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This is a reflective report on my progress of this module from the beginning of the classes until today, including an account of skills I am developing which I may need for my next or longer-term steps."
Living in this world among different places, peoples establish contacts, speak each other and solve various issues that they come across. This is continuous and constant process and happen every day in everywhere, unless they lived in isolation from the real world however, a very small margin of communication tends to occur in that situation. (Peter Morgan, p. 245).

The communication between or among people happen of different ways depending on the situation they are. The world does not exist without contacts. And in contact people communicate. Then, we can define:
COMMUNICATION as an inter-personal relationship that is established between people in a society, in a group of friends, colleagues or in a family environment where the language used is usually perceptible and understood by all. (Morgan, p.245).
[bookmark: _Hlk18012044]According to (Maund A.; Schriek, M. and Tinkler, P. K., pag. P. 47), paraphrasing the authors, “communication does exist when a couple or more people share their thoughts, information, point of views and is comprehended by all of them”. And the process of communication does happen when at least one element sends to another a message that is noticeable and understood by the latter.
At this stage we are talking about Encoding the Message where the first person or more, took as sender or senders create a message with a set of symbolism which could be words, pictures, gestures, films, etc. and address it to a second person or persons considered as receivers. These recipients have the mission to Decode these sent symbolisms so that they will be able to understand the message. Message understood, now the receiver sends his response to previous sender, establishing in that way a good communication. 
This process of transmission and response between or among them is possible thanks to the channels or medium choose that can be Oral, Written, Non-Verbal, Electronic, a face-to-face, email, a piece of artwork, through a drawing to deliver the communication.
The choice of the channel for transmitting a message is not always happy because it certainly depends on a variety of factors. For instance, the use of “email and other form of one-way communication like news-letters, journals, books should be more appropriated for communicating for a large number of individuals at one time. But using the same channels to deal with a sensitive problem that matter to only one person, not always is the better way as this written message would lead to misunderstanding” (Morgan).
Yet, the author stats that in circumstances that others are able to see how we react, our body language or facial expression, the tone of voice that can demonstrate the message is well interpreted or not, is the richest one and most complete form of communication. And this is a Face-to-Face Communication. In addition to the above advantages, it should be added that it can be concluded that the message was received as intended (Morgan, p.248).
However, many times that meaningful exchange does not happen perfectly due different factors.
As tested (Morgan, p245-246), many of these different factors like the way we use to communicate” channels, email, face-to-face, the level of aggressivity or tone of our words, facial expressions, etc. may create in others different point of view about our personality and our communication may be influenced by all that aspect of communication. Even if we are good in communicating what we propose to communicate”. Yet,” all this problem can affect the way we code message and, when the message sent, received and interpreted correctly means that receivers used these issues as help to decode the message” (Morgan). 
[bookmark: _Hlk18013168]But when the message is not interpreted correctly as intended it may cause different emotions of receivers and lead to a poor communication. (Maund A.; Schriek, M. and Tinkler, P. K. p. 48) say that many potential problems can obstruct the process and block the understanding.

Anyway, communication has its own complexity. For instance, while delivering a message in any different forms to many different people each of them will receive it in different meanings and interpret it differently, although the real meaning we intend to give is quite clear.
Not all communication is positive and because of that results may be compromised. (Maund A.; Schriek, M. and Tinkler, P. K. p.45).
From my point of view one of these examples I have faced in my workplace is when the manager or supervisor address a message by distance communication radio and the message is not noticeable due the factors such as noise, confusing or even rumbling caused by passersby, which causes some apprehension regarding the content of the message. This situation leads to an eventual bad interpretation of message received as receiver could not decode it clearly. However, this message which was not well interpreted by individual A due to such factors may have been broadly interpreted as intended by individual B in accordance with the wishes of the sender, even considering the factors already described.
Another example that can lead to a bad interpretation, and now, considering written message, is the lack of ability when dealing with a language different from our own, because little knowledge of the foreign language is a setback to the desire for a good and proper interpretation.
[bookmark: _Hlk18011755][bookmark: _Hlk18011867]When faced with situations of this order of examples described above, we are certainly not in the presence of an effective communication as it contains elements like active listening, good attention, clear language and assertiveness that help to establish an transparent and excellent communication, (Maund, A.; Schriek, M. and Tinkler, P. K., pag. 51).

The exchange of conversations and messages happens constantly, every day and anywhere in a society where there are human beings in interactions among them. And one of those places, for example, is in our workplace, where we work and permanently interact with our colleagues, manager, supervisors or and with guests. Being part of group or team, the communication skills becomes foundational for an organizational success, (Maund, A.; Schriek, M. and Tinkler, P. K., pag. 47).as the oral communication and interpersonal skills are considered as the most important criteria that employers need for their company (p. 47).
According or paraphrasing Morgan,(p.243), employers consider that there is a lack of employees that incorporate the ability to communicate in such way with guarantee that their messages is fully comprehended in the way expected. That ability to communicate has implications in several areas as employees must be ready to show up when necessary. However, a good ability to communicate can also demonstrate an ability on leadership skills, ability to work in teams, etc.
Promoting and engaging in communications with all that range of people referenced above in a continuous interaction in order to carry on our daily tasks, in addition to helping us improve this skill, it will also help companies to be better prepared with workers who have this ability, which will be an asset and help companies to grow.
[bookmark: _Hlk17981184]In these transmissions of messages and conversations established, it has been usual to employ various communication models, depending on the moment and the effect to be achieved immediately or over the long term. But in common situation, the most model used is the Verbal Communication where spoken language is addressed to each another by culminating in the activation of the auditory senses for the reception of messages. Here, while interacting, thousands of verbal comments are exchanged (Maund, A.; Schriek, M. and Tinkler, P.K).
Verbal communication is both spoken and writing.
 Therefore, in written communication, as Morgan stated, pag. 248, is simple content and can be interpreted in a number of ways assuming that the written communication is read. The use of printed words are the characteristics of written communication and that allows the reading of the message transmitted in them.
A good writing skill allows to compose a good, clear and easy message in the way everyone read it would understand communication very well.
[bookmark: _Hlk18011543]As spoken communication activates our auditory senses for the reception of messages, one important element is the listening. When receiving message, the listener must pay careful attention to listening to the person who is talking to him. This is called of Active Listening, when we transcend difficulties in communication using all our attention, our effort and discipline to accurately understanding our opposite. Besides, active listener must take into account his way of being, demonstrating through his own physical posture to be aware of what is being transmitted orally and creating an active and interpersonal dynamic allowing the speaker to realize that he is being heard (Maund A.; Schriek, M. and Tinkler, P. K., pag. 52).
Yet, according to the book's authors, the interest can be conveyed to the speaker when the listener use verbal and non-verbal messages such as “maintaining direct eye contact, nodding his head, smiling, agreeing by saying yes or simple uh-huh, Mmm hmm, oh oh, or lean slightly forward”, many different ways that he has to show his engagement with what is being said. 
Paraphrasing is another way of listening skill where listener demonstrate that he is paying attention while speaker speech. (Maund, A.; Schriek, M. and Tinkler, P. K p. 52-53).
As stated before, a good and or effective communication consists of communicate clearly, of having such “ability in a way that ensures a message is understood in the way intended is critical to being able to perform well in nearly every job role”.
This ability skill in communicate well and in such way, presupposes a great tendency for leadership. A team leader is someone who has ability to speak to others, to guide a group, to influence individuals and being assertive. 
[bookmark: _Hlk18010835]Assertiveness is the quality of being assertive, as he or she can express directly in a polite way, using a good manner, being respectful. “He is able to deliver his message firmly, with confidence and without applying for use of any trick to convince others. He is an engaged, rational and active person. He is someone that can use his ability to calm the most altered spirits, avoiding extremes of being too passive or too aggressive” (Maund, A.; Schriek, M. and Tinkler, P. K., p.55). He is someone who others look and can trust.
On my daily and regarding to my experience, mainly in my workplace, I come across and face many issues that invite me to apply to my stat of spirit and great rationality, to be more slight to solve out that problem rather than being passive and aggressive toward my opposite person. Long years of experience have helped me to be more assertive, to use the reason for emotion more often, to be more understanding of the aggressiveness and poor education of others towards me.
The thoughtfulness and the ability to argue, the understanding and the willingness to get the message across in a clear mold, the concern in knowing if the receivers have understood it, has shown a certain tendency to increasingly in being assertive.
Assertiveness is among others, one of the most skills that employers are looking for.
When any conflict at work arises, it is often not easy to deal with this situation. Depending on the nature of it, the nerves surface and the calm and rational tend to disappear. At this time, being assertive is more useful trying to understand the reason for the conflict and find a way to resolve it. Initiatives must be taken to confront the problem. Being passive is not recommended, and questions must be made to clarify the situation. It is necessary to listen to other side and not considering that the first blame is always the other

Facing and struggling with problem of communication for example in the workplace, and due a few or insufficient ability to deal with controversy situation, the task, the main objective will be to improve communication skills to be prepared when problems like this arose.


C O N C L U S I O N:

During this reflective Essay and based on researching done using the both Certificate In Higher Education: Skills for the Workplace Student Yearbook and The Business Student’s Guide to Study and Employability it is clear to conclude that communication is not an easy subject to deal with. The complexity of communication is revealed right away as there is a diversity of people, of places and of situations that influence positively and negatively. 
Good communication is not just about sending messages, but also receiving, understanding and the feedback on how well it was interpreted and understood.
Communication is not only exhausted in verbal communication but also in non-verbal communication and it is also necessary, here that the message must be clearly and understood in the expected way.
A great communicator can add the people around him, earn their respect and trust and meet the necessary and precise conditions for leadership. Due his assertiveness, he is the write person the labor market and employers are looking for.
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