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1.Introduction
      Communication is a set of actions that share the transmission of information in the form of messages, news, signs or symbolic gestures, written texts, and so on between two people known as interlocutors, or more formally, sender and receiver. Not to be confused with radio transmitter and receiver communication devices, which are used for remote communications and telecommunications. Currently, verbal and non-verbal communication is a very important criterion that represents you that such a personality must have good manners and respect the rules of successful communication. As an example, the case study of a day with the Chief who makes it clear that Mark does not have the ability to communicate with other people from other backgrounds, which made him spoil his good opinion of his boss Alana Brown. This case study teaches you to always be open to new knowledge and to respect good manners in communication.
2.The Models of Communication
2.1 Shannon and Weaver
         Conceptual models called "communication models" are used to describe how people communicate. The first significant communication model was created by Claude Shannon in 1948 and published by Bell Laboratories with an introduction by Warren Weaver. The optimal operation of radio waves and telephone wires was guaranteed by engineers Warren Weaver and Claude Shannon. The sender, message, channel, and receiver were the four main components of the Shannon-Weaver Model, which was created in 1949 and characterised how radio and telephone technologies operated. The phone's channel served as the medium via which the conversation was carried, while the receiver served as the component that allowed the sender to be heard on the other end of the line. Shannon and Weaver noted that noise, such as static or background noise, can obstruct a telephone conversation. Some background noises may also be a clue that there is no signal. The original Shannon and Weaver model is made up of five parts: source of information, transmitter, channel, receiver, and destination. The source of information is where it is stored. Before being delivered, the message is encoded in signals to ensure its delivery. The message travels over the channel on which the signals are set up for transmission after being encoded. Any background noise or interference that could hinder the signal from receiving accurate information from the source is also transmitted via the channel. Before reaching its destination, the message passes across the channel, arrives at the receiver, and is then decoded from the signal. Before reaching its destination, the message passes across the channel, arrives at the receiver, and is then decoded from the signal. For example, the case of Maria and Pedro who work on the construction site. She called him one day at work and told him to buy her a chicken when he came home, but when he got home, he did not bring any chickens because he completely misunderstood what his wife told him. I also had an unpleasant situation at work when the housekeeper called me and told me that that day I start working in the morning until the restaurant closes but I understood that I start in the evening until closing, because it was loud noise I misunderstood. I believe that the solution to both Pedro's problem and mine was to materialize once again that we understood that we were told and so Maria or my housekeeper to confirm that I understood correctly so that there would be no misunderstandings.
2.2 Schramm
           Message, source/sender/sender/encoder, form, channel, and destination /receiver/decoder are the main dimensions that are typically used to characterise communication. Wilbur Schramm (1954) suggested that we also consider the effect of a message on the target of the message. questions. These behaviours can be expressed in a variety of ways using a variety of communication methods. The structure is determined by the group's communication skills. Messages are transmitted to a destination by combining the content and the manner of communication. The target may be the individual, another being or person, or another entity. As a result, communication is social interaction in which at least two interacting agents use the same set of signals and semiotic principles. In a way, this popular rule disregards self-communication, such as intrapersonal communication through journals or self-talk, both of which are secondary phenomena that came after the fundamental development of communicative abilities in social encounters. This type of communication is the case of the English teacher who lived near a village, his house one day caught fire and the teacher went to the villagers to ask for help but the method in which he expressed himself was not clear to the tenants and respectively they ignored because the teacher used too complicated words for some simple people who don’t have higher education. For example, I had an unpleasant case at my first job in the UK when I didn’t know English very well and working in the kitchen, I didn't need excellent English, but one day the chef in the kitchen scolded me but I didn't understand what I was wrong because she used more complicated words for me and then the problem repeated itself and she didn't understand why I made the same mistake.


2.3 David Berlo
          David Berlo developed the sender-message-channel-receiver (SMCR) communication model in 1960 by expanding Shannon and Weaver's linear communication model from 1949. The SMCR communication model was expanded upon and divided the model into several pieces. The beginning of Berlo’s communication process is where the message is produced using his communication abilities, attitude, knowledge, social system, and culture. The sender's phase starts after producing the message, which are components of a collection of symbols. Speaking, writing, touching, and other motor skills are used during the coding process. The channel through which the communication is sent carries the message. The receiver's step then starts. The sensory capacities of hearing, sight, touch, etc. are used throughout the decoding process. The destination, or the party that interprets the message utilising its communication abilities, attitude, knowledge, social structure, and culture, is where the communication process comes to an end. Here is also the example of the English teacher who did not receive any help from the villagers because they did not give him any feedback but only ignored him. The same problem in my case when I was scolded and did not insist to explaining, but I made a mistake using a clearer method for me to understand

3.0 Communication Skills
 3.1 Verbal Communication
Verbal communication is the main means by which official relations with the public are carried out. This type of communication presents the following advantages in relation to other types of communication: it allows the broadcaster to present his ideas quickly and easily, ensures control through feed-back, allows the use of persuasive techniques, but also gesture and mime, ensure the possibility of controlling the informational flow, throughout the duration of the communication. When communicating verbally, it is said that verbal language is used. In this way, communication is specific only to humans, because among all living things, only they could communicate their own thoughts and feelings with the help of words, which are considered vocal and graphic. The word generates and triggers emotions that fundamentally change behaviour. Using double language in a message is not recommended. Also, euphemisms, jargons of different disciplines, official and emphatic language should be avoided as much as possible. An effective way for people to communicate is writing. Unfortunately, in my case from non-verbal communication, there was a situation when my mother asked me something about the grades from the exam and I, being very tired, nodded my head without any enthusiasm to make it clear that I gave it to her, but she understood that my reaction it is due to the negative result

 3.2 Non-Verbal
Nonverbal communication includes gestures, facial expressions, tone of voice, eye contact, body language, posture, and other nonverbal means of communication. Nonverbal communication skills can make a positive or negative impression. Crossed arms can appear defensive. Poor posture can give the impression that you are unprofessional. Looking down or avoiding eye contact can make a person appear less confident. Emotions are conveyed through facial expressions. Facial expressions are usually universal, which means they convey the same message all over the world. A person with a frown is usually angry. If it is not inappropriate for the situation, smiling while talking is wonderful. The face can convey a wide range of emotions. When a smile is not required, it is critical to be aware of your facial expression. A serious look when work is criticized or a sympathetic response to expressing one's difficulties can go a long way in conveying that person's commitment to the situation. Attention to closeness to others. Unfortunately, in my case from non-verbal communication, there was a situation when my mother asked me something about the grades from the exam and I, being very tired, nodded my head without any enthusiasm to make it clear that I gave it to her, but she understood that my reaction it is due to the negative result
3.3(Listening)
           Gestures, facial expressions, tone of voice, eye contact, body language, posture, and other nonverbal means of communication are all examples of nonverbal communication. Nonverbal communication abilities can have a positive or negative impact. Arms crossed can appear defensive. Poor posture can make you appear unprofessional. A person who looks down or avoids eye contact may appear less confident. Facial expressions communicate emotions. Facial expressions are typically universal, meaning they convey the same message to people all over the world. A person with a frown is usually irritated. Smiling while talking is wonderful if it is not inappropriate for the situation. The face can convey a wide range of emotions. When a smile isn't required, it's critical to be aware of your facial expressions. Attention helps you not only to listen to the interlocutor's words, but also to fully understand the message. Attention can be interrupted by external factors or boredom. Patience with what others have to say, but also with yourself when your thoughts run wild, and you can't concentrate in a conversation. Be patient, follow your thoughts, and don't be harsh with yourself when they wander. Curiosity helps you maintain your interest in a conversation for as long as possible. Even if the person next to you is boring, try to extract something interesting every time. To become a good listener, we need the self-education of attention, of thoughts, bringing them into the present, to the activity, or the respective conversation. Over time, with some self-education and perseverance, we can develop successful relationships and partnerships. For example, the last time I went for a walk with my friend, and I was excited to tell how I spent my vacation with my family, he was still telling me about cars that I was not interested in, and he always made me interrupt him or change the topic and under no circumstances will I listen to him, until a moment when he got angry with me.
4.The advantages and disadvantages of communication technology
      In many respects, technology has changed how we communicate. Along with our personal and social life, it has also had an impact on how individuals conduct business. Face-to-face communication can be challenging for some people, so employing information and communication technology can enable them to communicate effectively in both social and professional contexts. Employees who are reluctant to ask their co-workers for guidance and help will utilize tools like email or text messaging services to do so; they can also use the same method of communication to take part in creative decision-making Design. An idea that might have appeared absurd before the development of text messaging, instant messaging, and video conferencing technologies is now possible for users to interact quickly with individuals anywhere in the globe for a nominal cost. Communication technologies' increased efficiency and automation may result in employment losses, particularly in the manufacturing and manual labour industries. 
Conclusion
    In order to be a respected and listened to person in society, you must be an educated person with good manners who knows how to speak nicely, who can show interest in a discussion and who can listen to other people regardless of their background. For your successful career communication is the most important thing that must be developed at a professional level to attract successful people from whom you can learn many new things
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