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             INTRODUCCION

      The act of transferring information from one person, place or group to another , is called “communication”. It is a very complex subject, even if it looks simple at first and it is formed of one sender, one message and one recipient. 
      With a full understanding of that matter which he wants to deliver, the sender is the most involved person. In spite of the fact that the sender aims to deliver the information, the receiver does not know about the sender and the subject.
      Communication is the process in which participants first are changing ideas, information, feeling and second they are sharing and creating meaning for reaching mutual understanding. It is the exchange of messages, thoughts, ideas by speech, signals or writing. From the sender to the receiver it is conveying information with the use of the media that makes the communicated information to be understood .
      Communication skills are very important for an efficient and healthy workplace. They are also named as ‘interpersonal skills’ or ‘soft skills’. They are used every day at the work place and in each environment. Communication is absolutely necessary and very important when sharing ideas, building relationships, managing a team and so on. 
       We can make ourselves a very competitive job candidates and help to suceed in existed careers by learning and developing good communication skills. Also it help us building our network. Not only communication but also interpersonal skills are both able to be refined and increased. 
           COMPONENTS OF COMMUNICATION
      Communication is formed of eight major components. These are :
· Source ( produces a message communicated to the receiving terminal )
· Sender ( means the transmitter which operates on the message ) 
· Channel ( It is used to transmit the signal between transmitter and receiver )
· Receiver ( It is reconstructing the message from the signal ) 
· Destination ( is the person for whom the message is intended )
· Message ( It refers to a communication or information that is sent in more forms to the recipient: written, audio, visual, graphic, audio-visual.
· Feedback ( It is the direct or indirect  reaction of the destination, back to the source )
· Context ( It is a significant component as it fixes all the above said seven components. It reffers to the background, immediate and far )
There are three more elements associated with the process of  communication. These are : Entropy, Redundancy, Noise. 
· Entropy is a measure of the amount of uncertainty in the message.
· Redundancy enters the process either known or unknown.
· Noise is interfering with the effective communication process.
     TYPES OF COMMUNICATION
       Even if there are different kinds of information, verbal and non-verbal communication are two major types of communication. 
       The sharing of information in speaking is called VERBAL COMMUNICATION. This kind of information people are hearing on telephones, televisions, radios, interviews and speeches. In adition with the effectiveness of verbal communication are the listening skills and the clarity of voice of the recipient. Verbal communication is usually based on immediate responses. It is also influenced by the facial expressions, eye contact and gestures. It includes:
· Use a strong, confident speaking voice
· Use active listening
· Avoid filler words such as ‘um’, ‘like’, ‘so’, ‘yeah’
        NON-VERBAL COMMUNICATION it is where is no use of words but the recipient understands the sent message. It is conducted through eye contact, gestures, facial expressions. Using pictures, graphs and symbols can help a person communicate. A few steps we can take to develop our non-verbal communication are the followers:
· Notice how our emotions feel physically
· Be intentional about our non-verbal communications
· Mimic non-verbal communications we find effective
       WRITTEN COMMUNICATION means that the encoding of a message is done in written form. The message could be written in words but also with different symbols, or even with machine codes. To develop it, we have to:
· Strive for simplicity
· Don’t rely on tone
· Take time to review our written communications
· Keep a file of writing that we find enjoyable and effective
        VISUAL COMMUNICATION implies the using of art, charts, photographs, drawings and graphs to bring information. It is often used to add an idea in presentations and provide helpful context along verbal but also written communication. To improve our skills is visual communication we could:
· Ask others before including visuals : take in consideration that adding them, visuals can sometimes make concepts confusing.
· Consider your audience : We have to include easily understood visuals for our audience
                COMMUNICATION MODELS
   A model is used in communication to depict any thought, idea, concept in a simpler way by using pictorial representations, diagrams, etc. Making understand a concept clear and easy, models go a long way. In addition to this, one can easily understand a process and draw conclusions through a model. 
   There are three most importants models of communication: 
· Linear model
· Interactive model
· Transactional model
   The linear model is described as a linear process in which the speaker speaks and the listener listens. In 1948, Laswell based the linear model on five questions, which are describing how communication works . The questions are : ‘Who?’(said), ‘What?’, ‘In what channel?’, ‘To whom?’, ‘With what effect?’.
   Shannon and Weaver, in 1949, included in the model noise and interference that distorts understanding between the speaker and the listener. The sender encoding a message and channelling it to the receiver in the presence of noise. There is no way for a feedback. 
   The interactive model consists in providing feedback between the receiver or listener to the sender or speaker, according with Schramm (1955) in Wood (2009). The speaker or sender of the message also listens to the feedback given by the receiver or listener. 
   Transactional model does not indicate that communicators can both send and receive messages simultaneously. It is not showing the dynamic process of the communication which changes over time. The elements in communication are interdependent as shows transactional model. In the act, each person is both a speaker and a listener. 
              BARRIERS TO COMMUNICATION
          Interpersonal communications may fail from many reasons. Most of the times the message may not be received exactly how It has been send. It is very important to wait and check for a feedback as we can see how was the message understood. The communicator needs to be aware of the barriers to effective communication. In the communication process there are many barriers that may occur.  Not only  barriers  may lead to our message becoming distorted, but also we can waste time and spend money by causing confusion and misunderstanding. Effective communication involves overcoming these barriers and giving us a clear message. 
          Here are some common barriers to effective communication : 
· The use of jargon ( unfamiliar terms )
· Emotional barriers and taboos
· Lack of attention, interest
· Language differences, difficulty in understanding unfamiliar accents
· Physical barriers to non-verbal communication
· Differences in perception and viewpoint 
· Prejudices and expectations which may lead to false stereotyping
· Cultural differences ( the concept of personal space varies between cultures )
   -      Physical disabilities ( hearing problems and speech difficulties )   
              THE MEANING OF BARRIERS IN BUSINESS COMMUNICATION 
           In modern business, the importance of communication can be hardly over-emphasized. Besides, managers are spending lot of time to communicate with employees. 
           In  contrast, communication is not always as effective as it should be. Almost 75% of the communication fails to achieve a good result, in business. Not only external but also internal forces cuts off the flow of communication. Communication may suffer from lack of clarity. Barriers between people are operating like filter: they give permission to some communications but hold back others. 
          In business, barriers are clasified in :
· External barriers are: semantic, and emotional or psychological.
· Organisational barriers : organisational policy, status relationship, organisational rules and regulations, complexity in organisation structure, organisational facilities, information overload.
· Personal barriers :  in superiors,  in subordinates.
       To avoid the communication barriers are suggested the following methods: full information, mutual trust, appropiate language, inter-personal relationship, selection of appropiate channel, mutual understanding, empathy in communication, two-way communication, supporting words with actions, examples and visual aids, good listening, delaying reaction, strategic use of informal communication, evaluation .
              POOR COMMUNICATION.      
          Good communication is essential in the whole life, but most in the workplace. Being disconnected, uninformed employees can have a bad effect in the workplace. To stay competitive, companies must implement strategies and effective communication skills in the office. If companies does not give attention to push internal content through meetings, email and so on, most areas may be affected inside, such as: 
· Leadership ( it is difficult to lead for managers who are not able to comunicate effectively)
· Culture ( if workers does not communicate well with managers they are loosing their own confident and their interest for the workplace may suffer)
· Productivity ( it is hard to perform their job for workers who don’t have access to resources and people)
· Identifying and addressing inadequate workplace communication ( in the absence of transparent leadership, rumors can distract employees from their work)
In our everyday lives we are all having a few bad habits that are making our communication to be poor. These could be : 
· Constantly interrupting ( interjections are not always a way to show our interest. They can also interrupt the person we are listening to. )
· Multitasking ( most of us, we use to talk to someone and use our mobilephone too)
· Using qualifiers ( for example: ‘This may be a bad idea, but ...’, ‘Don’t take this personally, but...’)
· Equating our experiences ( like telling someone who is in a bad situation : ‘I know exactly how you feel!’ )
· Floundering ( simply talking without a point )
· Avoiding direct contact ( there are things that are better to discuss face-to-face )
· Waiting instead of listening ( we are always have to pay attention of the information that is coming to us, not just let people talking and waiting them to finish )
· Using filler words ( littering our sentences with unnecessary words such as ‘Umm..’ , ‘Uh...’
        I’m working as a construction worker and communication is very important in my work place because a poor communication could bring us bad accidents and could cost even our lifes. Because of the sound that a lot of machines are making we are using more the body language or non-verbal communication. 
          One Friday, after a hard week when we are all used to be distracted thinking about the free two days off that are coming in Weekend, one of my colleagues was asking me for a hammer and when giving it back to me he did a sign like I understood he is coming to give it to me but he wanted to prepare me catch It , as he was throwing it to me. As I didn’t, if fell down on a machinery and broke it up. As it was very expensive, it was a bad accident based on a poor communication and he had an advertisment that put his job in danger.

 CONCLUSION

        As humans, we need to express and understand each others. Human society thrives on communication. As well as that, risen and fallen of civilization is based on how good we are at maintaining sound relations with the rest of the world. 
       Effective communication requires familiarity with the barriers. As a result of many barriers, it may break down. We may increase our communication effectiveness by adopting  the active listening skills. 
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