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Introduction
        In this report I will introduce my research based on personal experiences on verbal and non-verbal communication, listening, formal and informal communication and team working. This study aims to examine personal skills and weaknesses. Every person must be aware of their own strengths and limitations. Additionally, understanding your own skills, gives the ability to develop and achieve academic and professional success. 
What is communication:
        Communication is the most basic skill that an individual should have to succeed in any field (whether personal or professional). In order for a person to succeed in the workplace, he should strive to communicate in the most appropriate way, which will automatically attract the attention of the audience.
        The existence of a weak communication structure in the organization affects growth and development, and at the same time obtains limited information about employees in the student era, which in turn affects communication and management skills. On the other hand, implementing a strategic two-way communication structure with a stable feedback system can improve productivity and innovation ability in the company (Doucette, 2018).




















Verbal communication
        Verbal communication is a core basic skill of bus drivers. At the most frequent and simple level, they salute passengers and answer their questions. They Bus drivers communicate through radio system, text messages and images with other drivers, dispatchers or radio control personnel, with greater complexity to discuss traffic and road conditions and coordinate schedules when needed. 
        Their most complex verbal communication involves interpersonal relationships, such as negotiations with passengers or conflict resolution (Harness, 2018). The further computerization of the box office and positioning system will require more knowledge of the computer. More effective communication may be required to deal with a wide variety of passengers, many of whom do not speak official languages or have special needs. 
        At my workplace, bus drivers communicates through radio system, images and text messages. Communicating through images, text messages and radio system. Communication through radio the driver have the possibility to give feedback, but sometimes controllers and drivers do not understand each other as noise interfere or the language barrier intervene between them. This kind of communication uses Berlo’s model of communication (1960) where it says that in order a conversation to be complete, the sender and receiver must have the same communication skills ,attitudes, knowledge, social system and the same culture.

        The driver communication unit includes the on-board computer or MDT (mobile data terminal) where drivers receive different text messages. The display screen continuously displays a map with guidance for bus routes, as well as monitors the location of the bus according to the schedule. The operator work station consists of computer work station with the dedicated communication software that allows communication with the bus driver individually or in groups or through text messages. Pre-presented message template is used for failure, emergency, fire furthermore SOS situations.


Non verbal communication
       The ability to manipulate vision is the key to learning, but it has not received enough attention in the education system". Creasey talked about the research of Professor Dan Schwartz, that "the pages of school textbooks are marked with maps, charts or visual graphics" He commented that the reason for these representations is that they "help people understand and see the structure of things (Zambas, 2019)." Just like ordinary written language, photography language has different levels.
        Emojis have been largely confined to Japan for more than a decade, but now they have become the first type of global graphic language for communication. The major role of the non-verbal communication is specifically significant in service encounter, because customers might make decisions depending on expression of the consumer supervisor (Kashyap, 2019). 
At my workplace, drivers and route controllers communicate through images and text messages, when the driver receives a text message or an image message, he does not have the option to give a feedback and just have to follow the instructions given by supervisors, this way of communication explain the model of communication of Shannon and Weaver (1948) where the receiver cannot send a feedback to the sender. The picture, is a universal language, and its role in the classroom should not be underestimated.
        At the garage we have as well more traditional image messages forms that have been used for decades everywhere, such as the "No Smoking or Open Flame", toilet , transportation, designated foot path through the yard with walking signs and emergency exit signs. These are generic images that can help colleagues as some of them might have difficulties understanding the language, they provide textual symbolic representations of words that can help communicate in certain situations (Doucette, 2018). In this case, long text may not be needed for simple communication or to increase clarity or express meaning 
        










Formal and informal communication

        Formal communication refers to sharing ideas in an official/professional way. Information flow is controlled with deliberate effort
Informal dialogue is more relational than formal. It can occur anywhere within the company. The main purpose of informal dialogue is to develop relationships with colleagues and superiors. The message travels much faster but without any trail or official documentation. (key differences, 2020)

        My personal opinion is that informal way to communicate with others is a better way as makes them relax and feel like they are already closer to you and this way may discloser information that they usually do not let others to know.
At my workplace due to an incident I have been called to the office for an interview with the manager. Majority of colleagues were afraid of the manager and they said that once called in for an interview there are over 70% chances to get sacked. But my way of approach it was different of the others colleagues. I went to the office confident and relaxed (like I was going to see a friend), once at her office door, I placed my left arm on the door frame and with a smile on my face I said ‘’what’s up girl?’’. She started laughing loud and chasing me around with a stick. Since that day she talked to me differently, like she knew me for years. Sometimes even called me out to have a cigarette together.

        I think my body language and the informal way of approach changed the situation. Placing my hand on the door frame and being relaxed it showed her I do not consider myself being subordinate/inferior and she as being superior as well as asking her ‘’what’s up girl?’ 'it showed that my way of approach is friendly and not defensive. The smile on my face it told her that it was just a joke.












Listening 
        Active listening is the ability to concentrate solely on the speaker and understand the meaning and the information shared. Unlike passive listening, which is the act of listening to a speaker without remembering their message, passive listening is highly valued interpersonal communication ability, means that you can participate in and remember precise details later without requiring repeated information
        Effective listeners use verbal and non verbal strategies to display the speaker and keep its attention. Exercising active listening it not only strengthens your concentrating capacity but also helps ensure that the speaker is able to see that you are focused on what is he saying . Listening it helps built connections and trust, identify and solve problems ,increase your knowledge and understanding of various topics, avoid missing critical information (kaplan, 2018)
        At my workplace active listening is a part of the job ,as Most of the times the customers have different backgrounds ,And it's difficult to understand them ,not paying enough attention at what they are asking it might end up with giving them wrong information and the customers to go toward a totally different direction. A way to improve listening Is to stay focused and don't get distracted by colleagues or outside noises, Ask questions to get more information on subjects that you need to clarify. Don't interrupt because when your are not talking you listen more effectively. Take notes.  If I need to put myself in level where the people listen to me, then I must listen to others first.



Team working
        Teamwork refers to working in group and refers to working in collaboration and in that communication plays a vital role  (Adler,  Rodman and Du Pré 2016). It is only through the help of communication that teamwork can be perceived and also that through communication teamwork can be brought to success. At the university I was in constant talking terms with my professors and that helped me to gain new vision and insight about communication since they gave me the right guidance to grow and prosper and also gave me the right guidance towards positive communication. 

        Teamwork in workplace is all about chasing a common goal with a Team working at the workplace allows employee to break tasks into less complicated ones, then work together to complete them faster. For each member the job of a team is split that allows them to concentrate on the skill they have and think they can take care of it and do it properly. (BrightHR, 2015) Operating within a community promotes innovation, fresh ideas and provides more successful approaches to problem solving ,uniting maximum number of people and also sharing the thoughts so that the outcome is positive.
At my workplace teamwork is not really a part of the job as being a bus driver most of the time we work alone. However I think I do have this skill of working in a group as a while ago I have been working in a supermarket where working in a team was a vital part of the job and working alone it would be sometime impossible. 




Conclusion 

In course, I learn that successful communication is a key to association’s progress. I agree with (Heathfield, 2020), who puts forward a correct view that personal values will affect future leaders Organizations usually set the moral code as the basic elements of a person’s beliefs, values, and actions, while the follower’s perception is that the leader “walks into conversation” and communicates to the public.
I also learned about several communication techniques, for example oral, listening and non-verbal. In casual settings, verbal communication is a most general form of the communication.
During my university studies, I gradually learned that successful communication is not just about receiving and sending messages correctly, but, in fact, communication is the qualities needed by nowadays leaders. Thus, developing this skill is my top priorities.
In this module I learn that not only verbal communication is important and that listening is an vital way of communication and that actually silence sometimes is an important factor in negotiations and it can make a huge difference if it is applied correctly  at the right time.
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