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Nowadays almost of the people think that communication is the imparting or exchanging of information by speaking, writing or using some other medium.
And it is correct but there is not always communication. There are cases where there are barriers that interrupts the communication.

[bookmark: _Toc39442468]Aims

· Explain  what is communication and why is important 
· The process of communication.
· The types of communication.
· What could be a barrier.
· Analyze how is my communication with my friends and in my workplace
· How can improve my communication in my workplace.
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At the moment we have a lot of definitions about communication where they talking that is a proccess by which information  is exchanged betweeen indiviuals through a common system. This is a dynamic process that we are all the time using. Aproximatly we spend 70% of our time using this proces that includes verbal, non-verbal and written.  But communication it is not just that follow the author John Adair the communication is essentially  is the ability of one person to make contact with another and make himself or herself understood. The communication is so importnat because thanks of this we can know what the other people want even negociate. In bussines is so important.

[bookmark: _Toc39442470] The process of communication

The process of communication can express the message in form ideas, thoughts,feelings or opinión, this is transmited between two or more people. Here they take part of this proces that is based in eight basic elements:
· Sender: Is the person that generate and send the message. This process start with the sender that have an idea or opinion that wants to transmit to one person or more.  For example a primary teacher, teaching how to look for a word in the dictionary.
· Message:  Is the idea or the information that the sender wants to send. This massge can be share through verbal or non-verbal communication.this massage has to be clear to dont ends in misunderstood. In the example the massage is the explanation and the rules to how to use the dictionary.
· Encoding: This means  elaborate the massage in symbol in form of words, pictures, or gestures. That could become in verbal and non-verbal communication. Sometimes the types of communication could be mixed. In the example the teacher is the sender so she has te massage, then she encodes transelting in words and gestures.
· Transmisssion and channel:  Is the medium selected.  This could be written could be in a letter or fax, speaking through via online or face to face. In the example the teacher choose verbal channel, speaking in front of the pupils  abd non-verbal thta is gesture a body language.
· Receiver: Is the person or the group of persons who has to receive the massage. The massage ,ust to be clear to the the receiver can understand. In this ocassion the receiver is a group of persons that are pupils the massage that the sender gave to them must to be clear to they understand. The channel that was chosen  by the teacher was verbal channel face to faceso they have to receiver the massage  may be listening and wacthing.
· Decoding: Is the interpretation thta the receiver must do it to understand the massage, they traduce the symbols into information to. The pupils have to interpret the explanation of the teacher in their on way  to show their ability to decode the massage and understand it.
· Noise : This could be a barrier which interrupts the way of the massage and become in a misunderstood. If the teacher are teaching but some of the students are talking. They produces noise that interrupts the explanation.  And the receive can not understand clearly the massage.
· Feedback : This step is the last of the process.  Is the response of the receiver, is the reaction and how interpret the information. Feedback helps the sender to know if the receivers  recognize the information. In case that the receiver is not confident about the explanation  it allow to ask quastions to make clearly the information. In this example if one student does not understand, he could ask to the teacher to repeat the explanation to make clear the information to how to use the dictionary. Here finish the process to communication.
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  At the moment there are too many doubts about how many types are. Basing in my research for me the more suitable is based on communication channels and based on style and purpose. The explanation of each type will be below:
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The style is so important when we are talking. Depends on with we are talking, the situation or the type of rankin a job. We are going to talk unconsciously the way different.
· [bookmark: _Toc39442473]Formal Style: refers to use the oficial information in each situation, predefined channels used . The sender has the control of the information to say just what he need without using slangs or words that are inappropiate .The sender mus use an estructure in eachsentence also the channel could be verbal,non-verbal or written. An example could be when you are talking with the police you must use a formal language because you are talking wiht the authority. Also when you do a job conference where you have to show your ideas, you must use the correct language.
· [bookmark: _Toc39442474]Informal Style: Is the style that use almost all the people use. This style is characterized for the spontaneous and free-slowing. This not follow an estructure, the channel could be any of the one I mentiones before . An example could be when we are talking with our family or friends. We do not follow rules to talk.
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Depends which channel we use to communicate to others. Could be in two types :
[bookmark: _Toc39442476]Verbal communication.
Verbal communication is when the massage or information  is through words. Inside this group we can find three subgroups.
· Oral Communication: Face-to-face oral communication is  most recognized . This could be formal or informal , you can express directly when you speak. We use this with our family, friends, when you are in a profesional presentations. Also if you are the receiver you must be a good listener. 
· Oral communication: Distance (oral) communication is a minority. It we use when we are talking through mobile phones, class online etc… This communication can exist thank to new technologies. In this type of communication you notice how is the tone of voice and some expression that you can transmit through distance. To the communication works is neccesary listening with attention to avoid misunderstandings 
· Written communication: Is based in the words through notes, letters, emails, social media. We are not conscious how many times we use this channel. To have a good communicatio we must have a good skills about our english because the bad structure in a sentence or the wrong vocabulary can become in a misunderstood. Like in the others here we can use formal or informal style depends the ocassion.
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This type is based in observe the gesture or the physical postures also the attitude and the tone of voice which they are communicating. Here acts the body language which can express more tan our words. Almost of the time when we talk we use our body to complete our communication. For example if i am happy I can say it with words but my body is going to complete showing a smile in my face. Although if I said that I  am happy but my face is serious everyone are going to know that I am not sating the thruth.

[bookmark: _Toc39442478]Barriers of communication

Not alaways that we want to commnicate we do it. There are some external factors that affects the way of the communication and can become  in misunderstood. Smoe times also the wrong communication can be our fault.
 One of the common mistakes are not paying communication so do not receiver well the massage. This happens to everyone in everywhere. Some people express their emotions to the rest like all the people belives in their same things or with the same goals when the rest of the people can be ofended.  This is called Emotional and taboo barrier .
The use of the advanced language could be a problem if the receiver do not have the knowledge to decode that massage.  And this produce that the communication brokes. Other issue is the language if two persons want to talk about the weather but they speak different languages is a barrier, they could communicate through non-verbal language but is too difficult.
Nowadays is too common technological barriers . With the news advances almost all the people have wifi or internet which  lets contact with your family, friends or even have your class of the university. The most imporntat  effect is internet but if the app where you have your lesson has a technical problem you will be affected. And the communication too.
In addition there are physical  barriers  that are the most ovious because is related with the noise, the noise of the enviroment like could be the street, underground or bus where is a noisy place.
There are a lot of barriers and all that I mention before are the most common in interrupting communication.
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As I explained, communication is so important for us. I am all the time communicating with others even unconsciusly. In my case my communication with my family and friends is based on infrormal language. With them I say just what i think in this momment , I do not follow a estructure and i use informal vocabulary. Also when I am communicating with my friends through WhatsApp I use informal langugae like contracction or initiales of the words like ASAP that means as soon as possible instead to express that in a long sentence we can use abbreviations. Although this style we can not use in the workplace.
In my workplace i use a formal language, i use non-verbal which is wrtitten. I work in a coffe shop almost all the time i am in contac with the costumers where i can not talk like when i talk with my family because the costumers are people that we do not know and we do not have confidence . So they have to be treated with respect that is formal language.
When I  have to write documents for my job is alaways for other shop and i have to use a formal language because is something about the job. I use coloquial form to talk with them or ask for cups or food that we do not have in our shop and it can give us. Also my manager is teaching me how to do finance and the results we have to send one document with the results to the boss.
This course helps me to adquire ne knowedge and i can use it in my job.
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This course gave me in this term so many tips to improve my communication. For example be more carfully with my body language because it can say something that im not saying. Or just let me think why is so important  the first impression in an interview.
I believe that i can improve my communication having a good listening to others and avoidi ng making decisions too fast, because this can cuase misunderstood. Learn about my strengths and my weaknesses  and in which things i can be better. Always ask a feedback to know that the costumer  understood everything what i said and in case that he do not understand me give him the choice to ask me if i can repeat or make my massage more clear . And use clear use of English language I belive that is the most important although some time is a barrier for me. But im improving my Englsh and with that my communication skills. 
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