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Communication is the great ability that a human being acquires and develops from their intrauterine life. A fetus is able to communicate with its mother, and the mother is able to understand the baby from the way that he is moving in her tummy. Even the Doctors and midwives encourage the parents to talk with the unborn baby, and to follow the pattern of their movements to be able to understand if the baby is ok or something is not quite well and seek for help. After the baby is born, he can communicate from his first moments of life by crying and using body language. The mother is capable of understanding the cues that he is giving to her by following his behavior, if he cries and is sucking his finger the baby is hungry, he cries if he needs to be changed or if he feels cold/hot or simply he needs to be comforted and cuddled. 
Over time by studying and practicing we are able to develop and improve our communication skills in order to become an effective communicator.
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Communication, as simple as it may look, is a complex process of sending, exchanging information between the sender and the recipient, using different types of channels to transmit the message. 
In management, effective communication is the key to success, because it helps to:
· transmit the information, idea, thought;
· develop a good and mutual understanding with employees, collaborators and clients;
· build and benefit of stronger and long-lasting relationship (Paul, 2019) with employees, collaborators and clients;
· creates a pleasant working atmosphere;
· resolve or avoid misunderstandings, conflicts;
· improve financial results (Bovée, 2016);
· increase productivity;
· make good decision based on reliable information;
· offers the chance to give and receive feedback.
Effective communication is an important component within our organization because it makes it possible to establish and fulfill objectives, to achieve the proposed goals. It is desirable that all the staff members within a company to possess and develop effective communication skills, either if is verbal communication or is writing. Members need to be able to transmit a message an communicate effective in order to achieve good performances, establish strong relationship based on trust, to create a pleasant work atmosphere avoiding and overcome the misunderstanding that can affect the productivity.
Within our organization, choosing the right channel of communication can increase the efficacy of the information transmitted. Which channel is the best to communicate depends on a variety of factors:
· oral communication : 
· face to face communication – while patient is attending his medical appointment. We use a professional, polite and friendly approach to communicate, simple and clear language, appropriate tone of voice and matching body language. 
· inform patient regarding his medical treatment needed; 
· verbal instruction and advice post treatment;
· communication over the phone: professional, polite and friendly manner to communicate using simple and straightforward the message;
· meetings, peers review, appraisal and training session.

· written communication:
· is an important elements that helps to transmit information and keep up to date patient records – using simple formal/medical language;
· sending patient reminders of their appointments;
· to inform patient about treatment plan, and gather his consent in order to be able to carry on with the treatment;
· emails, reporting any incidents that happen in the company premises;  
· to keep the personal up to date with all the changes within the field;
· to inform personal to comply with the policy of the companies;
· to deal with any complain that is made;
· instruction, advice, memos regarding the activity that need to be done;
· patient treatment/prescription;
· we hand patient leaflets with written instruction and advice post treatment. 

· non-verbal communication:
· in our field, as a health care we need to pay attention on the  body language;
· sometimes patient can insist that they are well, but interpreting correct their body language may save their life in case of medical emergency;
· for example if a patient suffer an anaphylactic shock: we can assess the medical emergency by interpreting the sign that we seen: 
· breathing difficulties;
·  wheezing;
·  clammy skin;
· confusion and anxiety;
·  collapsing or losing consciousness
·  itchy and raised rash;
·  Swelling (NHS 2019)
                       - those are clues that indicate that patient is experiencing anaphylaxis and needs urgent treatment. 
A good manager possesses and develops effective communication skills that will help him fulfill his role for the growth, development and success of the company. 
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	Communication is presented as a social process that requires certain conditions and elements for it realization (Ma 2015). The process involves multiple components and stages that can be summarize:
· sender – the source/transmitter/producer of information;
· message – the information to be shared;
· encoding – the process of taking the information and transferring into a proper format that can be shared with the recipient;
· channel – the way through which the information is transmitted to the user   hearing – telephone calls; seeing – videoconferences, face to face conversation; touching, smelling, tasting);
· decoding – the process of receiving the message accurately and understand it;
· receiver – the user of information;
· feedback – helps to understand how successful communication it was;
· context – the context help determine the style of communication used, the tone of voice, posture, behavior.
The models of communication are a graphical representation of communication process that helps to understand the nature and the pattern of the process.
A few of principal models of communication that I studied are summarized below: 

Shannon-Weaver Models of communication:
· this model is created to develop effective communication between sender and receiver;
· unidirectional linear process, no consideration for feedback;
· noise can interfere and cause information distortion;
· important issue: decrease interferences and managing distortion.
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Figure 1 Shannon-Weaver Models of communication

Lasswell’s 5W Model:
· unidirectional linear process, no consideration for feedback;
· this model highlights the meaning of the message and the effect of communication.
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Figure 2 Lasswell’s 5W Model

Berlo’s Model of Communication:
· unidirectional linear process, no consideration for feedback;
· noise can lead to misunderstand of the message. 
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Figure 3 Berlo’s Model of Communication
	All these models have been designed to understand how process of communication works, and analyzing how best to communicate, what effect had the message transmitted.  One big disadvantage for these three models is the one way system and the missing of feedback.
Lewis (2020) describes communication as a “two-way process” since imply two parts: the sender and the receiver that exchange information/message. The purpose of this process is the successful transmission of a message, for this it is necessary for the recipient to perceive the information transmitted by the sender exactly in the way he intended it to be, obtaining a feedback help to assess if it take place an effective communication.
Within the organization, it would be good to take into account these models, maybe to realize or design an own communication model that is simple and efficient at the same time, because an effective communication gives the sender and the receiver the opportunity to engage and participate in the transmission and exchange of information within the communication cycle. This approach encourages the use of feedback to analyze the effectiveness of the message delivered and to improve the process itself. Another important part of effective communication is to overcome the barriers (language barriers, cultural barriers, physical barriers, etc.) of communication that can lead to misunderstanding of information.
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	In our day by day life as well as in management, the effective transmission of a message also depends on certain components of communication such as: non-verbal behavior (body language), paralinguistic cues and formality level of communication. All these components help to understand the message much easier, and “having extra information that can give us more clues' ' (Morgan 2017) about what someone tries to transmit if they are interpreted in the same way as the sender wants it to say. 
	Non-verbal and paralinguistic cues are important elements that we use in our daily communication, by matching them with words we can change radically the meaning of the message (Morgan 2017). 
	Based on the context, managers approach different ways of communication
· When communicating with his team members to use:
· a professional, respectful and polite tone of voice;
· pay attention to the posture;
·  match the verbal communication with body language;
·  use clear and simple language;
· The level of formality communication can change in order of the context: meetings require formal communication, peer review require an informal level of communication; 
·  keep this behaviour all the time to gain their trust and to make them accept and agree with the message transmitted. 
· In rapport with clients and collaborators is required: 
· a formal level of communication, avoiding grammar mistakes, jargon and bad language;
· professional attitude by using appropriate tone of voice, be courteous;
· match the words with body language;
· communicate by using a simple and clear language; consider the level of education of his audience.
· writing emails, letters, rapports and other documents demand an appropriate level of formality, avoiding spelling and grammar mistake. Use the correct punctuation indicate how the paralanguage to be use in order to give sense to the words and message itself.
By using appropriate tone of voice, simple and clear language, appropriate level of formality, a manager can transmit the message in an effective way and overcome misunderstanding and other barriers of communication. 
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According to Cambridge dictionary motivation is defined as “enthusiasm for doing something, the need or reason for doing something”. 
Indeed editorial team describes motivation as “essential in the workplace”, as it can lead to development and the growth of the company, to guarantee it success, employee to wish to develop and evolve on professional level. 
To better understand motivation we can study the motivation theory. The specialty literature provides us with works of consecrated authors like Abraham H. Maslow, David McClelland's, Frederick Herzberg, Douglas McGregor. Understanding motivation, and studying the theory of motivation that this authors provides us, we asses which one applies better on our work environment, in order to motivate employee to work better, to increase productivity and achieve the objectives of department.   
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As a future manager is very important to develop the ability to become a good communicator within the work place,  to communicate effectively with others. Communication skills “make information processing more transparent” (Maund, Schriek&Tinkler 2017)
Set of criteria that help to develop the skills of being an effective communicator:
1. Active/attentively listening is vital in the process of communication, is the key that help us to understand what the person is saying. 
· Before offering a response an accurate understanding is needed;
· Avoid judgment in order to understand the point of view of the speaker.
· Pay attention to the posture;
· The acronym SOLER (square, open, lean, eye contact, relax) it focus on body language and it can help to transmit to the speaker that the listener is paying attention to what is said.
2. Ask question:
· If not sure that the speaker was clear, ask question to be sure that the message is really understood;
· By asking question the listener reassure the speaker that is paying attention on what is being said.   
3. Paraphrase what is being said
· Validate the speker;
· Build trust;
· Confirm the accurate understanding of the message.
4. Be an assertive communicator:
· Express the point of view clear and transparent without offending the other person.
5. Asking feedback:
· In order to assess the need to improve own skills as effective communicator.
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Feedback is an important key in the process of evaluating own skills, it gives the opportunity to learn what it went well and what can be improve in order to succeed as an effective communicator. 
The feedback can make us aware about our strength and weaknesses, and the way to address them to overcome and transform them in opportunity to improve.  
Based on feedback received from one of my work colleague I can analyze my strengths and my weaknesses, and also to develop an improvement plan.
Strengths:
· polite and never rude or disrespectful;
· very friendly and approachable;
· strong and sincere character who engages and maintains eye contact well;
· Body language is attentive and appropriate;
· attentive communicator;
· Adela is comfortable and writes well, and her strength and self confidence shows more in the written medium.
Weaknesses:
· low self-confidence in her ability to speak English;
Opportunity: 
· English classes to improve my ability to speak English;
· Involved in social activity with native speakers of English.
Threats:
· Lack of time and financial resources;
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As a future manager it is important to evaluate own communication skills in order to discover the areas that need improvement.  
I find myself more confident when I write but still I need to improve my writing style and correct my grammar. 
I’m not a confident speaker, an my lack of confidence doesn’t help me.
Based on the feedback received and SWOT analysis I can have a better view of my skills that needs improvements, and also I can develop a plan to overcome them.
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