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Introduction
Communication is the method on how the individuals exchange information between each other. Communication has its origins from the Latin word “communis” which it means “to share”. In another word’s communication is the only way how individuals can exchange information, thoughts, feelings and other information.
Communication is classified in two categories:
· Verbal
· nonverbal 
These two ways combines various types of communication such as speeches, body language, eye contact, sign language, pictures, emoji’s and it includes other communication types such as media, graphics, information expressed in writing or by sound. 
Along the human history communication has changed a lot from signs and different sounds to the modern communication like the use of emails, television, smart phones, tablets and the way of transmitting information became more effective. 


About communication
As I said above, communication has its origins in the Latin word meaning “to share” so therefore communication is the sharing of information between different individuals, organizations, or corporations and it includes the sharing of ideas, concepts, imaginations, behaviors and written messages.
Communication is defined sharing of information from one place to another, and from one individual to another, this transfer of information can be done in many ways from speech to video or in writing. Communication is an easy process but sometimes can be misinterpreted which it can get confusing if it’s not conducted in a proper manner. Different types of communication and the distances over which they’re being transmitted a person is required to transmit de information it could sometimes be more complicated because of the “noise” or other interferences.
There are three elements necessary for the communication to be effective: the sender or the person who creates the message, a medium (the way or type on which the transfer is being made i.e mobile phone, computer, writing, signs) and a receiver who get’s the message.



Basically the communication process is divided in three steps: the message or thought, encoding the message and decoding the message by the receiver. The message is the subject or the idea or the information that exists in sender’s mind, when the sender shares his thoughts, ideas or concepts into verbal speech or in written text, the process is known as encoding. When the message is received as it’s being understood by the reciver, this is known as decoding.
Communication can be one-way or two-way process. When the information sent by the sender is received by the receiver this is known as one-way process. It is not necessary for the receiver to reply to the message sent by the sender, but if he replies to the message meaning that hi received an understood the message that becomes a two-way process.
The developments in communication continued to expose people to new and effective ideas and concepts to which they could make communication more effective. Early into the 19th century it was introduced new concepts in the world of communication, there was numerous inventions including carbon paper and the telegraph which was revolutionary at the time, instead of relay stations, there were  also developments for laying down the foundation for proper channels which made the communication across the pacific possible.
	Later on the fax machine was invented and then the invention of the telephone by Alexander Graham Bell which made the transfer of information more efficient and quicker.
	Also 20th century bought a huge improvement to communication by introducing new ways an techniques in communication when the radio and tv broadcasting came into being and later the satellites were introduced and different techniques to create wonders in communication. Also laser technology were invented to revolutionize communication and make the exchange of information easier. Home telephones transformed gradually into precisely structured mobile phones and later into smart phones. Also, the internet and web services became very popular and used in large scale towards the end of the century.
	With the evolution of the internet and different platforms as world wide web (www) and other apps well known communication has been adopted to increase individuals social circle and other needs. Social communication has seen a huge improvement and made entertainment and connecting of individuals with others really easy and convenient. Social communication includes web surfing, internet chatting and mobile texting.

	There are two different types of communication:
· Formal communication. Formal communication is meant to establish strong business or work relationships. Businesses and organization use formal communication to communicate more effectively with their intended clients and employees. This includes meetings and interviews. Communication conducted employing coded words is also referred to as formal communication
· Informal communication – the type of communication that we use on a daily basis amongst our friends, family or social circle

	Manipulative Communication is one of the advanced categories studied recently, which seems to be a technique that is mainly used by the large corporations intended to gain more revenue using sarcasm, criticism and rude gestures to get what they want, and it’s progressively used by us on a daily basis, by being demeaning and disrespectful towards other individuals in our greed to achieve what we want.








Types of communication

	There are two major types of communication:
· Verbal
· Non verbal

Verbal communication
	Verbal communication is the sharing of information through speech. It includes the information that people hear on radios, televisions, telephones, speeches and interviews.
Effective verbal communication includes the use of interpersonal skills and really helps into achieving an effective verbal communication and consists in the clarity of voice, perception and listening skills.
	Verbal communication is effective when the other individual understands and replies to you’re message, which completes the perfect circle of communication

Nonverbal communication
	Written or spoken words are not the only way of transmitting a message, this ca be done through eye contact, postures, gestures, facial expressions, chronemics, graphs, pictures an so on. Use of pictures, symbols and graphs can help individuals to communicate effectively by expressing their needs, thoughts and expectations.
	Written communication can use either words as well as using symbols or images, and or emoji’s or any other types which can be expressed in writing.
	

	







7 C’s of communication
                We communicate all day, anywhere and anytime either at home, at work, with different individuals that we may come in contact with and we can communicate either verbally, or in other forms nonverbally and possibly in writing, and sometimes we can misunderstand the message sent to us or the message that we sent which can lead to miscommunication.
                 This were the 7 C’s come very helpful, and it helps to make the communication more effective and reduce different impediments in our way of transmitting a message or information.

The 7c’s are as follows:
· Completeness
· Concreteness
· Courtesy
· Correctness
· Clarity
· Consideration
· Conciseness

Completeness
The message must be complete and adapted to receiver’s understanding so he can decode the message accordingly, and, also the message needs to be based on facts and relevant.

Concreteness
Concrete business communication also must be a clear message, full of facts and has to be based on research data and figures. The words used as well as the sentence structure can be interpreted as in business everything gets interpreted and understood individually.

Courtesy
Courtesy is very important as well, as approaching you’re audience or the target group with respect, friendly and courteous manner can help so you’re message is delivered effectively. Also using a formal approach will help making communication effective.


Correctness
Using words and language correctly as well as having a clear speech and avoiding grammatical errors will also lead to effective communication, and increases trustworthiness and it will make you’re audience feel that they are taken seriously.



Clarity
Clear or plain language is characterized by explicitness, short sentences and concrete words. confusing language is totally unacceptable and also formal language and cliché expressions are forbidden. Keeping to the point is essential, you’re audience will get a clear picture of the message you’re sending and brief information it’s also a very good way keeping the message clear.

Consideration
Knowing you’re audience it’s the key of effective communication, so by knowing the target group to whom you’re addressing you’re message could be diverted towards them which it will make it effective, this can be done depending on the level of education, professional knowledge, age, ethnicity , interests and so on.

Conciseness
A message is clear when the subject or content of the message is consistent and when this does not contain any inconsistencies, when the facts are mentioned it is very important that there is consistent and supporting information or materials. Business communication does rely on the conciseness of it’s employees for the business to succeed.





















Conclusion 

                Communication is the most important way of expressing feeling towards any person or living being, without communication we couldn’t exist, and humanity could never of been what it became today. There are various forms and types of verbal and nonverbal communication which helps us in our day to day life and which we use either consciously or unconsciously. Human evolved in life through communicating, thinking and understanding other’s points of view or interests an adapting to each other’s needs. Communication help people relate, interact, understand, believe and get connected to others by socializing through different ways of communication channels. 
                   Communication is required everywhere, in business, in personal life,  either entertainment or for knowledge or for socializing, we simply can’t imagine life without communication. 
                   According to me the best way of communication is reading, socializing, creating friends and studying, this helps you gain knowledge, helps you invest time in yourself, it can make you feel more confident and is also a way of entertainment. If a person wants to gain knowledge, be more confident, or just to succeed then he can approach to some biographies, or newspapers or magazines, or books from where he can get the information that he needs to develop himself. And it will help the individual to gain confidence and succeed in life. 
                   So in another words without communicating with each other we can’t survive, develop, succeed and build so many wonderful things. Since we know the history of humans, peoples always communicated to each other through signs or different gestures, through symbols, images and so on.
                   Communication is a must anyone’s life, either it’s  personal life, in business, in corporation, we all communicate between us in many ways verbal or nonverbal, and in my opinion we need to make communication effective in all the aspects, as miscommunicating can lead to misunderstanding the message transmitted and that’s when things go wrong and there’s many example through out the history, from businesses closing down to more horrific stories.
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