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Introduction
The aim of this report is to analyse and explain the effective communication at work place and in everyday life.
Communication is an essential part of everyday life. People communicate with one another to share ideas, express thoughts and feelings and resolve problems. (William James 2017)
Communication is a skill that we need every day, everywhere 
Specially at workplace in order to achieve our goals and objectives, so the better we are at communication, the more effective we become. 
Even before we developed languages we tried to communicate in different ways like: They used to warn each other of danger or that could mean victory as well, by “smoke” (American Indians). An old form of communication used to be” cave paintings” and then was” hieroglyphic writing” developed by Egyptians. Another way of communication was “code” used in” war” so the enemies will not understand.
An old form used to be pigeon the kings normally used them to send messages to other countries.
In our day communications can be categorized into three basic types: verbal communication, written communication, and nonverbal communication.
Verbal communication is referring to the way in which you listen to a person to understand their meaning and has the advantage of immediate feedback. (are best for transmitting emotion. However verbal communication depends on the tone of the of the speaker, volume, speed, body language and the quality of the words used in conversation.
Written communication is referring to the way in which you read their meaning and has the advantage of reaching many readers and are best for understanding information. Written communication depends on the correct choice of words, and how they are organized into sentences. But unlike verbal communication the feedback of written communication is not immediate. 
Nonverbal Communication is the process of understanding the meaning without the use of words either written or spoken. In other words, any communication made between two or more persons using the facial expressions, hand movements, body language, postures, and gestures is called non-verbal communication.
Communication process begin with the sender who transmits the message through a channel, to the receiver who needs to give the feedback in the form of some message or signal within the time. There are seven major elements of communication process: Sender >encoding>message>channel>receiver>decoding>feedback 
As we can see the feedback is the final step of the process that ensures the receiver has received the message and interpreted it correctly. That means is an effective communication. (Quintanilla, K.M. and Wahl, S.T. 2017)
[bookmark: _GoBack]Effective communication includes not simply the means how you use the words but also covers other skills such as, non-verbal communication, ability to know your own feelings and opposite person that you are communicating, engaged listening, and ability to talk. Effective communication in the company give the opportunity for the employees to expand their connection with others and getting better as teamwork, decision-making, and problem-solving capacity. The communication is a skill which is learned, and an individual can gain it by putting in, his extra efforts and participating in more public conversation. However, communication not always can be effective, for example hospitality industry: Customer service is very important in the hotel and restaurant industries. Many managers have improved their company image by providing excellent customer services with their employees (e.g., hosts, servers, desk clerks, bellhops) with training in verbal and nonverbal communication (Jafari & Way, 1994). In restaurants, eye contact, facial expression, body position, and posture of the staff, including servers and cashiers, affect how rate the value of the service (Martin, 1986)
At my work place we need to be very effective and professional to obtain a good feedback from the customers, for our employer satisfaction. We are communicating to through emails, what’s up group, meeting, and by doing briefing at least 2 times per day. Me as supervisor I always need to make sure that each member of the team understand perfectly all the details, what needs to be done, how we need to communicate between us, the cleaning and the most important how we need to provide good quality services for our customers and this way we avoid the issues. I also need to provide training for the new people coming, so I need to make sure that my communication skill is good so my verbal and nonverbal communication will be understood by them in proper manner. In our organization team work plays an very important role in achieving the goals and objectives for the company. Also for the employee it is very important that we are organised, we learn and adapt fast, we are confident and presentable, we work as an team and always to be positive and put dedication in our work and that means that we are completing our work in efficient manner.
Communication at the workplace is critical to the performance of an organization because it helps in building teamwork and ensuring that each party knows what is expected of it when and how. Effective communication ensures that the message is delivered to the right audience, at the right time, and it is well understood. When doing teamwork communication influences the effectiveness of the team in delivering on its mandate or goals. At my place of work, we worked as a team in implementing a new strategy towards production. Managers from various departments were pooled together to work as a team. 
 Communication between team members explored a wide range of strategies. The communication between members employed tools such as mail services to quickly share information among the team (Motschnig & Ryback, 2016). Before the meeting, mails would be delivered detailing the agenda and other expectations. When the emails were used for official communication, it leaves behind evidence of what was shared for future reference and makes it easier to send a single mail package to many people at once. The use of mail services allowed members to share bulk information such as PDF, PowerPoint, and word documents on various aspects of the strategy, allowing each member a chance to go through them and gain insights on the keys factors involved (Cordeiro, Hammoudi, Maciaszek, Camp, & Teniente, 2015). In this respect, everyone would effectively contribute to group discussion.
Workshops
Workshops were used to bring together all team members to discuss key aspects of the new strategies, its implementation, and other related issues. A workshop can be used as a tool of communication within a team, which keeps all members of the same understanding on common issues that they should be handling (Grosse & Loftesness, 2017). During the workshop, we were led by a team leader who oversaw everything that transpired and ensured that there is orderliness. The forum gave each person a chance to pose a question, seek clarification, and make his or her opinion and suggestions on the subject matter. 
The workshops were interactive sessions, which helped to bond team members, promoting unity among them in readiness of the tasks ahead. During workshops, communication was orderly; one member spoke at a time, and before speaking, one had to seek permission first. Orderliness is critical to group communication to avoid creating chaos (Jones, 2016). Members showed respect to each other’s opinion, which enhanced listening and understating before contributing. 
Online Collaborative Tools
The use of online collaborative tools such as the use of video conferences and social media groups to enhance close contact between members were also explored. The forums gave members an opportunity to be connected throughout (Motschnig & Ryback, 2016). A member was free to post anything relevant at any given time, seek assistance where the need arises of post a suggestion.
Efficiency
Teamwork communication at my place of work is more effective because it is based on mutual respect between members and explores modern communication technologies to ensure that information is rightly delivered to parties involved. According to Grosse and Loftesness (2017), workshops prove to be more efficient in passing information and bonding team members, which ensure that every player is sufficiently abreast of what is expected of him or her. The efficiency of communication was also demonstrated in universal understanding that was attained among the team members on how best to implement the new strategy. 
CONCLUSION
Communication is the basis of what happens in the work place and in our private lives. Without effective communication our lives are so much the poorer and with so many more problems. In the business environment everybody within the workplace is likely to be a member of one or more teams. These can be formal or informal teams. Effective team-working can change the workplace. It can help to create clear channels of communication, improve productivity, help keep morale high and provide individuals with a sense of identity and purpose. These skills are necessary all the time you must have them to get the desired job as we said, is an essential part of everyday life and in the same time a critical skill. The more you become an effective communicator the more you achieve the goals and objectives that you want. However we need to remember that we always can improve our communication skill by watching people who communicate in an efficient manner, learning new skills, and practising. Effective communication skill will always help you to be on top of it, remain professional, and be efficient.
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