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Introduction
The aim of this report is to discuss about communication how is affecting us on our daily life or at work, how we use to communicate now and how we use to do it then , how communication as being improving and how can develop our skills to communicate even more. 
Communication: definition
The word “communication” comes from the Latin word “communis” which means common opinion, today people use communication to define the transition of information between two subjects, or from a group to another could be verbal or nonverbal which is using symbol and signs and body language.
Individuals are consistently communicating with their surroundings and the world, the way they walk communicates the way they breath, even when they sleep to when they are fully active the human body could be considered the “medium” or tool with which get in touch with the world   
 “Communication it’s a bit like love it’s what makes the world go round ,but nobody really knows how it works ,it’s something natural that we use every day yet most of us only vague notation of the rules that governs it ,we ask questions , read , explain we write and listen but only few of us use or have the right tools to have an effective communication” (Krogerus and Tschäppeler, 2018)
Every communication requires to have at least one sender and a receiver, as much it could sound simple the exchange of messages can get complicated we have modules to help us to understand this ,due to miscommunication the information can be change or transformed, there are large range of factors like noise for example even the level of understanding or the emotion of a person can change an information .
The art of listening and understanding could be considered one of the highest forms of communication, and it’s always underrated, people focus more on writing and speaking, her are 5 forms of listening:
· Ignoring listener: when the receiver doesn’t pay attention to the sender, or doesn’t show any interest to the message
· Selective listener: in this case the receiver decides when to pay attention to the sender
· Pretending listener: the sender it’s a high profile or in higher position to the receiver so he doesn’t really have a choice but to receiver
· Attentive listener: here the sender a receiver a have a conversation, not only the receiver pay attention, but he replies
· Empathic listener: The receiver tries to fit on the sender “shoes” even if doesn’t necessarily agree 
“Listening is an important instructional tool because it is a receptive process, like reading. Students can transfer the listening strategies they learn to reading, and both listening and reading involve the active construction of meaning.”




The exchange of information starts always with two parties are a sender and a receiver, and it complies a whole process that we resume it in five steps which are encoding, planning, medium, decoding and last feedback.
Encoding
 Literally means making up or just simply convert and we can say it’s the process of turning thoughts in information this could be done by using words, symbol or signs.
“The process of taking your message and transform it in to a format that can be redden by other party, for example a fax the message has to be encoded an prepared before sent to another party, it has to be sent in a way the message will be decode or it won’t be considered delivered” ( Mcpheat,2010)
Planning 
When we plan we intended the ideology the structure of the message to be able to send information effectively and in the best way possible of how a message should be processed asking yourself those questions how should it be sent? Who is the receiver? 
Medium 
Is the channel or tool by which the message get sent to receiver could can be oral which is verbal or nonverbal written, in the 21 century respect to hears ago we have lots of different channel, from mobile phone, 
Decoding 
When the receiver gets the message, the brain start elaborating and starts converting the information in to text or any other type of format , the decoding process is the exact invert of the encoding process.
Feedback
 It’s the answer or reply to the message that gets back to the initial sender and restarts the circle “The feedback plays a important part in the in the exchange of information because it is the return message. Without a response or returning a message, communication would be one-way and to obtain an effective communication its requested to have at least two parties in the first place”


Types of communication
We have 3 different types of communication
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Verbal communication 
Its called verbal communication when people send a message by using speech or writing means, to be able to become an effective communicator an individual need to practice and use is communication skills in different types of situations , learning and mastering this two types of communication allow u to be able to communicate more efficiently and with confidence. The ability to deliver an effective talk is one of the most valuable skills you can possess. “If you want to be a leader in school, public speaking is often essential. As a class officer, head of the student council, or president of a club, you are often called on to stand up and speak to a group” (Worth. 1998.)
Nonverbal communication 
Human body constantly communicate willingly or non-willingly for example our facial expression our posture in general our body language can easily betray us, “when the nonverbal communication as been understood, its message, paired with the lexical context, makes the interpretation of the sender much more complete”  (G.B. Dunning)
Written communication
Is intended any sort of communication, that involves written words in the working industry its considered the more efficient because word can’t be easily misinterpreted 
 Model of communication
As stated, before communication is complex and there are many modules to explain, but we going to break down only the more important ones, Aristotle the famous Greek philosopher was the first one to introduce a module of communication.
Aristotle modules its one-way communication in this case the sender its taking complete charge and its normally use talking to large range of people, to influence,




Shannon and Weaver’s 
The mathematician Shannon and the engineer Weaver joined forces together and are create this communication, the goal of this module is to create the effective communication.
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        Another example to understand better how the module works is the following:

	




“These unwanted additions may be distortions of sound or static or distortions in shape or shading of picture or errors in transmission, etc. All of these changes in the transmitted signal are called noise.”

Berlo’s S.M.C.R.

Berlo’s module of communication is the simplest one, he sustains  that communication can also be affected by level of understanding or better of knowledge like for example a doctor explaining a disease to a patience, because their knowledge and level understanding in medicine its different the patience will struggle to understand , but however the receiver it’s going to decode the message and  to reply to with is own level of understanding to the sender  or source.
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Schramm Communication theory
This module of communication its considered circular as in its use to explain how a conversation between two parties work, in this module both sender an receiver have the task of encode, interpret, decode and send a message, 
[image: ]

Communication in the workplace
In the society of today everything works in a chain system , it’s always needed someone to interact weather is our social life , sport or work and or  less you are “Superman”  at work most of the time to be able to complete task in the best way possible and without wasting time we need  to cooperate with our co-workers and the best way to do this trough communication in this case is essential , and we have some tips  that we remind us how to always stay on the right track using, to create powerful foundation for the speech Hail 
· Honesty: Always be honest with people everybody love and appreciate a healthy conversation, our reputation it’s the product and the people we deal with are the consumer, if a product or item is known as being  bad or not trust worthy no one its going to buy it no one it’s going to buy it .
· Authenticity: This means be yourself sometimes we tend to emulate others human beings are sheep by nature
· Integrity: integrity your words and your actions need to follow if u want to be taken seriously
· Love: This doesn’t mean literally love, but its more intended to speak to the next with kindness, we find more pleasure to listen when we talked to kindness.
There are few things that we most completely avoid if we want to have an effective communication here the” seven deadly sins of communication”
· Gossip
· Second judging
· Negativity
· Complaining
· Excuses
· Exaggeration
· Dogmatism

 How can communication in the workplace be improved?
Communication is they key of success for a business because this will results on better control ,and strong problem solving and the best way to start this improvement is  by working from the foundation of the company you can’t be a good leader  without  possessing good communication skills, empowerment and a  good relationship with the employee, this  can seriously help to make the difference workers will be willing to give more , workers  need to be surrounded by a professional and safe environment where workers are willing to give more and express their self openly, is renown”  that a happy worker is a productive worker, that is, satisfaction leads to performance."
Listening to the problems and suggestions of the employee can help as well and honesty is another key factor, always lead by example this will reflects on the employee as well they will exhibit honesty on the task given.

 Conclusion
This report was made to explain what is communication how as changed trough the years  and how it has  been analysed by the different philosopher and researcher trough their module and we have learn that mastering communication skills can improve our relationships our work capabilities and our leadership abilities.
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