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INTRODUCTION
COMMUNICATION is all about personal relationship between two or more people it is also used by organisation to fulfill the aims and objectives of the organisation  (HOITZHAUSEN and ZEIRASS 2015) communication is an integrant part of business and the reason of communication is essential to the concept of technic we should rely on communication as the main pillar of a business and the its success successful business lie on the effectiveness of the communication between the organisation you will also rely on different way of communication the process of sending and receiver by (SHANNON and WEAVER, 1949) this model explain how you can do effective communication and the barrier to encounter by not waiting to get the feedback the sender is known as decoder while the receiver is known as encoder ,effective team working with good communication is essential, understand each other relate to each other effectively there is possibility to encounter some barriers which can affect the effectiveness of the communication example method used for communication, language barrier, telephone conversation, satellite communication and writing of report two way traffic like traffic light, computer internet communication, speaking, writing, listening, not getting the feedback which you must give the room for so that you can archive more in class work or working environment  
TYPES OF COMMUNICATION
Verbal communication the languages are created through effective communication it involves good interpretations of other languages otherwise the communication will not be effectives and no one will understand each other, there must be use of language skill so that you can interpret to other people language to understanding manner (Robinson and Robinson, 1982) agreed that if the speaker is not effectively good in language communication it will not be clear to the people listening to him and the real message will not be understand it takes them nowhere you need to communicate effectively so that the receiver hear you and also understand example of a similar thing happened to me year back I told a cab man to take me to hackney from heathrow airport and he to to action instead of hackney after reaching action town and repeated to him that is this place call hackney he said no we are in action town we both argue and at the end we re agreed to take me to my destination which cost me more money, time waisted by both parties, argument, stress, all because of lack of understanding, non english language barrier by (Keyton and Beck,2010) he did not wait for feedback or try to check the full address and the post code to double sure of where his going.
NON-VERBAL COMMUNICATION
It is all about using body language by the way we communicate without using words is known as nonverbal communication is another type rather than writing or speaking the findings shows that about 55% of interpersonal messages are done nonverbally ( Lavan,2002) it is logical most human being are visually dominant and live in world that dominated by visual images, example of this (sheila and david) who work for an advertising company and are assigned to work on advertising campaign sheila is an account manager and david has just being graduated from the college and is hired as a junior account officer he is very active and have various ideas that he shared together with his partner via e.mail and his partner don’t respond to email but at the management meeting  he proposes their ideas shiela takes lead on presentation as a result her nonverbal and verbal communication the management decided that she will be responsible for the work when  commended the ideas she accepted the praises and make no reference to (david,david) by contrast he is not willing to say anything and boss don’t have clue that all the ideas were his. The behavior included in nonverbal communication posture, footsteps, walk, stance are form of nonverbal communication, how you look, what you wear, your gesture, your move as well as eyes expressions all these makes it to be nonverbal communication (Ivy and wahl, 2014)  in (1988) Argyle advice that nonverbal communication are divided into four categories they are as follows consider the moment you express yourself, when you have a conflict with people who are closer to you , when you could not control your facial look, and when people asking you what are wrong with you and you will say nothing but they knew something is wrong with you, one should not be given the expression on the face for people to detect on your day to day disappointment. Cloth is part of your physical look that is very good for professional situation it speaks for your professionalism, the wristwatch you wear, your makeup, cologne, eyeglasses, the people will know either you are good or bad through that, your attire proves your professionalism to people (Okoro and washington, 2011) it also involve how you carries yourself, your body movement, hands expressions, picking, poking, scratching, fidgeting, you interact nonverbally with your people when they get to know that’s the way you interact with them they will be adapted to it, it will make you more feel relax with them you the then be able to relate very well with them.
Facial expression which is the study of eyes behavior are also important in nonverbal communication it can be consider the storage of our emotional display, it tell us about the behavior of individual at each time you look at them at their eyes you will see people behavior through their eyes, emotional expression are normal in certain condition but most is good to manage it either good time or your bad time, a real part of facial expressions include use of eyes , about 80% of the information in our daily surroundings is known as visually (morris,1985) and also Kleinke (1986) support the eyes contact and gaze functions gives information, express intimacy, regular interaction, facilitate personal situational, exercise social norms, evasive glance, limited duration eye contact, relational goal. Touching is also part of nonverbal communication (Ivy and Wahl, 2014, page 49) there are many types of categories of touching example professional handshake is connected to the way of greetings to express your professional business relationship it reflects good first impression as a professional there are other greetings like part on the back, hugs, kisses, it brings low intimacy within the relationship these are usually use between the close friends, friends communicate good feelings of affection between each other with these type of greetings , at this junction kisses may be on the lips while hugs can last longer, these touches prove intimacy
LISTENING is when the speaker is delivering his speech you be attentive, be quiet to hear what the speaker is saying, its developing, professional excellence, by (Crockett 2011) the percentage of people who remember what was said are between 25% to 50%, that means when you talk to people they retain less of what you have told them likely less than half of the messages, we don’t need to blame ourselves is because we don’t listen well, to make it worse the diversity and the working environment of the work force allows listening very hard, most of the work place, today work force make listening more difficult because everyone speak english but  came from different  country and they also speak different dialect and speech pattern, listening and understanding is important it help to improve listening skill you will then have the will to be a good listener in business organisation, by (Stengel, Dixon, and Allen 2003)  in most organisation during the summer period you listen to customer comment so that you can improve in services and production if you don’t do, you are likely to lost your customer to other competitors, you listen to your employee as well to know what they want as their welfare and what to do to improve the services and production of the organisation , the problem between manager and worker lies down on the manager not listening to staff, listening is fundamental in communication process, the problem that occur in listening is as follows noise during communication process include distractions such as talking during presentation or cell phone ringing or going off, when speaking to someone go away from where is noisy, you move away from the computer because you can be distracted by messages on the in box , break away from noise area to make a successful working site, the interferes with the communicator will not be right because those who are listening will no longer concentrate in what the speaker is saying, phone conversation messages not clear sometime maybe network problem or the speaker or the person listening might be in noisy area and sometime you assume you hear the statement of the speaker and you go ahead and do different things, it takes time to be a good listener you can define listening as hearing, remembering, evaluating, interrelated components, understanding, responding, (Brownell,1994,1996) refer to as attending to messages and concentrating on messages the main important thing of message is to listen and make sure you hear what the speaker is saying make sure that you are not distracted the first is to hear the message and also understand the message and also the understanding the language used and basic content of the information ,it include repeating the message so that the speaker know that you hear the message and understand sometimes you need an interpreter to interpret so that those who do not understand your language can hear what you are saying which is collaborating process of communication, learning  how to evaluate a message without being one sided ,apprehension, distractions, cultural and gender differences takes a while and patience respond, listening is the main basic skill in communication.
CONCLUSION 
Communication is all about speaking, writing, listening, you can also communicate with signs each category has the advantages and disadvantages, it also has the method of communication, when the speaker is speaking he need to speak out loud so that the people listening we hear there should not be any distraction and also speak in understand language because of different background if he need interpreter he has to produce one to interpret so that the people listening will hear and understand, there must be no phone conversation or phone ringing every surrounding must be very quiet, no playing of music, for people to enjoy the lecture you must give time for rest room and also time for break, you also need to crack some jokes that will make people laugh so that they can relax, Writing is also essential in communication either writing letters speech for marriage ceremony, typing speech on the computer or typewriter, sending messages on phone like text messages, sending through internet, the main type of communication is listening when the speaker speaks you don’t listen all effort and time given for the lecture is waisted but if you listen the message given will be heard and understand when there is distraction in the lecture hall you cannot hear the lecturer but if you listen you will make progress in class work as (Gibbs, Hewing, Hulbert, Ramsey, and smith 1985) believe that listening instruction awareness can archive four major reasons ,believe the listening ability, using the skill and ability to improve listening, creating effectiveness and awareness of listening for personal and professional success, increase in understanding and the nature of listening and its importance in communication process 







REFRENCING
(Claude shannon and warren weaver 1949)
(David Berlo 1960)
(Ivy and Wahi 2004 page 49)
(Okoro and Washington 2011)
(Crockett 2011)
(Stengel, Dixon, and Allen 2003)
(Brownell, 1994,1996)
(Hoitzhausen and Zeirass 2015)
(Robinson and Robinson 1982)
(Keyton and beck 2010)
Book citation certificate in higher education; skill for workplace student yearbook by
(Andrew Maund, Michaela Schriek, Paul k, Tinkler from page 68 to 97) 
`
     
      






















