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[bookmark: _Toc1821364602]Introduction into Communications Skills
[bookmark: _Hlk117601413]Sending thoughts from one entity to another by mutually understood signs, symbols, and norms is a part of communication. Or, to put it briefly, communication skills are a collection of behaviours you use to send and receive various kinds of information. Giving feedback on a subject, updating others on recent project advancements, expressing your emotions, etc. are just a few instances of the various forms of communication. Communication is a vital life skill that we all require in order to fully comprehend information. This can be done in a variety of ways using a variety of media, including written, spoken, nonverbal, visual, and many more. All of them are contemporary communication techniques that are essential soft skills for a thriving, successful career. Business and studying dependent on good communications skills, this can be difference between success and failure. Effective communication skills will improve productivity in work and learning and increase employee satisfaction with clear goals of achievement. It is extremely important to communicate to customers and stuff in clear and friendly manner and to show hi level of engagement and professionalism. Real meaningful communication takes a place moment the receiver accurately understands received message transmitted by the sender (Griffith 2015, p. 94).
According to seminal study by Mehrabian (1981) on the significance of nonverbal communication, communications, particularly those that represent feelings, are most frequently interpreted by nonverbal clues. 
Percentages shown here represent the relative contribution of verbal and nonverbal components that a listener will use to interpret a message:  7% will come from verbal ques (words), 
[bookmark: _Hlk117601426]38% will come from vocal cues (volume, pitch, rhythm etc.), 55% will come from facial expressions (smiling, frowning etc..) as well as other body movements (crossed arms,  crossed legs, eye contact etc.) (Dunham 2015, p. 96).
This study shows importance of non-verbal communication as a main factor in conveying message to receiver once this is joined with vocal cues and verbal ques it creates complete message.
[bookmark: _Toc1177850013]Verbal communication 
When speaking, it is crucial to be audible and clear. A key skill for efficient communication is the ability to modify your tone so that you can be understood in a variety of contexts. It can occasionally be impolite or awkward to speak too loudly. If you are still not convinced, observe how other people speak. In verbal communication in addition to spoken word we use gesture in order to express our feelings much easier, this works together with spoken word to create more precise communication, we can also read body language and reaction which can help us to communicate more clearly or to even change conversation if we feel it is not received correctly to specific situation, it is important that communication go two ways and listen to feedback from other person, type of language is also important, it need to be plain down to the point easy to understand, avoiding to specific and difficult terminology or language.
[bookmark: _Toc228213629]Written Communication
Any written exchange between two or more persons is considered to constitute written communication. Compared to verbal communication, written communication is typically more formal but less effective. Written exchange is crucial to business operations and information sharing for the majority of companies.
Effective written communication should convey to the reader a clear aim. Indicate to the reader exactly what you want them to learn or comprehend. Your writing's impact can be raised by tone. One form of communication that necessitates a formal tone is memos. But letters to friends ought to be casual. The tone you use will depend on your readership and the aim of your writing. Avoid using jargon, idioms, and big, complicated words. You want to make it easy for the reader to understand what you are saying, regardless of how familiar they are with your business or industry. Avoid absorbing unnecessary knowledge. Clarity is crucial. Keep phrases and paragraphs short; long, complex sentences make reading difficult. Use only language that is helpful to the reader and keeps your primary goal in mind. Correct spelling, grammar, and punctuation are required. Have another person read your writing before sending it or sharing it. If nobody is around, read it out loud to yourself. Emails, notes, letters, and webpages are examples of written communications that are easier to read because they contain less text and more white space. Create distinct, understandable paragraphs or divisions for your material. When people view material on a screen, such emails and site content, this is essential. Use bullet points, headers, and succinct paragraphs to make your content simple to understand.
Written communication has taken over as a most used way of communication, that being Email, Text, WhatsApp, Letters etc. It is fastest way of mass communication, and it is used for an advertising, mailshots, and mass communication, but this type of communication will depend on understanding of communication by the reader, so it can vary in final understanding. It is especially important to get feedback from written communication which will give us idea how is our communication received and interpreted, which will allow us to modify and improve any future written communications.
[bookmark: _Toc27371425]Non-verbal and Listening
‘To achieve professional excellence, you should become a critical observer of nonverbal cues in any environment’ (Quintanilla 2020, p. 7). As per example above 55% of a communication is based on our facial expression, body language and body movement. There is more to communications then just talk and gesture, being actively able to listen and show that you are paying attention to what is said, try to look it from perspective of the listener, always observe they body language. It is important to know when to stop talking and just listen, this will show that you are fully engaged with a person and able to communicate better with empathy towards them as well as receiving important feedback. Showing a smile and making eye contact will make communication much easier and engaged. By using SOLER posture method (Square, Open, Lean, Eye contact, Relax) we can achieve engagement and show interest in conversation. (Griffith 2015, p. 98-99).
[bookmark: _Toc1700305079]Disadvantages of Communication
[bookmark: _Int_K2ZgIx2t]Modern communication techniques have a lot of disadvantages as well. By limiting in-person contacts and increasing reliance on telephone communication and rapid notifications, it impedes the growth of relationships. Much while face-to-face interactions establish bonds even more because to full nonverbal feedback, modern communication techniques make writing communication easier and faster. Information is stored centrally in a single database, making modern communication methods unsecure and open to abuse. It is possible for dishonest individuals to meddle with it, and viruses or hackers may also target it. Social media has created toxic abusive communication culture from people who hide behind false accounts on online platforms. Modern communication methods should only be used in moderation because they are unhealthy for your health if used for a prolonged period, especially since they use low-frequency signalling technology that can make you tired and make you have trouble sleeping. (Jessica, 2020)
[bookmark: _Toc955105231]Case Studies
During the major business expansion into mass production business have acquired and installed new state of the art screen-printing machine so we needed to employ new operator to expand our working hours. In process of finding experienced employee and numerous interviews we have employed person with exceptionally valuable experience in the job, unfortunately he came from other country with poor understanding of English, while in process of training and showing how to do his job in correct procedural manner every time we asked him if he understood what he need to do he will nod and say yes to everything. Unfortunately, when it came to doing the job unsupervised, he was unable to do almost any of the correct procedures because he did not understand instructions fully. To rectify current issue and potential future issues, I have organised for him visual recorded practical training which he had on hand all the time together with written transcript instruction which he was able to translate to his language of origin which has resolve this communication issue and improved training for future such instances.
Another example is I have gone to a car dealership to buy a car, I was trying to get attention of the sales person but he look uninterested, eventually sales person came to me and we had a brief conversation regarding a vehicle and options of purchase, during our conversation salesman was checking his phone, writing messages, talking to his colleagues and paying attention to everything else except me or our conversation, eventually I got fed up with lack of interest and communication from him and just walk out to another dealer which was absolutely fantastic in comparison, he took me to his private office gave me full attention and time listen to my questions and answer them fully, engaged with me and made sure that I’m fully satisfied with everything. This has resulted in me purchasing car from his dealership. Clearly due to lack of engagement and poor training of staff first dealership has lost a potential customer.
[bookmark: _Toc1392880003]How can we improve communication
One of the foundations of a successful organisation is a ability of a leader’s to effectively communicate with the employees, team, and all across organisation. In today’s extremely complex and very rapid changing business world, with hundreds of different communication tools, with fully or partially remote teams, as well as multi-cultural teams of workers across multiple time zones, it has never been more crucial that communication is effective. Communication is one of the most important skills a manager needs to have. By following eight recommendations bellow we can improve communication and career.
1. Les is more when it comes to the word choice make yourself clear and precise communication is firstly about your word choice and when it has comes to word choice, less is more.
2. Always be prepared way ahead of time and ready for unexpected.
3. Be aware of nonverbal communication all the time this can have higher impact on spoken word.
4. Be mindful of your tone volume, projection, and intonation as well as word choices.
5. Exercise active listening in everyday situations with active engagement in conversation.
6. Enrich your emotional intelligence and pay attention to your surroundings.
7. Create a workplace communication plan with cultural and language differences in mind.
8. Try to create a positive organizational custom, of collaboration, inclusivity, and respect of people and different views. (Emerson, 2021)
[bookmark: _Toc15816802]Conclusion
[bookmark: _Int_KrA3BeHO][bookmark: _Int_bcSqVcz1]Body and tone of language are both big components of communication as additional clues to words. You can effectively communicate with others by using your voice tone and body language. Whenever possible, it is recommended to try to make eye contact instead of using other non-direct communication methods. Not only this, but there are times when saying the wrong thing with just one phrase can cost you money or hurt others in your network of contacts. As a result, it is crucial to communicate in professional settings, but it may also be detrimental to your morals when you converse with others. When someone asks you whether they understand, if you truly misinterpreted what they said but still reply yes to them, it means that you are also assuming that you comprehend what they just said even though you do not. Considering this, it is crucial to understand that all living things can communicate. They rely only on their own, unknown form of communication.
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