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[bookmark: _Toc39199243]Introduction 
Communication is basically the way of transmitting meanings from one particular group or entity to the other through using those semiotic rules, symbols and signs that can be mutually understood. At least recipient, a message and a sender is involved within communication. Any message being transferred from sender—recipient can be impacted due to various things such as location, channel utilized for communication, the cultural situation and emotions (Tripathy, 2018). 

[bookmark: _Toc39199244]Effective communication 
The process through which messages are delivered to target individual or audience such as in a manner that satisfactory understanding and reception is guaranteed is known as effective communication. If there is effective communication, same information will be shared by the receiver and the sender when a particular process finishes (Tripathy, 2018). 
For making the business successful, effective communication is vital. From higher level to lower, between co-workers, from assistants to leaders and from within the organization to other external organizations, several messages are there which on regular basis are delivered. Therefore, it is significant that messages are properly communicated by the people. Non-verbal communication, tone of voice, remarks, language and content are the factors because of which effectiveness of messages is impacted (Razak et al., 2019). 
Although, communication and interaction with people is required by several jobs in a way that is more intensive apart from others, the message has to be sent by the person in one way or another. Message being delivered is not enough because purpose related to the sender must be met through it. The factors because of which communication becomes effective comprise of:

[image: Characteristics of Effective Communication]
· Clear Message: The message that has to be transmitted by the sender must be systematically framed, easy to understand and simple (Thompson, 2018). 
· Correct Message: The communicated information should not be false or vague in any sense; moreover, there should not be any type of grammatical mistakes or errors 
· Complete Message: Communication is considered as the base for making the decisions and if there is incomplete information, then a wrong decision can be taken.
· Precise Message: The sent message is required to be concise and short so that straightforward interpretation can be facilitated and desired steps can be taken (Buerger, 2019). 
· Reliability: The sender is required to be sure that whatever is being conveyed by him is appropriate according to his knowledge. And the sender must be trusted by the receiver.
· Consideration of the Recipient: Other physical setting and channel of communication must be planned along with considering position, education level, knowledge, language and attitude of receiver.
· Sender’s Courtesy: Drafted message must reflect respect, humbleness and courtesy of sender towards receiver (Oetzel, 2017). 
[bookmark: _Toc39199245]Communication Process
Communication is basically a dynamic procedure that begins with sender’s conceptualization of ideas by whom the message is transmitted to the receiver through a particular medium, and then response is given in return in some sort of a signal or message within a particular time period. Therefore, seven major elements are there of the process of communication:
[image: communication process]
1. Sender: The person by whom the conversation is initiated is known as the communicator or sender and the idea is therefore, conceptualized by him that is to be conveyed to others (Razak et al., 2019). 
2. Encoding: Encoding process is from where the sender begins where non-verbal methods or certain words are used by him just like gestures, body, signs, and symbols so that information can be translated into a message. Success related to the message is greatly impacted because of competencies, background, perception, skills and knowledge of the sender.
3. Message: When encoding is completed, message is gained by the sender that he strives to deliver. Message can be non-verbal, symbolic, oral or written like sounds, sighs and body gesture or any other form of signal through which receiver’s response is triggered.
4. Communication Channel: Medium is chosen by the sender through which the message has to be conveyed to the recipient. Therefore, it must be carefully chosen so that recipient appropriately interprets and the message and effectiveness is there in the message (Thompson, 2018). 
5. Receiver: Messages are targeted and intended for an individual who is known as the receiver. And the message is comprehended by him in the way that according to him is the best so that objective related to the communication is attained. 
6. Decoding: Message of the sender is interpreted by the receiver and strives to understand it effectively. When the message is understood by the receiver then it can be stated as effective communication.
7. Feedback: Feedback or response is basically the last stage of this procedure in which it is made sure that the message has been received by the receiver and it has been accurately understood by him. Communication effectiveness is enhanced because of this as the sender is allowed to acknowledge the messages efficacy (Oetzel, 2017). 
[bookmark: _Toc39199246]Communication at my workplace
Effective communication is a tool that is vital for any environment success in this modern era. Encoding or transfer of message in involved in it such as from sender to receiver so that information can be conveyed to intended audience. Accurate channel has to be used for effectively communicating and transferring a message that is appropriate and that the audience can easily understand. This particular tool has been utilized to improve operations of the work process externally and internally. Enhancement in technology utilization have ultimately enhanced mediums of communication and ability is there in my organization to enhance communication which will be made possible through equipping and giving  effective communication so that ability can be developed to meet desires of the patients and resolve internal situations through sharing and gathering information. (Laponis and Chou, 2016).
Process of communication in my place of work comprises of several attributes through which it is indicated that the intended person has received the message that was conveyed. Initially, the communicated message is required to be easily understood and clear. Therefore, accurate communication mediums are required to be chosen so that this can be made possible and the information must be brief as well. Printed memos and emails have been adopted by the people so that written messages can be conveyed whereas; word of mouth and phones have been used so that verbally the messages can be conveyed to the staff. For the purpose of clarity, there should be informal communication and simple language must be used which can be easily understood by targeted workers along with targeted external audience (Buerger, 2019).
Because of effective communication, ability is there in the people to understand each other, resolve conflicting ideas and problems and calm frustration that such as through representing the concerns of them in front of accurate audience along with collectively searching for possible solutions. A workplace is ultimately promoted because of effective communication such as the one in which every singly person or individual is performing to attain productivity and goals that are common. (Hall, 2017) 
The tool of effective communication has promoting teamwork of employees towards attaining goals of the organization and allowing the patients to take decisions that are informed in their procedure through conveying benefits that are related with organizational services and goods. This will happen through making sure that conveyed information is clear, easy to understand and uniform and that it has been timely conveyed ultimately developing room for frequent response (Titsworth and Okamoto, 2017).

[bookmark: _Toc39199247]Importance of Communication at my workplace
In a Hospital its important to have communication skills, because there is only vulnerable people. People with Dementia, Alzheimer, as well as Stroke victims.   It is important to have patience as most of the patients  do not have the ability  to think fast and may not be able to make decision by themselves. Making sure employees take their time when asking questions, using small simple words   that are easy to understand is a vital in a Health Care setting. Non- verbal communication is important including body language and gestures, postures and facial expressions. While in a situation with a patient, keeping positive body  language  will assure them you are giving quality time and care, which improves their mental wellbeing.
The goals we set daily is  improving the quality of life that the patients faced in the Hospital as they feel that they are being cared for.   
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Good Communication is not an innate ability. It is an learned skill that can be improve by working to understand the basic principles. Here we have few on which we can focus. 
· Clarity 
· Listening
· Calmness   
· Education 


CLARITY
Patients struggle to understand complicated medical concepts. This means that a lot of the words you use in your day-to-day duties could well confuse your patients. As such, it’s important to start every encounter by assessing your patient level of understanding, before trying to relate information, in a way that they are likely to grasp.
You should always ask if they’ve understood everything you are saying, because this gives your patients a chance to ask for additional details and mitigates the risk of misunderstandings. Asking if people have understood what you are trying to tell them and offering to explain further, also helps to show that you value the patient and are happy to spend more time meeting their needs. Particularly if you are delegating a task, or find yourself on the other side of the conversation and don’t fully understand what is  being asked of you. Taking the time to ask questions and offering space for further discussion is one of the keys to good communication.        
Listening
It’s also important to spend time listening to your patients, and thinking about what they are trying to say. The importance of showing patients that you are really listening to them by giving non-verbal cues like head-nodding, which helps to encourage communication and build rapport.
Calmness
Finally, it is important to stay calm and collected at all times. Even if patients are complaining about the care you’ve given, or talking to you in a way that feels aggressive or confrontational.

Education 
The university course will improve these skills, and open a opportunity to deliver a higher standard of care . likewise will help  to refine your approach to emotionally charged situations and equip you with the skills needed to deliver consistently excellent care.  
One communication way is there which actually works well. A forum must be developed for the patients/relatives through which they can give their feedbacks and questions can be asked by them. Because of this, it can be made sure that they have received the message. These sessions of feedbacks can be carried out during meetings with the staff or through an online forum of employees. Apart from the process or policy, there must be a feeling within the patiets that opinions and thoughts of them are being heard (Oetzel, 2017). 
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Mutual understanding can ultimately contribute towards making the communication effective. In every aspect that is related to life, the significance is there of communication. Detrimental results can be caused because of poor breakdown of communication which can not be reversed. Specifically, in those particular institutions who are involved in dealing with matters related to the healthy of people. 
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