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[bookmark: _Toc90904753]Introduction
"Communication" is derived from the Latin phrase derived from the Latin word, which means "to communicate or bring together" or "to join together" (Ruler, 2018). The term "communicative activity" or "communication" refers to the act of passing along information from one place, person, or institution to another (Obregón and Tufte, 2017). At every level of an organisation, effective communication is essential to boosting productivity and maintaining strong working relationships. More than simply how well users get along with other colleagues is important when it comes to communicating in the office. Developing excellent working connections, eliminating mistakes, and operating the company as efficiently as possible are all essential success factors for any organisation (Rosales, 2016). Organizing, coordinating, commanding, and managing all need excellent communication skills for a manager to succeed. Effective communication is critical to a company's capacity to prosper, meet deadlines, and surpass expectations. A lack of communication may cause stress, poor morale, and dissatisfied consumers, so it's conceivable they're all connected (Campbell and Phillips, 2020). Case studies from the professional world will be used to demonstrate how communication issues influence an enterprise as a whole as well as how to fix them.
[bookmark: _Toc90904754]Models of Communication
This article will go through the three most important theories of communication.
[bookmark: _Toc90904755]Shannon and Weaver model
Senders and receivers will be able to communicate more effectively using this approach. "Noise" has also been shown to have communication-altering properties (Al-Fedaghi, 2012). An order to improve communication among technical specialists sparked the development of the concept. Later on, it was employed widely in terms of communication. For sources of information and broadcasters, and receivers and information endpoints, this system has all the necessary components (Gillespie and Schiffman, 2018). For example, an encoder generates digital information from conventional ones; a decoder converts digital signals back to analogue ones, and an encoder and destination are all part of a five-part propagation model. The signal intercepted may vary from the signal provided because of the sixth ingredient, noise. Anything as simple as background noise on the phone or the radio might result in this. An electrical current pass from the transmitter to the receiver in a telephone connection. His secretary was phoned by Maria and asked to come over and assist her: "Please come on over and assist me, I'd comprehend it. Only "I want" was audible to his helper because of the surrounding noise (transmission fault). And what do you have in mind, Anderson? Maria's assistant asked her a follow-up question. (feedback). Semantic noise occurs when Maria and his assistant have divergent frames of reference, leading to a misinterpretation of the message. They may be able to fix the problem with the aid of the input.
[bookmark: _Toc90904756]Schramm Model
The Schramm Communication Model defines it as a circular communication process that covers all communication principles (Blythe, 2017). As far as communication evaluation and explanation are concerned, this is a commonly acknowledged method in the communication field. One may use this method to see how two people communicate while sharing information, opinions, or perspectives. Using the Shannon and Weaver Communication Model, they observe that communication is a constant process in which the transmitter and recipient both have well-defined roles. The Schramm communication model, on the other hand, depicts a knowledge transfer that is uninterrupted and circular throughout (Elkins, Derrick, Burgoon and Nunamaker, 2012). The sender and recipient are frequently unknown because this technique concentrates on the message rather than its delivery and reception. This is due in great part to Schramm's grasp of the idea of self-messaging, which is discussed more below. Olivia decided to contact her closest friend on her way home today since they hadn't seen her in a while. A lot of time is spent discussing weekends, warmer months plans, and family health as they transfer information back and forth. They agree to talk again shortly as they hang up the phone. They demonstrate how their communication will proceed circularly by transmission and reception back and forth between them. According to Shannon and Weaver Communication Model, Maria will be asked for everything she needs, whether it be a file or whatever else, even if she hasn't requested it yet.
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[bookmark: _Toc90904757]SMCR model
David Berlo's SMCR Model (1960) is a good starting point. SMC is the abbreviation for all of these letters and it illustrates how it's built up (Muyanga and Phiri, 2021). This encoding and decoding communication tool may be used to improve communication.  Communication is seen as a two-way track in the concept. The model's applicability may be expanded by using it in a variety of settings. In order to communicate effectively, the concept of noise helps eliminate noise or difficulties that generate it. The feedback or reaction is highly valued in this paradigm of communication. You may think of processes as those that have a particular objective in mind. According to Berlo, the provider and the recipient have a special bond. Understanding how and why individuals communicate is explained by Berlo's communication theory. It's difficult to tell someone else what's going through your mind. Consequently, an idea must be articulated and a body of work put together (Muyanga and Phiri, 2021). Using Maria as an example, he discovered that the filing cabinet had been destroyed and told his assistant of the situation. What's going on in the massage is Maria and his assistance talking about how they're not happy with how things are in the cabinet right now. A new set of file cabinets may be a possibility for him, according to his assistant. The helper's reaction to Maria's previous statement that she wanted a replacement one by reconstructing the broken one is a recurrence of the same problem, but with an extra response.
Case Study
In today's business, cooperation necessitates good communication among workers (Castañer and Oliveira, 2020). Mr Max used to be a waiter. Mr Alice, our employer, had a group meeting on Friday. He did an excellent job vocally presenting his views because so many of us comprehended what he was expressing. Despite several non-native English speakers, the gathering was varied. They didn't always obey his orders since they were confusing. His face was either despondent or enraged. He didn't listen to others either. He directed the conversation in the proper direction. Non-native staff failed to understand him and made mistakes. After a few weeks, the restaurant recruited a familiar manager, Mr Peter. He was typically pleased. In other words, he exemplified successful communication. He employed a variety of sounds and slowed his voice to better understand our issues. And he kept effective communication with us while encouraging and directing us. Everyone enjoyed working with him. He also had friendly ties with all of his employees. He could talk gradually and in a multitude of accents, and he could also listen well. He taught him several communication skills that he uses in both his business and personal life.
[bookmark: _Toc90904758]Communication Skills
Using verbal, nonverbal, and active listening and empathetic listening techniques are the most common types of communicating
[bookmark: _Toc90904759]Verbal Communication
Words are used in verbal communication to convey information to another person. It is therefore possible to communicate both vocally and in writing and speaking experts employ spoken words to effectively convey their message and to guarantee that a piece of information is conveyed, the receiver must be able to understand it appropriately (Fer, 2018). It is essential to have good verbal communication skills to maintain commercial ties. Improved communication improves productivity, reduces mistakes, and streamlines operations. In addition to being succinct and to the point, a message must also be complete in all other aspects. If you're going for brevity, don't sacrifice clarity and completeness for it. There is a fine line between over- and under-talking, and it's important to know the difference. As a consequence, it is usually advisable to keep things simple. Invest some time and effort in improving their presentation abilities. Using examples, maintaining a relaxed body posture, and speaking methodically in a range of tones will help improve delivery.
[bookmark: _Toc90904760]Non-Verbal Communication
The use of nonverbal communication (such as physical contact, facial expressions, and gestures) to transmit information is called nonverbal communication and this innovation can be very advantageous to company owners (Hull, 2016). Nonverbal communication is essential in business since it opens up additional channels of communication with employees, rivals, clients, and future customers. In order to demonstrate dependability and regularity, basic indications such as body language and voice tone may be used. In addition to the speaker's voice, speech pattern, tempo, and volume, they all convey different signals. A listener's perceptions might be influenced by the speaker's fragrance and physical contact with the audience. Silence is just one part of nonverbal communication; it also includes the lack of sound. Silence in a face-to-face interaction may indicate misunderstanding or even injured feelings.
[bookmark: _Toc90904761]Active Listening
What we mean when we say we're good at listening is we can really hear what the other person is saying and every job that requires communication requires the capacity to listen carefully but one cannot overestimate the value of listening skills like communication (Jonsdottir and Fridriksdottir, 2019). A person who has strong listening abilities will be able to work more effectively as a member of a collective, accomplish better, express more effectively, and understand more. Given the importance of hearing skills and knowledge, it's no wonder that many well-known companies offer it to their employees. Because great listening skills improve customer satisfaction, productivity, and information sharing, it should come as no surprise. All of these factors encourage a greater level of individual creativity and imagination. Studies show that supervisors and employees who listen well have better working relationships.
[bookmark: _Toc90904762]Empathetic Listening
Empathic listening is the discipline of paying attention to and responding to the ideas and perspectives of others. In order to respond empathically, one must connect emotionally with the other individual and uncover parallels between their own experience and theirs (Floyd, 2014). Presence is more than simply being there in the same room as the speaker; it also means paying attentive attention to what the speaker is saying. In tight relationships, it might be difficult to openly express one's emotions. To find the right words and feel comfortable enough to deliver them, the person speaking may need some time. If one has shown that you can empathise with people, they may be more likely to open up to you. It is common in the workplace for teams to work together to come up with answers to problems. Empathic listening, on the other hand, is only hearing to the other person without incorporating their thoughts.
[bookmark: _Toc90904763]Conclusion
Communication is critical to the success of any organisation. In both opportunities and challenges, it helps to resolve them. The ability to effectively convey ideas and alternatives in the workplace helps firms become more productive. Transmit and receive messages is just one part of the communication equation; you also need to be able to talk and listen, as well as transmit and receive communications through transmission and receipt. Let rid of your ego and allow yourself to be surprised by the answers that come to you when just listening. Communication is a fundamental aspect of life, but it is vital to think about how to manage it in a way that is polite to others while still being loyal to one's promises and reputation.
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