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What are the different types of communication? 
There are several different ways we share information with one another. For example, you can use verbal communication when sharing a presentation with a group.
1 verbal communication
Verbal communication is the use of the language to transfer the information through speaking or sign language. This are one of the most common types, often used during presentation, video conference and phone calls, meeting and one on one.
Here are steps that takes the develop the verbal communication: 
·  Use a strong confident speaking voice, especially when you are presenting the information to a few groups of people, so you must make sure using the strong voice so that everyone can easily hear you. Or be more confident when speaking so that your ideas are clear and easy for others to understand.
· Use active listening:   the other side of using verbal communication is intently listening to and hearing others. The key of active listening skills, when conducting a meeting presentation or even when participating in a one on one conversation. 
· Avoid filler words: this can be tempting, especially during a presentation, you can use the filler words such as” um, like, so, or yeah”. while it might feel natural after completing a sentence or pausing to collect your through, it can also be distracting for your audience. 
2. Nonverbal 
Nonverbal communication is the use of body language, gestures and facial expressions to convey information to others. This can be used both internationally and unintentionally.  example, you can smile unintentionally when you hear a pleasing or enjoyable ideas or piece of information. 
· Notice how your emotions feel physically: as you experience a range of emotions, anything from energized, bored, happy, or frustrated. You can try to identify where you feel that emotion within the body. Example, if you are feeling very nervous, you might notice that your stomach feels tight. 
· Be intentional about your nonverbal communication :  you can an effort display positive body language when you feel alerts, open and positive about the surroundings but , you can still sue body language to support your verbal communication if you feel confused or anxious about the information. 
· Mimic nonverbal communication you find effective:  you can find certain facial expressions or body language beneficial to a certain setting, use it as a guide when improving your own nonverbal communication. 
3 written: Written communication is the act of writing, typing or printing symbols like letters and numbers to convey information. It is helpful because it provides a record of information for reference.
· Strive for simplicity: written communications should be as simple and clear as possible.  While it might be helpful to include lots of detail in instructional communications, for example, you can look for areas where you can write as clearly as possible for the audience to understand. 
· Don’t rely on tone: this is because you do not have the nuance of verbal and nonverbal communication, be careful when you are trying to communicate a certain tone when writing.


How communication can be made effective in a business organisation
Effective communication can be critical to any organization and help it in many ways. Communication plays different types of roles in product development customer relations, employee management. 

· Clear expectation for employees: effective communications can help to establish clear expectation for employees and perhaps surprisingly, for customers as well. Foer the employees, clear expectation will convey how their performance will impact the company and give them indication of what they need to do to achieve positive feedback.
· Building strong relationships: effective communication can be building a strong relationship, because trust and loyalty are the keys factors in any relationship, and both are boosted by communication that is focused on meeting individual needs.
· Employees as customer ambassadors: the more employees know about the company, its culture, its products and services and its response to any negative issues, the better job they can do od serving as ambassadors to community their friends, relatives and other business connection.

Relevant Theories (SHANNON AND WEAVER, SCHRAMM AND BERLO)
In 1948, Shannon and Weaver was an American mathematician, electronic engineer, also wear was an American scientist the both join to write an article in bell system Technical journal. People called them as Shannon and weaver model of communication.  The model was specially to designed to develop effective communication between sender and receiver. Also, they find a factor to effective communication, between sender and receiver. 
sender: is the simplest communication model and underpins, the sender has an idea or concept they want receiver to appreciate.  This can be useful outcome to be achieved from the communication. Also, the receiver must accurately understand the sender’s idea: this can me that the message has to be effective in the receiver’s space, but if the message has not engaged the receiver. 
Encoder:  this is when the sender who uses the machine to converts message into signal or binary data. This may directly refer the machine.
Channel: channel is the medium used to send message.
Decoder: decoder is the machine used to convert signals or binary data into message or the receiver who can translates the message from signals.
The importance of effective communication
Active listening builds strong relationships and, while it may not come naturally to many of us, it’s an invaluable communication skill. Active listening involves listening with all senses.  As well as giving full attention to the speaker, it is important that an ‘active listener’ is also ‘seen’ to be listening otherwise the speaker may conclude that what they are talking about is not interesting to the listener.
Interest can be conveyed to the speaker by using both verbal and non-verbal messages such as maintaining eye contact, nodding your head and smiling, agreeing by saying ‘Yes’ or simply hmm’ to encourage them to continue.  By providing this 'feedback' the person speaking will usually feel more at ease and therefore communicate more easily, openly and honestly.
Clarifying /checking understanding, as an effective communicator you are required to be as clear as possible when communicating with other people, asking them if they have understood and helping them understand where they need more explanation on what they are not sure of.   
Positioning and proximity is important in communication because it could be used to establish a sort of a temporary hierarchy. Proximity involves the physical closeness between people when communicating being physically close to someone may be reassuring and may be seen as accepting the person. Getting too close might make the person feel uncomfortable and threatened.  Being too far away could indicate someone may feel isolated or uncomfortable. People need less personal space when they have a close, trusting relationship. While speaking to a person from an elevated position, asserts a certain degree of dominance because you are talking down at/to them. So as good communicators we are required to be very conscious and aware how we position ourselves while speaking to others. 
Pace of speech as health and social care practitioners we are required to speaking at a pace where the audience can understand you. So, it’s very important when you deliver speeches and presentations to speech at a pace that can be heard and understood.  As a health and social care practitioner you need to be aware of your audience choose your words carefully, the words you choose will be different if you are talking to 200 people at a conference, a trusted colleague, your boss, or your children. You need to think about your audience’s overall level of understanding of the subject, type of language that you use. Using shorter sentences are easier to process and understand, simpler words are also easier to understand. If you cannot explain something in simple terms, you have probably not understood it yourself. This is particularly important if your audience are not all native speakers of the language.
 According to www.skillsyouneed.com/ips/effective-speaking.html
Intonation refers to the patterns or ways the speakers adjust the pitch of their voice in order to convey meaning. Intonation is very important in communication as it gives information beyond just the basic meaning of the words as well as giving grammatical information (such as distinguishing between a statement and a question). As health and social care practitioner’s intonation offers attitudinal function while communicating with other people. For example, the most obvious role of intonation is to express our attitudes and emotions to show shock or surprise, pleasure or anger, interest or boredom, seriousness or sarcasm, and many others. 
Language, as health and social care practitioners are supposed to be very good communicators, the use of language as is important in communication because you are able to inform others, to ask them to do certain things and to express feelings, moods, ideas, information, experiences etc.
Role of culture in communication
The term culture refers to the complex collection of the knowledge, language, rules, ritual, habits, lifestyles, attitudes, beliefs and customs that link and give a common identity a group of people at a specific point in time. Communication plays a crucial role in health and social care. Effective communication allows improving interpersonal relationships. This fact means that health and care service workers need to develop the proper communication skills to be able to communicate effectively with work colleagues and service users.
Listening, is very vital skill and attribute to develop while trying to build and maintaining professional relationships, because when we listen to others while they are speaking it shows sign of respect and understating amongst the people you are trying to address or talk to, and also it gives them the ability to think and digest whatever is being said than taking over one another. 
Effective communication skills include an awareness of non-verbal as well as verbal communication. Actively listening to patients, without interruption, it is important that patients feel they are being listened to, given information required in a respectful way and non-judgmental way, this will help build trusted relationships.
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· Meet weekly:  make sure u getting together as a team on most regular basis, when it’s when of the best ways to create a professional environment in which all team members feel comfortable communicating with each other.
· Regular: this is when the communicating in a group can be difficult for some people. A good manager should create additional avenues of communication for their employees. 
· Managers, keep employees in the loop:  this tip specifically for managers, since good communication relies upon everybody being in the loop, one of the things you can do is communicate what’s ha

The development of S.O.L.E.R, as an active listening model, or a way to physically demonstrate your interest and engagement, was created by author and professional management consultant.
· S (square): face squarely, by doing this show that you involved
· O (open): keep an open posture this means not crossing arms and legs it might make people feel engaged and welcome.
· L (lean) this is when they are leaning forward when a person is talking to you, it shows you are involved and listening to what they to say. 
· E (eye contact) use a good eye contact, you show that you are listening and not distracted.
· R (Relax) it’s very important to stay calm and avoid fidgeting when person is talking to show you focused.

Non-verbal communication to avoid 

  Refrain from talking with your arms folded across your chest or with your fists clenched at your side. It conveys aggressiveness.
Avoid rolling your eyes when someone is speaking to you shows you think the person is unintelligent.
Talking over your shoulder while walking away or out of a room conveys disrespect.
Crossing your legs and folding your arms while sitting conveys that you’re hiding something, or that you’re cold.
Snapping gum or chewing with your mouth open communicates that you were raised in a barn.

https://www.helpguide.org/articles/relationships-communication/effective-communication.htmAuthors: Lawrence Robinson, Jeanne Segal, Ph. D., and Melinda Smith, M.A. Last updated: June 2019.



























