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[bookmark: _Toc49583926]INTRODUCTION TO COMMUNICATION

Introducing student to the ways of how we communicate, where and what, through everything we associate with grate social movement. Whenever we are talking about education, religion, government, philosophy and Showcasing, analysing, explaining communication skills that students should acquire during their time of studies and after, to help them in their future career or as an employee in a workplace.
                                                                                                           
[bookmark: _Toc49583927] COMMUNICATION
[bookmark: _Toc49583928]Definition of communication
[bookmark: _Hlk49470869]Communication is the process in which information and messages is being transferred from one end to another, either through verbal, nonverbal, body language or through any means of technical media platform like email, mobile phones, writing letters,  skills you need,(2018). 
        
COMMUNICATE PROCESS.
VERBAL
NONVERBAL
WRITING
BODY LANBUAGE, etc.

[bookmark: _Toc49583929]VERBAL COMMUNICATION    
In verbal communication, words and languages are being used to communicate to other party, either by oral or written. [mound, Andrew [2017] ‘’The use of verbal statement is one of the most important ways individuals communicate with each other. (andrew, 2017).
                                                                                                                                                                                                                             Oral communication is the process of passing information through means of spoken words or voice chart and video conferencing while Written communication Involve the use of letter, emails, video chart platforms, in other to interact with people.
NON-VERBAL COMMUNICATION
Communication without the use of words but passing information through body language, facial expression, posture, and gesture. 

[bookmark: _Toc49583930]ALLIGNING VERBAL AND NON-VERBAL COMMUNICATION
‘’Effectiveness of communication, when verbal and nonverbal types of information are aligned or the same messages is been sent, actually means when you express words verbally and your tone and body language is saying another, and that may not be the message you wish to convey. 
(Perry McIntosh ,Richard A. Luedke , 2008)
[bookmark: _Toc49583931]MODELS OF COMMUNICATION
[bookmark: _Hlk49474638]Models of communication is a simplified description of how information is processed through means of technology media from the sender [encoding] the messages to the receiver [decoding] the messages’ ‘Shannon’s [1948], 

SHANNON’S MODEL OF COMMUNICATION PROCESSES
[image: ]
[bookmark: _Hlk48333656]                                                                              Shannon’s [1948].


[bookmark: _Toc49583932]THREE TYPES OF COMMUNICATION PROCESS.

Linear model of communication
Interact model of communication
Transactional model of communication

[bookmark: _Toc49583933]LINEAR MODEL OF COMMUNICATION.
Linear model of communication state, when sending an information or messages through channel, the sender [encodes] the information to the receiver and for the receiver to decodes the messages as non-verbal communication process by phones, computer, or electronic mails.

[bookmark: _Toc49583934]INTERACTIVE MODEL OF COMMUNICATION.

In this case, it also state just like linear models of communication, where in this process, the sender of the message encodes and forward through channels of any means of communication and the receiver decoding with feedback, whether by verbal or nonverbal means of communication.   

TRANSACTIONAL MODELS OF COMMUNICATION
 However, context has changed in transactional models of communication, in this process sender is receiving feedback immediately. or face to face interaction, readily extending interaction for creation and consumption of the messages, [Foulger , 2004]  
  
                                                         

                                                                                                                                                                                         
[bookmark: _Toc49583935]COMMUNICATION AND COMMUNICATION SKILLS
     There are certain skills needed to communicate, analysing the process of how communication works ,i.e. verbal and nonverbal ,body language .eye contact ,communicating through the means of technical media, electronic mails , in summary, on communication, all this skills involve the use of communicating skills in other for information sending and feedback receiving can be clearer and understandable. 

[bookmark: _Toc49583936]TEN BARRIERS IN COMMUNICATION
i. Physical barrier: Inadequate equipment or poor signals.
ii. Altitude: Emotional noise or strong emotional feeling can make communication less effective.
iii. Language: Barriers in language from different region or background.
iv. Physiological barrier: Not in good condition of health, like pain, poor eyesight.
v. Problem with structure design: Unconducive organisational structure or bad information system.
vi. Cultural noise:  Cultural background noise.
vii. Lack of common experience: Unable to relate ideas together in a group or meeting, because of inexperience.
viii. Ambiguity and overuse of abstraction:  Lack of clarity and understanding, using too many grammars.

ix. Information overload: Conveying too many details in an information. 
x. Jumping to conclusion:   Making assumption before listening to the fact in a communication.



[bookmark: _Toc49583937]BARRIERS TO C0MMUNICATION
Many times, someone communicating can be saying words that is negative and ideas in which we do not understand, it may just be like the person                 
Communicating and the content of the information is all about themselves. Example
Status effect
Semantic problem
Perceptual distortion
Cultural differences
Physical distraction
Poor choice of communication channel.

[bookmark: _Toc49583938][bookmark: _Hlk47369390]CASE STUDY; ON COMMUNICATION BARRIERS AT MY WORKPLACE.   [ REFLECTING ON CLASSROOM EXERCISE].
On that day at work, after my night shift in which I must hand over to my colleague in the morning, in the process of relating about the issues we had before morning, he could not  understand my type of explanation, body language and verbal expression by saying to me that I was rude to him. And to me it is just the normal way for me to pass the information to him, after the intervention of the site manager. He later came to me to apologise for the way he commends on my explanation to him.  
In summary, I found out that Cultural and language barriers in the communication circle between myself and my supervisor and prevent it not to happen again.
                                                                
EFFECTIVE COMMUNICATION
We all use words and languages to interact with people either at work, home or in an organisation, but do we communicate effectively. Communicating effectively means making your conversation clear and meaningful. In others to build a strong relationship you need to connect, because in this process, communication increase your influence with whoever you are communicating with. And effective communication can be broken into three part.
Listening, understanding, Written.
                   
[bookmark: _Toc49583939]EFFECTIVE COMMUNICATION [LISTENING]
It involves words that have been send likewise paying attention to voice motivation.
Listen is very important in communication , According to Crockett, [2011] ,people hardly remember half of what they hear , which means when you are communicating with your manager, customer, family or friends, they are likely to digest half of the conversation. Due to different background, diversity, and ethnicity.

[bookmark: _Toc49583940]ACTIVE LISTENING
· Is the act of fully listening and comprehending the meaning of what someone else is saying, i.e. Putting aside any preconceived ideas?
· Creating an open mind.
· Silence is also part of communication

Keys to better listening [reflection classroom lessons].
Give the speaker your undivided attention.
Stay open minded
Avoid interrupting
Involve yourself in the communication.
[bookmark: _Toc49583941]EFFECTIVE COMMUNICATION SKILLS
Clarity, empathy, sincerity, relaxation, Eye contact, Posture                                        Analysing effective communication skills:

Clarity:  Making yourself clear and to be understood during any communication or conversation.
Empathy: Understanding another person’s perspective, i.e. putting other people into consideration.
Sincerity: By - practising what is right and transparency.
Relaxation:   Principles of communication skills is all about relaxation.
Eye contact: This shows facial expression during communication.
Posture: Posture or body language can convey a wrong impression during communication. (Nickystanton, 2009)

[bookmark: _Toc49583942]IMPORTANT OF EFFECTIVE COMMUNICATION.
Effective communication is an element of success in an organisational leaders, supervisors, and employees. Good effective communication is prerequisite in most field and are key to influence the existing, both within and the work group, Perry, Richard [2008]

[bookmark: _Hlk48332183]                                                                                                                                                                                                               
           


[bookmark: _Toc49583943]BARRIERS TO EEFECTIVE LISTENING
NOISE -Many external distractions can cause barriers in listening, such as language differences, phone ringing, external noise, internal noise, failing to focus, failing to listen actively and different level of technological communication.


[bookmark: _Toc49583944]EFFECTIVE COMMUNICATION [UNDERSTANING]
Understanding in communication means a lot in the process of giving information to someone, many of what we do most in life is communicating either by verbal, nonverbal, body language, etc. a good communicator will try as much as possible to make sure that every words conveying must be understood.  


[bookmark: _Toc49583945]BARRIERS TO UNDERSTANDING  
Languages and semantic problem, Length of communication, Status effect.  

CASE STUDY [classroom lesson; [the professor and villager]     
          A well-known professor of mathematics at Cambridge university lived in a penthouse very close to a little village. he was not well known in the village, bur he always does his shopping near by the university town, because of his level of education compared to the village people, who were largely uneducated and did manual jobs. One afternoon, the professor was cooking, and he was tired, meanwhile he fell asleep, while the food got burnt and the house on fire.   The heat of the fire burning the house wake the professor and he ran out to the villager screaming in this language. ‘The edifice is being consumed by a great conflagration!’  The edifice is being consumed by a great conflagration!’  Using this grammar to uneducated villagers, they do not understand him, and the professor was ignored by the villager  By the time, the professor will get back to his house, the house was totally consumed by fire, he sat down and wept seriously
‘Don’t you understand?’ He said again. ‘‘The edifice is being consumed by a great conflagration!’ The next day, he went into the village crying. ‘Why, oh why didn’t you help me? My home has been destroyed by the fire. I came and begged you last night.’    
[bookmark: _Hlk47430755]He said.  ‘But Professor, why didn’t you say that your house was on fire? We would have helped. ‘the villager replied him.
   ‘’ In summary the barriers in communication between the professor and villager can easily be analyse as status effect, and languages barriers, in the     communication circle.  

[bookmark: _Toc49583946]WRITTEN COMMUNICATION      
Precisely written communication can be defined as the process of communication or sending information in a writing format, such as written letters, text messages, emails report, and office memos. ’According to; NY strand [1983]; ‘’the context in written communication, to begin with context of use in written communication is eventually. not concurrent with the production of discuss as in the case of with spoken language.
Written communication is powerful in such a way that it involves skills, in other to write letters, memos or report effectively, either formal or informal.


HOW TO IMPROVE COMMUNICATION SKILLS.
Showing respect and appreciation can go a long way during conversation.
· Listen actively; not diverting your attention away, doing something else. when in conversation with people.
· Make eye contact is important that you connect with whoever you are talking to, shows your seriousness and focus.
· Get rid of conversation fillers, improving your speech and be more persuasive.
· Ask question and paraphrase; paraphrasing is the question that is design to clarify the listeners understanding.
· Be brief but specific; in written and verbal communication, practice to be brief and specific in your conversation, take your time to read emails, text messages, listen actively be responding.
· Pay attention to body language; make sure you have open body language or paying close attention to your gesture when interacting with people.
· Put away devices; stay focused when someone is talking to you, put away any form of devices that can Couse distraction.
· Validate others; by acknowledging the emotion and feelings of others during communication or conversation.
· Never talk over people; talking over people in times of conversation demonstrate and shows lack of respect.
· Watch your tone, do not be aggressive during conversation, and be confident and direct.
· Smile with positive altitude. The more you pay attention when communicating with others, the more effective and positive respond you get as feedback
[bookmark: _Hlk47483711]


                          
[bookmark: _Toc49583947]CONCLUSION.
In conclusion on my report, analysis on communication and its skills.
giving a summary. Reason why it is necessary to improve the way we Communicate and relate to people, how to improve our written communication skills. I understand, due to my research and reflecting to Classroom lessons, in other to be successful and effective during conversation, communication play an integral role in our lives.
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