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Introduction
The purpose of this report is to analyse how I use the skills of communication at my work place. This will be done by analysing skills of communication, types of communication suck as formal, informal, written or spoken; principles of communication and what types of barriers we can find in our communication.
Communication is the process of passing information and understanding from one person to another one.
We can send information in the form of emotions, ideas or thoughts this is the nonverbal communication. Broader definition include body-language, skills of speaking and writing.
We have four functions of communication: control, information, motivation and emotional expression.
The function of control is used, usually, by the leader of a group as he must be in control of the behaviour of the members. 
Via the function of information a person send data to it’s public.
The motivation is the act when you/ a leader want to make the others to try or do something. A good leader will encourage his group to do something but will not give orders.
The emotional expression is when we send a message with the way we act, sometimes the body-language says more than the words.
The STAR model means: situation, task, action and result.
I can share with you a situation of mine when I went for a little walk with my new born daughter and I had a really bad hypoglycaemia  falling dawn in the middle of the road unconscious waking up in an ambulance with doctors and police officers around me which panicked  me even worse. After they been able to make me conscious they went at my place and brought someone to take the baby at home and they took my in hospital were they had me there till morning…all good till the end but the fear is huge always .
People communicate verbal, written or non verbal.
Verbal communication is when you say your ideas, thoughts to another person, when we write letters, e mails or messages on mobile results the written communication and by face expression, body languages, the way we roll our eyes make non verbal communication.
At my work place I tend to use written mobile messages as it is easier, I  can reply whenever I got the time plus I can use translator if there are words I don’t know them. I find sometimes that can be hard to make myself understood as English is not my first language.
To have an effective communication we must have and pay attention to how we listen(listening skills), how we act(body language), how we speak(verbal skills) and last but not least how we write(written skills).
We know 7 Principles of communication and I will write about the principle of clarity, principle of attention, principle of informality, principle of consistency and the principle of timeless.
Principle of Clarity the idea or the message have to be sent in a very clear way that the receiver understand it easy. A clear message will go for a reply from our listener.
Principle of Attention in order to have an effective communication the listener have to pay attention to the speaker, not only to be there, but to focus on the conversation without other impediments.
Principle of Informality means to send not only the message you want but some extra information, this result that sometimes will not have the result we want it may get confusing.
Principle of Consistency means the communication should always have plans, programmes, policies and scopes of the organizations and not to change them. If the message interfere  with these will create confusion.
Principles of timeless means the dialog have to be sent in proper time.
These explanation been taking from the website http://yourarticlelibrary.com
The Barriers of communication are physical, cultural, organizational,
Interpersonal and linguistic.
Physical barrier include the environment and the natural condition we sent a message from the sender to the receiver.
We can remind here about the in-class exercise ,, Maria and Pedro” where Maria call her husband to ask him to buy a chicken but because of the noise around him ,being a builder, he understood he will find her into the kitchen.
Cultural barriers means that people from different culture can not understand each other’s custom/ background and that goes to difficulties. Examples : eye contact in very important in some cultures but in others is forbidden.  A way to avoid these misunderstanding is to respect always other persons opinion and beliefs.
Organizational barriers can include from a number of things to a number of members in a group , it doesn’t have to be something major .
Interpersonal barriers is something that can prevent an effort of two or more person to communicate. Interpersonal conflicts needs at  least two persons who are trying to communicate but they are barriers into their conversation and these leads to huge gaps in accepting or understanding the meaning of the conversation.
The incapacity of communication in a language, when using difficult or inappropriate words, is recognised as a linguistic barrier of communication. We can remind here about the in-class exercise from week 6 ,,The professor and the village people” where the professor didn’t had to many things in commom with the village people, he uses a very elevated words that leads to not being helped when his house was on fire because he didn’t use simple words to ask for help, in this in-class exercise we  can find and Schramm’s model of communication.
 I can remind now about the SMRC (source/ message/ channel/ receiver) and now I can write about David Berlo  SMRC model of communication, Shannon-Weaver model and Schramm’s.
Elwood Shannon and Warren Weaver were working for Bell Telephone Labs in United States and their job was to get the a high  in telephone cables and radio waves, so they created this Shannon-Weaver model  in 1948 and is known as ‘mother of all models’ very simple  parts : sender, message, channel and receiver. It was admitted that some background noises  may be heard and these will be seen in what the receiver will understand.
Wilbur Schramm will try to indicate, in 1954, that we must analyse the impact that a message will have it on the source.  This model is more circular than linear and include both the sender and receiver who will have to understand the message.
In 1960 David Berlo will bring some better ideas to Shannon-Weaver model to make it more simple and clear been more a person-to- person. This model begin from the source and send the whole message easier.
To have an effective communication we must be positive, do not complain and not find any excuses.
If we want to have listener we must avoid the negative facts as gossip, judging, negativity, complains about our health, don’t use excuses, do not lie and dogmatise. The most often meet in health and social care are negativity, complains about the health and the excuses.
HAIL is an positive facts: honesty, being honest you create your etiquette, authenticity means you must be original so no one will be able to say you copy them, love which means to desire only good and well to everyone. There are different facts that can interfere  in our communication such as how formal or informal we are with  our audience, the timbre of our voice can send totally different message in the way we speak, the way you speak also has an impact in our communication, example I know that I tend to speak to fast and these leads to been misunderstood by the others and the volume is also very important in our style of communication.
 5 steps to be a  successful employee communication are:
1.Create your BRAND which means what the others think and say about you when you leave the room or when you are not around. We must remember we  are the one who create this brand.
2. As a boss you must allow to your employees always to give feedback which will help to create the constructive environment in the workplace. Either if the feedback is positive or negative it will have a good impact in your collective.
3. The language matters if you use “I” instead of “you” will have a huge impact on the employees, everyone will communicate and behave better and will feel as part of a team if it is seem as an equal not just someone who can be swapped quickly. 
4. As an employee it is very important if your listen and pay attention to the conversation this is considerate to be the most important part of the employee communication.
5. Always be clear, correct and consistent
As an employee you must use a simple ,easy-to-understand language. Your gramma must be good and always check  and update the  employee handbook.
We can remind now how Steve Jobs explained why Apple it is so successful all the benefit were only because they had daily meeting were the employees voice is always listen and conflicts are always sorted, also he said that his employees know for sure their responsibility  and they work very good in teams and he did allow to his staff to take decision wick we all know that not all the leaders will allow.
After Griffits, B.A. and Dunham, E.B. verbal and nonverbal communication  between the group member define as a team life. You can have individuals goals, team goals ,structure and norms which are vital between the group. Duties are done only if the member work together as a team but this is not always happening.
Communication skills are important to each person ,team  and organization(Kinnick& Parton,2005)
The 8 concepts of communication are:
1. Sender and receiver without them we don’t have a communication
2. The message either is verbal or nonverbal is the try of the sender to communicate with the receiver.
3. The code which is the way we send the message ,oral or written. To be received it have to be simple and clear.
4. The channel which is the voice for verbal communication or radio signal, material, fibre-optic etc.
5. The medium which is the communication/message.
6. The noise either at a literal mode or figurative. It can be the mental noise( when no one can know if you are bothered about something and you want pay attention to the conversation) or just it is too noisy the space where we are . Either way this can lead to many unwanted divergencies.
7. The environment is the place where the communication happens.
8. Feedback wick help improving the communication. 
All the eight concepts help us to understand better the process of communication.

Conclusion

This report has focused on the skills of communication, how many types of communication I know such as formal ,informal ,written or spoken; to describe a bit the principles of communications, the models of communication and what types of barriers I know.
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Ex.2. Read the following brief and write a business email according to the instructions.

You are Director of Communications at your company and you would like an employee, Jack Daniels, to join
your Communications Training team.

- Tell JD why you are writing

- Say what you have observed and like about his communication skills

- Tell him why you think he would be an asset to the team
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1. Given the professional context, what would you have done the same and/or differently if you
were in Mark’s position?

2. Do you think Mark accurately evaluated the context? Why or why not?

3. What communication factors led to the change in the chief executive officer’s disposition?

4. How could Mark improve his communication skills?
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Student Name: 74(/{'\) A SC/O‘E—PPF’\J Student ID: W“; %’{22

Time allocated: 1 hour.

Please return your paper to the lecturer upon completion. It will be returned to you at the next session. You
will need to include a scanned copy of this exercise in the form of an appendix together with your Task 1
(part of the Assignment for this module).

Ex.1. Read the following passage and answer the questions on the next page.

Case Study: A Day With The Chief

Mark is a top-performing salesperson at a pharmaceutical supply company. As a reward for his
performance, he is treated to a trip to the corporate office in California to meet the chief executive
officer, Ms. Mills. Ms. Mills is known around the office as the “Wicked Witch of the West” because

of her short and sometimes abrasive demeanour.

Mark’s co-workers share “horror stories” of their encounters with her, stating that she rarely makes
eye contact, never smiles, and dislikes being approached unless she initiates the conversation.
Although he is excited to travel, he is also nervous about what he and Ms. Mills might talk about.
He prepares by thinking about how he can share his sales strategies and techniques. On the day of
the meeting, he waits patiently for Ms. Mills’ assistant to call him into her office. When he is escorted
in to meet her, he is shocked to see a petite woman behind the large desk smiling back at him with

kind eyes. He approaches, shakes her hand, and waits for her permission to sit.

Ms. Mills is nothing like the horrible person they made her out to be. Ms. Mills asks Mark several
thoughtful questions about why he is successful, ways the staff can be supported, and how the
company fits in with his professional goals. Mark feels more and more comfortable as she leans
forward to listen intently to what he is saying. Mark loosens his tie, crosses his legs, and begins
sharing stories of how he feels his immediate supervisor has dropped the ball on more than one
occasion and that the team would be better if more money were allocated to incentives and
bonuses. Mark immediately sees Ms. Mills’ eyes begin to squint and her brow furrow. She stands

up abruptly and says in a gruff voice that their time is up and that her assistant will show him out.
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Ex.1. Read the following Passage and answer the questions.

The professor and the village eople
A Professor of English at a well-known Welsh University lived in a large house not far from a little village. He

asleep while smoking his pipe and the pipe fell onto the carpet and started a fire,

When the professor awoke and saw the house on fire, he rushed into the village, screaming:
v

‘The edifice is being consumed by a great conflagration!
‘The edifice is being consumed by a great conflagration!’

The village people looked at him and continued doing what they were doing.

‘Don’t you understand?” He said. “The edifice is being consumed by a great conflagration!’

They ignored him.

When the Professor returned home, he saw that his house had been completely destroyed. He sat down on
the ground and wept. The next day, he went into the village crying. ‘Why, oh why didn’t you help me? My
home has been destroyed by the fire. | came and begged you last night.” He wept.

‘But Professor, why didn’t you say that your house was on fire? We would have helped.’

Q1: Why didn’t the village people help the Professor?

Q2: What should he have done to get them to help him?

Q3: Whose model of communication do you think can explain this situation?

Q4: Why?
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1. Given the professional context, what would you have done the same and/or differently if you

were in Mark’s position?
2. Do you think Mark accurately evaluated the context? Why or why not?
3. What communication factors led to the change in the chief executive officer’s disposition?

4. How could Mark improve his communication skills?
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