees are able to communicate their ideas and thoughts. This also facilitates the creativity within the workplace as the employees are able to put forth their creative thoughts and ideas which can enable further growth and development of the organisation. At the individual level, effective communication facilitates a person to get their message across to the others. Moreover, effective communication is a two-way process and both receiver and sender of the message are involved in it. As a result of the same, the misinterpretation of the message can be avoided. 
[bookmark: _Toc37487239]4. Methods of Communication
There are two major methods of communication and these include verbal communication and nonverbal communication. These can be detailed as follows. 
[bookmark: _Toc37487240]4.1 Verbal
Verbal method of communication comprises of using words for communicating the message across. This is majorly done via the oral mode where the thoughts, ideas, views, opinions and information are expressed in the form of speeches, presentations, conversations and discussions through spoken words. Verbal communication involves use of words for sharing information with the other people. Verbal communication requires the use of language, either in the form of spoken or written words. The verbal method of communication majorly comprises of oral communication, visual communication, written communication and electronic communication. The oral form of communication comprises of dialogues, talking to oneself, telephone calls, discussion between people and so on. Visual communication includesgraphics, maps, advertisement, traffic signals, and so on. The written verbal communication comprises of letters, memos, papers, reports and similar such documents. The electronic verbal communication method is facilitated with the help of an interface such as computer, E-mail, telephone, modem, faxes and so on. 
[bookmark: _Toc37487241]4.2 Non-Verbal
Non-verbal communication primarily comprises of the non-linguistic mode of transmission of information that is done via auditory, kinaesthetic, tactile and visual channels. Non verbal communication is considered to be vital for human interactions as the speech alone is unable to deal with the actual communication process (Phutela, 2015). Nonverbal communication takes place without words. There are four main sets of physical cues of nonverbal communication and these include eyes, face, voice, and body. The eyes signal via the direction of gaze, while voice comprises of the speech rhythms and tone. The role of face in nonverbal communication include smiling, grimacing and frowning, etc. Body, in nonverbal communication, offers distancing, posture positions of legs and arms. 
The receiver of the message is required to use all the five senses, that is, hearing, smell, touch, vision and taste during the nonverbal communication. There are majorly five functional categories associated with nonverbal communication and these adaptors movements, illustrator movements, facial expressions, emblems movements and regulators movements. Adaptors movements are related to the individual emotional state or requirement, while illustrator movements comprise of those that accompany accent and speech. Facial expressions are majorly involved with showing emotions and the effects that are associated with it. Regulators movements are related with the individual requirements or the emotional state, while emblems movements comprise of those that are used for substituting words. 
[bookmark: _Toc37487242]5. Theories of Communication
There are several theories that are associated with the process of communication, each of which provide varied aspects related to communication. Some of the significant theories of communication can be elaborated as follows. 
[bookmark: _Toc37487243]5.1 Shannon and Weaver Model of Communication
Shannon and Weaver had proposed and designed a model that elucidates effective communication that should take place between the sender and receiver. As per the model the factors that affect the communication processes have been defined or called as noise. Initially the model was developed for improving the technical communication processes, however, later on it gained wide application in the area of communication. The model is associated with varied concepts such as information, noise, transmitter, receiver, message, information destination, channel, decode and encode (Al-Fedaghi, 2012). As per the Shannon and Weaver model, during the process of communication, the sender encodes the message and then sends it to the receiver via a technological channel such as telephone. The sender then converts the message into understandable codes that can be deciphered by the machine. That message that is transmitted or sent is present in codes and the same is sent via a medium.It is up to the receiver to decode the message so as to be able to understand and interpret the same. The Shannon and Weaver Model of communication can be illustrated with the help of the following image. 
Figure: Shannon-Weaver Model of Communication
[image: ]
(Source: Al-Fedaghi, 2012)
[bookmark: _Toc37487244]5.2 Schramm Model of Communication
Schramm model of communication has been developed on the foundations of Shannon - Weaver model. The model has been modified to be a circular model that implies that the communication is circular in nature. The fundamental elements of the model are similar to that of Shannon - Weaver model. The elements of the Schramm model comprise of the encoder, decoder and interpreter. Encoder implies that individual or element who encodes or sends the information and this marks the origination of the message. Decoder implies that individual who receives the information or the message. Interpreter implies that individual who tries to understand, perceive, analyse or interpret the message that has been transmitted (Dutta, 2013). The advantages that are associated with the model include the fact that it is a dynamic model that illustrates the manner in which a situation may alter. Moreover, the model illustrates the reason as to why redundancy is a vital element. The model also assumes that communication is circular in nature and the feedback is the central feature. Furthermore, the model illustrates that there exists no different sender or receiver as both the sender and the receiver is the same individual. The Schramm Model of communication can be represented with the help of the following illustration. 
Figure: Schramm Model of Communication
[image: ]
(Source: Dutta, 2013)
[bookmark: _Toc37487245]5.3 Berlo’s Model of Communication
Berlo’smodel of communication, otherwise known as Berlo’s Sender - Message - Channel - Receiver (SMCR) model of communication, has been developed on the foundations of Shannon weaver receivers or balms. This model is also based on the aspects of coding and decoding that takes place prior to the moment when the sender sends the message and the moment when the receiver receives the information or the message, respectively. The elements of the model encompass the source, communication skills, attitudes, knowledge, social system and culture and this is associated with the component, sender. For the component, message, the factors include content, treatment, code, structure, and elements. For the component, channel, the factors include hearing, touching seeing, tasting and smelling, which are also the fundamental aspects of nonverbal communication. The elements of the component, receiver, include communication skills, knowledge, attitudes, culture and social systems, which are similar to the elements of the component sender. The model can be better represented with the help of the following illustration.
Figure: Berlo’s Model of Communication
[image: ]
(Source: Annan-Prah, 2015)
[bookmark: _Toc37487246]5.4 Own Justification About the Models Discussed
All the models of communication that have been discussed previously, that is, Shannon - Weaver model, Schramm model and Berlo’s model, all justify the aspects of communication appropriately. This is because all these models have clearly illustrated and elucidated the manner in which a message is generated and transmitted from the sender of the message to its intended receiver while passing across noise and interpreter. Therefore, in my opinion, all these models appropriately depict the aspect of communication. Most importantly, all these models are interrelated to each other and have originated from the fundamental model of Shannon and Weaver. These models have been selected for the current discussion as they are highly related to the daily conversations and communications that are conducted by an individual within their workplace or at other places of concern (Babatunde, 2015). Furthermore, all these models have interpreted the process of communication in such efficient manner that makes it a more suitable choice with respect to the current report and the discussions that have been elucidated in it. 
[bookmark: _Toc37487247]6. Communication at Own Workplace
At my own workplace, Selfridges department store, we have a very formal communication system that also offers the opportunity of keeping forth our opinion during decision making processes. The formality regarding communication is evident from the use of memos, emails, formal letters, etc. for communicating significant as well as every information and messages. We are required to communicate with the team on a daily basis and share the updates and the activities that have been conducted through the day, in the form of a daily written report. The activities majorly comprise of maintaining a record of the number of customers who visited the store, the kind of perfume they tried, the purchase that was made by them and the total sales of the day. Since I am posted in the retail segment of the sales of fragrances and perfumes, therefore, I am needed to develop daily sales report and communicate regarding the sales achievement in the meeting. Hence, it can be stated that my workplace follows an efficient communication process and format. 
[bookmark: _Toc37487248]Conclusion
In conclusion it can be stated that communication is a vital aspect of human interaction and is vital for sharing information as well as ideas, views and opinion. From the previous discussions, it can be deciphered that both verbal and nonverbal communication methods are vital for appropriately communicating the information while maintaining its intention and significance as well as vitality. Moreover, the different theories that have been evaluated in the previous discussion have illustrated that communication is an interrelated process, whereby both the sender and receiver are equally involved in ensuring that the correct information and the message that is intended, is communicated in an appropriate manner. 
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