Communication Process

Introduction

The word “communication” derived from the Latin word “communicare” that method to impact, to participate, to portion or to generate common. It is a process of exchange of sightings, models, opinions and as a means that someone or organization portion meaning and grasp with one another. In other words, it is a transmission and interacting the sightings, models, opinion, conditions and attitudes. The term business communication is used for all message that we and receive for official purpose like running a business, managing an organisation, conducting the formal affairs of a voluntary organization and so on. Business communication is marked by formality as against personal and social communication. The success of any business to a large extent depends on efficient and effective communication. It takes place among business entities, in market and market places, within organization and between various group of employee, buyers and sellers, service providers and customers, sales persons and prospects and also between people within the organization the press person. All such communication impacts business. Done with care, such communication can promote business interest. Otherwise, it will portray the organization in poor light and may adversely affect the business interest.

Improvement of Communication

Effectiveness
      * The effectives of communication channels can be evaluated based on richness and opportunity for feedback. Richness refers to the depth of your message. For instance, the Encyclopaedia of Business names face-to-face communication as the richest communication medium. Face-to-face

encounters allow the listener to hear your message, as well as sense your tone of voice and watch your facial expressions to determine the meaning of your message. Face-to-face communication also allows for instant feedback, unlike communication mediums like letters and emails.
Considerations
      * Email works well for day-to-day business communication since it is fast and efficient. However, email lacks richness, with few nonverbal communication cues and no opportunity for instant feedback. The Encyclopaedia of Business recommends using letters for communicating special messages, such as a job hiring or notifying someone of an honor. Videoconferences work well for avoiding expensive travel costs, as well as catering to immediate needs, such as an emergency meeting.

Warning
      * Selecting the wrong communication channel can cause communication obstacles including information overload and inadequate feedback. Information overload occurs when you receive information faster than you can process. For example, receiving too many emails dilutes the meanings of the emails' messages. The dilution of messages can lead to messages becoming lost. Selecting a communication method which offers the appropriate opportunity for feedback proves important, as Biz Ed, a UK resource for business studies, notes communication isn't complete until you receive feedback from your listeners.
Company- Travis Perkins plc
History 
Travis Perkins plc is a British builder’s merchant based in Northampton. Travis Perkins was formed by a merger between Travis & Arnold and Sandell Perkins in 1988.
Business Communication
Communication is the passing on of

ideas and information. In business we need good, clear communication. The contact may between people, organisations or places and can be in a number of forms, such as speech, writing, actions and gestures. Organisation need to be structured in such a way as to maximise the benefits of communication process. This is why team structures are so useful because they open up a multi-flow channel of communication.
Up until the 1980`s many large firms in America and western Europe were characterised by top-down communications systems:

Senior manager
Junior manager
Supervisor
Line employee

Communication flowed down the line i.e. instructions were passed down the line. Individuals at the bottom end of the system had little scope for decision making.
However, modern communication systems stress the importance of empowerment, and multi-flow communications. There are a range of media for flows of communication in a modern organisation including:

Team briefings
Team discussions
Meetings
Informal talk
E-mail
Discussion boards, etc.

Large organisations like Travis Perkins recognise the importance of multi- channel communications and have therefore created team working structures. Teams are organised into multi-disciplinary group in order to draw on a range of expertise. The teams are encouraged to make decisions rather than to wait for commands from above. Formal communication is those that involve the officially recognised communication channels within communication are those that involve the officially recognised communication channels within an organisation. Informal communication involves other forms of interactions between organisational

members. Good communication is an important person to person skill in organisation. Employees are most likely to be well motivated and to work hard for organisations where there are well organised multi- directional communication flows. Communication flows in number of direction 
Downward communication
Involves the passing of commands from higher levels in a hierarchy to lower levels. This is sometimes referred to as top- down communication.

Upward communication
Involves the feedback of ideas from lower down in the organisation to higher levels. This short of communication flow is important in the consultation of employees, and enables managers to draw on good ideas from those working at grassroots levels in an organisation.

Sideways communication
Involves the exchange of ideas and information between those at the same level in an organisation e.g. between the various functions.
Multi-channel communication
Involves a range of flows of information. Information and Communications technology and the resultant networking systems enable effective multi-channel communication.
There are all sorts of ways of organising effective communications between members of an organisation:

Team briefings - enable team leaders and managers to communicate and consult with their staff. Team briefings may take place on a daily basis or less frequently.

Formal meetings - enable a more formalised approach to communication.

Face-to-face communications - enable a free and frank exchange of ideas.
Team working
There are many other ways of communicating such as e-mail, electronic notice boards, physical notice boards, newsletters, phone,

fax, video conferencing etc. the type of communication channels used needs to be appropriate to the message being conveyed. For example, if an exchange of ideas is required some sort of face-to-face meeting will be most appropriate. The communication of information can be done by newsletter, or notice board. Team working encourages a range of different types of communication and can lead to kigh level motivation 

Conclusion 
Communication process to be successful it has to be effective which depend largely on the kind of channel been used. The flow of communication process is very important to the success of any organisation; it is a part of almost everything that happens on a daily basis in an organizational environment. The advancement of information technology has brought so many communication channels that are use within an organization. In the organizational they use so many means communication; the most successful is the face-to-face, telephone and sometimes electronic emails while the unsuccessful means is the fax machines. Fax message are on the machine without people knowing that they have message. The all have their own positive and negative side to it, however the most commonly used with less complains aong employee is telephone and face-to-face communication.
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