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[bookmark: _Toc479113059]Introduction
Communication can be defined as information transfer from one area to another through several means such as hearing and listening, visualization as the use of signs, postures and symbols, verbal including tones and voice communication, written forms such as text messages, emails, blogs and journals and non-verbal forms like gestures, facial expression and posture. In day to day activities, the best skill of everyone to live and interact effectively with others is to be able to communicate efficiently thus making communication skills the most important life skill. Communication is the medium to convey and receive information such as opinions, decisions, and ideas between two bodies. Communication is very crucial aspect in any organization either between two individuals, an individual vs a group, or a group vs a group. As a result, it is very important for everyone to enhance improvements in communication so as to get to understand each over very well through being able to understand it and interpret it without language barrier. Being able to know and understand others very well is an important aspect towards bettering communication skills. This paper looks at skills of communication that are very important for our day to day life.















[bookmark: _Toc479113060]Communication Skills
Communication skills can be defined as the ability to covey and transfer crucial information from one person to another, one person to a group or vice versa and from a group to a group. Communication is based on various forms such as written, visual, verbal and non-verbal. Communication process initiates when there is convey of information by use of a form that has effective meaning, is significant and is understood well by both the sender and the receiver as per Bridgstock (2011). Communication is termed to be effective if it ensures that the misunderstanding that may occur during the communication process are minimized and is able to overcome any other barrier that can result in any stage of the communication process. To be an efficient communicator, then one needs to understand the audience very well so as to be able to employ the effective communication median that will minimize most of the misunderstanding occurrences. An effective communicator will go an extra mile to ensure that he or she gets feedbacks concerning his or her speech and improve on areas that may result to any form of misunderstanding. Clarification and reflection techniques will be employed by receivers to show that the information delivered is understood efficiently and effectively.
As per theories of communication, communication is used as a medium for information transfer in communication process from sender to receiver. According to (Pritchard 2008) communication media are the key to ensure information from one person is communicated to another person. Recently, the channels of communication have greatly increased ranging from written materials, social media such as radio and TVs, the internet, message texts emails, telephone calls, mobile phones to face to face. It is very crucial for anyone conveying message to select the appropriate and the best channel depending on the current necessity of the message but this becomes a task as any channel possess strengths as well as corresponding weaknesses. An example for the same is to broadcast news of an event to a group of people using written letter can be appropriate channel as it can pass the message to few people clearly but it can take long time to enhance the same as well as costly. Use of phone to text the message to the group of people may be more appropriate, reach to the receivers quickly and be cost effective as well. 



[bookmark: _Toc479113061]Interpersonal Communication
Interpersonal communication is a communication whose information transfer involves both verbal and non- verbal communication channels so as to ensure information exchange, ideas, meaning and feeling among various individuals. This type of communication is commonly based on face to face communication mode whereby the communication between the bodies involved can be realized through understanding the applied knowledge, participant’s body language, facial and gestures expression as well as the tonal variation of the voice. The process can further be done inside a room between two people who already know the presence of each at the room. As per Ercegovac (2008) the interpersonal communication does not necessarily require speech or talking to each other as long as other non-verbal means such as facial expression, posture and gestures are effective to the personality, emotions and the participants interaction.
To make the elements of interpersonal communication more understandable, researchers recently have broken up its process. As per Cottrell (2013), the interpersonal communication elements are channel, feedback, content, noise and message. For communication process to be complete, the elements are very crucial since two people need to be present to facilitate the communication process hence a two-way process. Messaging does not only entail application of speech or transfer of information but also other non-verbal ways such as gestures, posture, body language facial expression or tone of voice to exchange information. Information that cannot be conveyed by verbal information or messages can be comfortably communicated by this method. Noise element in interpersonal communication is employed to show lack of understanding between the two individuals or bodies involved in communication process. As per Dalley and Burton (2010) feedback plays important role in ensuring the information accuracy can be verified and any barriers handled to further better the communication. The influence of the interpersonal communication is based on the state or the context in which it is taking place such as social places, outdoors, office or in a room.
[bookmark: _Toc479113062]Interpersonal Communication uses
Most of life’s kills require interpersonal communication skills and some of its uses are:
Information collection and transfer
Decision making and problem solving
Behaviors prediction
Emotional support sending and receiving
[bookmark: _Toc479113063]Needs expression and needs of others understanding
Interpersonal communication principles
To effectively govern the process of communication experienced in each and every day, basic principles of communication need to be employed to ensure the interpersonal communication is efficient and effective. The common principles are:
· The complexity in interpersonal communication is endless
· As long as there is passing out of information, then it is out completely
· There is no optionality in the communication of interpersonal process
[bookmark: _Toc479113064]The Communication context
Any process of communication is limited to the context it is into and is based on a particular course. The communication can come to a halt due to occurrence of misunderstand as a result of not basing their argument on the context. To ensure no misunderstanding and embrace fruitful communication then the parties involved need to first understand the context and be limited as well as guided by it. The parties need also to understand their participants, the place communication taking place and understanding the reason behind the communication. This will be crucial as it will initiate a good start of communication as enhance its effectiveness. Some of areas need to be adhered to include
Time: For the communication to be effective and successful, then the time factor need to be looked at. Choosing effective time for the communication will result to enhanced time for the conversation where all clarification and negotiation can be made efficiently without any rush or waste of much time.
Location: The location for communication should be favorable to the participants. Should be in a quiet place and free from any destructors that can hinder the communication process.
[bookmark: _Toc479113067]Misconception: Process of communication is mostly dominated by the emotions of participants and need to be taken care off before kickoff of communication process to avoid any possible misunderstandings.
Skills of listening
Listening ability is a skill that of a person to listen attentively and interpret effectively the information attained in communication process. It plays a key role in enhancing successful communication and without it, there can be numerous misunderstandings. There can also result to frustrations as well as irritation if the listening skill is not well employed. As per Dalley and Burton (2010) everyone should embrace and master skill of listening since it is main skill in communication. 
Good skills in listening plays a significant role in the development of an individual through making one able to network socially, improve his or her self-esteem as well as academic performance in learning institutions. It has also health advantage of lowering the blood pressure. There are various types of listening which include active listening. This involves the individual paying all attention to the information sender through eye contact, boding, smiles and mirroring. There is also inefficient listening whereby an individual engages in those activities that distract the information conveyer or the speaker either by shouting at him or her or taking.
[bookmark: _Toc479113069]Non-verbal skills of communication
This is type of communication where tones, gestures, facial expression and body movement are employed as means of communication. Non-verbal communication use can be used to add more information to verbal communication or unspoken hint during verbal communication. As per Cowie and Aalsvoort (2000).  It reinforces the said information, relationships as well as shows feedback during communication process from the audience.
[bookmark: _Toc479113070]Verbal skills of communication 
It involves paying attention to other communication forms as well as principles to effect its information conveyance. It entails listening and hearing attentively so as to reflect and clarify information. It also entails information paraphrasing for accurate information attainment. 
[bookmark: _Toc479113071]Communication Skills improvement
For the success of various aspects in life, effective skills in communication are very crucial and essential for the same. Interpersonal communication as well as any other communication relies heavily on strong skills in communication which acts as a gateway success in life. Improvement on skills in communication can be further enhanced through:
Listening learning
· Understanding emotions of others
· Showing empathy to others
· Honoring and encouraging others
· [bookmark: _Toc479113072]Being positive minded
Effective Communication drawbacks
· Perception differences
· Differences in terms of culture
· Language barriers
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Appendix
Safeguarding topic report
I work at Virginia healthcare Centre as a care provider in the healthcare facility.  Have worked as a team player and encouraged teamwork in the facility. With the role of a manager nurse, have improved my experience in the delivery of the care and have been interested in handling the worker abuse allegations.
I have worked with Ester in the same health care facility as workmate as well as a friend for more than a year. On the day of incidence, ester was performing her duties effectively and as required by giving first aid to a man who was nose bleeding. She was asked to deliver at the same time within the health facility and Ester requested for more time to first handle the man then back to offer the service.
By the time Ester arrived, Alex who was the service user was shouting in pain for help. Ester needed help and I was near enough to give her a hand in helping Alex who was lying in the floor to get into an ambulance to be rushed to hospital as his situation was critical. He was bleeding profusely from his hip after he tried to walk by himself and accidentally falling after waiting for quite some time. As per 1998 Act of human rights the incident can be viewed as office abuse and negligence but Alex felt remorseful as he thought he was responsible for the same. 
As I conclude, Alex’s son was very bitter when he found his further at that current situation at hospital. He sought to ensure Justice for his dad and approached me as nurse manager for the accusation. She launched the complaint and asked for events that happened prior to accident and requested the person responsible to face justice. 
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