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Introduction
Communication, as defined by Eric Montejo, is the successful conveying or sharing ideas and feelings. it is also about the exchanging or imparting of information by speaking or writing or using some other medium in our generation today. There are lots of ways and technologies that we use to communicate with other people in our everyday lives, we talk, we listen and we chat. Communication in the work place is a skill that you need to have and develop as you go along from day to day. 

There are four different types of communication: verbal communication, written communication, non-verbal communication and visual communication. Whether we like it or not, the ways we communicate (our para-language, non-verbal behaviours, the words we use) can give others very different impressions of who we are, our thinking, our attitudes, our emotions and our self-confidence. Such impressions may or may not be correct, of course, and are always culture dependent. These impressions are very important when we are attending job interviews or giving important presentations, so while we need to behave as we usually would in our normal state most of the time, it does help to consider how we might help ourselves to show self-confidence in the presence of others.

When you are low in confidence you show signs of irritation, hesitations, constantly doubting yourself, using possibility instead of certainty and just feel negative about yourself, this reflects a poor communication.in business a manager has to show a high confidence indicators which are positive talk (we can do this), giving credit to others (I’m not the real hero here, it is John), learning from experience and accepting responsibility (I agree, we messed up/ so this is how I suggest we should do this), persuade others, decisive speaking and telling the truth (this is our situation: X is good, Y is ok but Z is poor/ if you look, you will see….)

The most common form of communication is verbal communication which includes sounds, words and different languages spoken in the world. Meeting people from across various ages, cultures and races who are not fluent communicators is not an issue because they have self-confidence which plays a vital role when connected with fluent communicators skills. Communication becomes particularly stressful when we need to say something very important but do not know how to say it because of the personal consequences of doing so, or because of how the individual may react.
In business when a difficult situation arises some tools, ideas and principles that we can use to deal with them are: 
· Check any assumption: make sure you get all the facts right.
· Reframe the purpose of the conversation: use the conversation as a chance to solve a problem and or to change someone’s behaviour rather than use it as a time to make an example of someone.
· Use passive and active voice appropriately: try to keep negative feedback in the passive voice rather than the active voice. For example, “You did this badly” becomes “This was done badly.” The identity of the person who performed the action will be implicit anyway, but removing the personal criticism can remove the “sting” for someone who is lacking in confidence or who is likely to become defensive. The opposite is true for good news or positive feedback (i.e. ”You did really well.”) where personal praise is usually a good thing.
· Watch your language and also be clear about the consequences.
· Avoid emotion during a conversation; focus on the evidence throughout the conversation rather than your reaction to it. Emotions will make the judgement painful and challenging than it should be.
· Ensure there are no surprises; make sure you are both on the same page. Not telling the employee off for something they know nothing about.
· Leave the conversation on a positive note; make sure at the end of the conversation there is an agreement on specific or realistic goals and resources to move forward.
· Listen well and do not interrupt; give the person enough time to put their point across with few interruptions.
· Encourage self-reflection; give time for the person to reflect upon their behaviour or attitude so they come to the meeting with a solution instead of adding to the problem.
· Do not be afraid of silence; 
· Do not match someone else’s mood; try to always have opposite moods in the room or office, this will allow the situation to disperse quickly.
· Do not focus on what you cannot change; be specific, you can’t change the person but you can encourage the person to improve their behaviour.
· Consider whether you need to apologise; giving an apology can be very powerful at healing friendships and workplace relationships. The more specific the apology the more powerful it will be.
· Do say “Thank you”

The second form is non-verbal communication which involves physical ways of communicating like tone of voice, touch, smell and body motion. 

Working together, sharing ownership and issues with each other are example of collaboration which then contributes to positive communication

There are many changes in communication when dealing with staff or customer. When dealing with customers you give your full attention to them with a welcoming smile, eye contact and positive body language; looking direct at the person as you speak to them. When speaking with staff, there are different ways of communicating, you can have formal or informal conversation depending on the time and place.

Sharing group objectives with everyone agreeing to the same decisions made and the correct people being delegated effectively, will lead to meaningful schedules and a smooth working environment 

Inter-personal communication which includes; body language, active listening and personal presentation is also important and vital in communicating in the work environment. This shows that you respect and value your staff therefore will in turn show you the same.
Active listening is the active search for an accurate understanding of another’s message, through the interpretation of verbal and non-verbal messages. Active listening requires engagement from the individual and it takes longer to process the information. It is also not easy, it requires effort and typically anything which requires effort tends not to be done particularly well. Tiredness, distractions, accents, active disinterest and making judgements or getting emotional about what is being said, can leads to us not taking in information because you are not focused.

Feedback is any communication to a person that gives them information on some aspect of their behaviour or performance.
Giving feedback is an essential communication skill but is not always done well. For a manager, being able to give feedback to a strong performer is not difficult but being able to do so to a poorly performing employee is much less easy. This can be verbal or non-verbal because a raised eyebrow or a frown can be deemed as communication. Giving feedback is essential in order to assess employee’s performance but there are vital principles you need to bear in mind:
· Be specific; don’t just give reasons why the performance needs.  to improve, but also give examples or ways and means to improve it.
· Keep it impersonal and descriptive; make sure to focus on the facts and not your personal input.
· Ensure that the feedback is goal oriented; feedback should be used to help someone improve their performance not for you to use the opportunity to express your anger or annoyance at someone else.
· Time the delivery of feedback well; it is good to give feedback as soon as possible after the negative behaviour ensuring there is enough information.
· Ensure the feedback is understood; by using reflective questions and asking the recipient to put the feedback into their own words.
· Give feedback on controllable behaviour
· Tailor the message



Communication with an audience can be done visually or by using electronic devices for example: an electronic computer or doing a power point presentation or doing a verbal presentation. When communicating with the audience, you have to speak clearly and concisely making sure you are engaging with the audience and interacting with them in order to keep them engaged and interested. 

The tutor also shows us video to help us learn about the lesson each week and how to. communication with each other in the class so that it helps us in the work place,

 Watching the video of the two babies and how they communicate together nonverbally with each other. Shows us their body language of what they are saying to each other by responding to the body movement. Example hands feet kicking in an nonverbally action which are very interesting in how they interact with each other it just go to see how important communication his.

(Media) We used media as another form of communication in which is a is very broad area it is used a lot in the work place between work colleague both to send messages to office to office or private messages it can be used in various way. Media is a tool that is here to stay, everyone could benefit from this training which can be given to have this skill expressly in the work place of today.

(Bad Communication) is also a part of what goes on in the work place everyone expected to always have good communication all of the time but not so and we do not really write about it or mention it but it’s still communication that is one area we do not tackle very much to my understand no one want to offend one another so there are good and bad communication in all what we do but we can deal with in a professional way something we can get off on the wrong foot dealing with people in general you can find out a lot about what people think in my research I found out about a lot about the  defence communication throughout  our world it’s ability  that we all have and to development of your communication skills will be conscious choice you choose to develop your skills and take action to do so but in many situation at university you will find yourself developing your skills unconsciously 

reference from Peter Morgan page 26) and 260 taken from these finding

Conclusion In every universities there are different experiences that teaches difference I have down my research also with friend that help and from my own reading study through
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