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What is communication? Why is communication important in the workplace? How do people communicate? these are the questions I’ll be looking to answer in part 2 of my assignment. I will also look at my communication skills and how communication is such a vital part of any workplace whether there are 2 employees, or 200 good communication is vital to a successful business.  The ability to communicate an idea effectively is just as important as the idea itself (Brunch. B)
What is communication?
Communication is the process of sending and receiving information through verbal or non-verbal means. This includes speech, writing, signs, signals and body language. All creatures can communicate and display their emotions however it’s the ability of humans to uses words and language to relay specific messages and meanings that sets us apart. In any communication there is a sender, a receiver, a message and an interpretation. The receiver will give feedback to the sender through methods such as verbal or non-verbal, Communication has evolved in the 21st century due to technology people can now communicate. advancements such as mobile phones, computers and the internet have now enabled people to keep in contact from anywhere in the world. Technology have also enabled workplaces to become more efficient and productive. Management can easily communicate a message around a business instantly with the introduction of emails.
Why is communication important?
C
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(Shannon and Weaver, 1949)
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	Objective

	Current Position

	Deficiency

	Action


	What do I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?
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	Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

	List your Goals
	What do you need to do to achieve these goals?
	How will you identify your success? 
	When do they need to be done by?
	Who or what do you need to help you?
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