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Introduction:
evious Communication in its strictest sense is about transmitting a message between a ‘sender’ a ‘receiver’. A nature of the message and is delivery method which vary as well as the persons associated. Many communication is much more simple and clear than others in that the appropriate type, process , sender and recipient is engaged as there is little if any intervention,  but  that may not be the situation and specially not in complex environments such as businesses. 
Maybe that is why the Graduate Recruiters  association indicates that 64 per cent of  the employers they researched saw “communication skills” as the most important skill needed by their potential recruits. Communication as whole contains a wide area , such as spoken and written communication and all methods in those two categories, but also goes to non-verbal  communication with  body language. (Rachel , 2012,p.114).  The research in this report, has used diverse theoretical insights derived from literatures, some  exercises in the class to discuss the research topic and by using real life examples. The research has analysed how communication skills is important and how to use it effectively. 
Workplace communication: 
The need for effective communication in workplace is not only immense, it is also common. Teachers, physicians, social workers, nurse , salespersons and managers-these are just a few of the positions in the workplace that require effective communication if any thing is to be accomplished. However, as can be seen by  this excess supply from the university , there are also a few workplace  positions , where the necessary skill expected is qualified and effective communication. 
(Phil ,2009,p.2)One of these is being a manager. To communicating  is something which managers are associated in, regardless of  their job duties or positions , so many time. Study results inform us that they can waste  as much as 90 per cent of their time talking with others  and more or less a third of their time in one-to-one conferences. Furthermore, the image you have ever seen of communications in most organisations, is not a contented one. Most  managers pay little attention to their communication skills and aims , and overvalue  effectively  the time they spend using it. Surveys results constantly remind everyone what happens in many organizations to “communicate” is little more than people speaking to each other , than to each other. As a consequence, whenever  it comes to decision-making for instance, it is always the individual has spoken out the loudest, longest, or most convinced of  “winning” regardless  of whether his concept was the right.          Indeed, communication dominates everything you do as a manager so you can make a meaningful contribution to your productivity by making your workplace communication  “right” and going up to achieve success as a workplace communicator. (Phil , 2009,p.3) Only minor improvements  in that process including improving your writing style  or  developing  your presentation skills  -can help your professional career. Get your “right” communication and you will find these will contribute to:  
.increased personal productivity 
.higher levels of personal creativity 
.improved job satisfaction for you 
Model of communication             “Shannon Weaver” : 
Shannon Weaver  is  communication model was  established in 1948 ,after Claude El Wood Shannon wrote  an article throughout the Bell System Technical  Journal with Warren Weaver  entitled  “ A Mathematical Theory of Communication”.  Shannon was an American mathematician while Weaver was a scientist. The mathematical theory  come to be known as the Shannon Weaver Model of Communication or “mother of all models “ this model is for more sophisticated than other linear models.
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Concepts in Shannon Weaver model 
Sender (information source): is the person writing the message, selecting the channel and sending the message. 
Encoder (transmitter)- the encoder is the sender that utilises a device, which transmits messages into signals or reductionist documentation.
Channel-is the tool for sending message.
Decoder (receiver)- is the instrument that transform signals or differential data into messages, or the receiver that transforms the message from signals. 
Receiver (destination)- is the individual who receives the message or the location, where the message should enter. Based on the current message, the person who receiving end provides feedback. 
Noise- is the physical interference such as ecosystem ,people, etc. That  do not allow the message to be sent to the receiver. 
How the Shannon Weaver model works 
The sender encodes the message and transmits it to the receiver by ensures of either 0communication technology  streaming service like phone and mail . The sender transforms the message into codes which are easy to understand to the device.  
The receiver must decode the message before it is understood and interpreted. In some cases, the receiver system may also act as a decoder. The channel may have noise, and the receiver may not have the ability   to decode which may cause communication problems.
Communication Channels and noise:
The Full Communication Process is not as easy as that. For example, not all of your reflections are reflected in speech or writing, so when you are always careful using contextual cues specific to the topic, the context as well as the listener or reader.
You use a system called “encoding” when you do this (see figure 2) ;an example of which would be if you write  something and prevent using technical  language that might misinterpret the receiver-that is, you encode your message throughout the correct language. (Phil,2009,p.2)
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A alternative method-decoding occurs whenever the receiver listens to the message is voice or reads the text. He or she translates the sound or text from words through a concept or thought –and this is called ‘decoding’. These are also shown in more detailed in figure3 where in person A: 
. thinks of an idea(idea1) 
.encodes it (Ex) 
. transmits it to person B(Tx)then ,person B receives the idea(Rx),decodes it (Dx) to make idea 2 and uses it to develop the next idea(idea3)which person B immediately encodes and transmits to person  A-who accepts and decodes it and uses it to generate idea 4.(Phil,2009,p.9)   
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The above figure already presents two new concepts: a channel of communication and noise of  communication .One of these, a communication  channel , is the format or sequence you choose to transmit your message to other person , as well as using the spoken word in a speech or the written word in a document.          
Its second of these noise – consists of additional factors that influence a message to be twisted, altered or degraded during transmission  along  with interruptions, noise, distance or the “Chinese Whispers” or  “Telephone Tag” occurrence the matter how long the message chain, the more the message is if you doubt the presence of the idea 1, idea 2, idea 3. Idea 4 . The series shown in in figure 3 merely reflects on the various ways a single word –could be defend. (Phil ,2009,p.10/11)

The importance of the feedback : 
The adoption of  the idea of feedback has been a big contribution to our understanding of communication . 
In 1946 , in an important book called Cybernetics :or Control and Communication in Animals and Machines, Norbert Wiener, the US Applied mathematician and inventor of Cybernetics, coined this concept . In it, the comparative communication to a device that goes back on itself ;the electric train set; information also often goes downwards or outwards; it moves backwards as a boomerang and influences the communicator. This sequence of events of recovering, knowledge return via the system, named feedback  from  Wiener. 
This model, an instrumental metaphor from the fields of electrical and electronics, highlighted the two – way or interface character of communication. As show in this image below. 
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Communication was a form where the sender received  feedback from the listener, that may  help contribute him or her to modify its strategy.  
The closest  representation of the model in diagrammatic terms was a circle , and various forms of the circular model such as ovals and rectangles with rounded  corners became popular in the early literature on management.   
There are so many editions of it ,but still the fundamental thing is the book “Improving  Management  Performance (1969)by management specialist John Humble”. 
The circular model as shown above was intended to represent communication as versatile ,complex and inclusive, as indeed it does to some point. 
In addition to this system model, the electronics context provided some good explanations for communication problems in personal and organisational life.  
According to John Adair  (2009) they include: 
Timing – Coordinating  messages in such a way  that they are received either simultaneously or sequentially by different receiver 

Overload –Reception of messages in such quantity that the receiver is overwhelmed and unable to respond intelligently .

Short circuiting –The omission of one or more persons in a vertical or horizontal communication chain.

Distortion- Differences in meaning of messages as perceived by senders and by receivers, primarily due to different job or positional orientations.

Filtering – conscious manipulations of  ‘facts’ to colour events in a way favourable to the sender (specially upward communication). 
There are a few drawbacks to the circular or systemic model. 
Circles and systems could well indicate an intensity on social maintenance.  The cyclic model often captures certain dominant and still unexamined beliefs about the nature of humanity and the importance of history.  
A circular picture of events returning to their starting points such as the changing seasons has never  completely  satisfied western civilization. To good or even worse we need to move forward along a path into the unknown. “Better fifty years of Europe than a cycle  of  cathay ,” proclaimed the English poet Tennyson in the 19th century .

The importance of effective communication:
My friend “Manuel” initially worked alongside the BMW customer services team ,who have face to face dealings with customers  on a daily basis . This includes talking about various problems that customers encounter with their vehicles and explaining how those problem can be resolved. They are also responsible for organising  service lifts for clients in need of transport, whilst their vehicle is being deal with. His experience in this department helped him further develop some abilities to work with customers. 
He also worked with the Parts and Accessories team , and learnt about vehicle parts but also stock control, ordering and software used by BMW to control these aspects of the department, help find and give parts to both customers and vehicle technicians that were in need to certain items required to repair or to add to vehicles.  
Later he had the opportunity to work alongside BMW Sales Representatives, which was a great achievement for him because throughout this job position he can saw techniques used to inform people of the values offered by the BMW range and persuade customers to buy the cars they were selling.
Overall he found this work experience an excellent opportunity. It gave him an insight into the working day and careers of staff at the BMW dealership and he believes that the skills, he gained at this work placement will be of value to his future career.

Methods of communication:
You know as a skilled communicator there are certain message that become better written than spoken and a few that are easier spoken than written .As an effective workplace communicator you will get to choose carefully how to deliver your message. For  example ,your message could be verbal or written, spoken over the phone, be a part of a face-to-face meeting ,or be contained a letter. The communication channel you choose must be one that gives you reasonable expectations of receiving and  understanding  the message. The aspects you need to be informed about when making a choice are visually the following ;
According to (Phil ,2009,p.15
The spoken word 
. is the most direct form of communication  
. can be done formally (interviews) or informally (discussions)
. can be done briefly or at length 
. can be recorded but requires additional equipment to do so 
.can be face-to-face or remote (telephone)
. can be an expression of personal style 
. can be done with individuals or groups 
. can  make people feel that they have been personally consulted 
.can lead to expression of feelings as well as ideas 
.facilitates non-verbal communication and immediate feedback when face to face 
.how it is heard can be influenced by tons and pitch of voice and use of science.  

The written word 
.is indirect in nature 
.can be formal ( a typed letter)  or informal (an email), mobile phone text or a handwritten note 
.can be brief or lengthy 
.can, for the experienced writer, reflect an individual style 
. is often, in organisations, subject to ‘rules’ about style and presentation 
.enables more thought to be put into the choice of words while being written or rewritten 
.can be reshaped until the writer is satisfied 
.enables the writer  to express his or her own ideas and feelings without having to respond to others  ‘reactions’  and responses 
.can be easily  copied and so provide physical evidence of transmission and content 
.can be sent to a number of people at the  same time  
.sending copies of  documents can be less expensive than having a meeting 

Body language (non- verbal communication)  
.requires visual contact between you and the person you are communicating with 
.often operates in parallel with  the words 
.is often more effective at communicating feelings 
,is often consciously used or perceived  
. can make a significant difference to effectiveness of communication 
[bookmark: _GoBack].may lead to guess -not just about what others are thinking or feeling but, more basically .about what kind of person the other is  

Conclusion 
One of the main findings of this study is that good communication has a strong and beneficial relationship  with the success of the organisation. The significant aspects of organisational communication have been explored in the research through the application of different theoretical frameworks, concepts, and results from previous study studies .Most of the barriers to communication within the workplace include language  barriers, barriers to perception ,emotional and physical barriers. It was recommended that selection and application of the  theory of communication be connected with the organisational goals and objectives. The management can better understand the concerns of the workers  through the implementation of communication strategies.
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