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Introduction 

Communication skills are the skills that we use every day in our life, both in private and professional, but there is so many different ways of communications which we practice in our life. Effective Communication in our world is really important, if we are a good communicator we can easily engage with people, our conversions will be always interesting in private life and the ideas given by us in business plan can be considered, as they are sound more interesting and positive. Yes, the person who has a positive attitude more likely he/she is the good communicator. The people with good communication skills are good speakers, active listeners and have a good observation skills. However, even some of the most positive communicators may have their communication skills undermined. If, example, aspirations and feelings get in the way, talents, confident and compassion can eventually disappear and you may find yourself falling back on unacceptable and inaccurate behavior. There is different ways and styles of communication it is in our workplace nowadays. Based on our information, research and experience we can find out which one we use more effectively and why in our professional life. 
                           Encoding and Decoding process 
Communication is the process sending and receiving information from and to the people, and receiving feedback to confirm that message has been understood in right way. However, that’s not always possible as there is so many reasons. Here is example of encoding and decoding process between people. This is the example of the process of encoding and decoding that we learned in our in-class activities.                                             Noise 
 ‍️Message sender > Encoding>Channels>Decoding>Message receiver 
                                              Feedback 
The purpose of encoding and decoding is one aspect of the widely agreed flow of information that occurs during any interaction involving parties. Described, it is an idea that is created by one person, formed into a message, and sent by that person to another person, who then receives a message, identified it, and then producer his or her own thought or interpretation of its meaning. However, any messages to be delivered and presented in the way we get them to rely on how the same issues allow the receiver of the communication to “decode “in the same way. 
The crucial challenge is that if correspondence is not properly understood, it will have implications for the value and behaviors of the recipients, their feelings and their wider actions, which ensures that many problems of relationships in teams, at work and elsewhere appear to stem from bad communication. Related to this method, the sender encodes messages and then send via the channel and the receiver decodes the message, how this affects work place and what is the result of misunderstanding or wrong send it message and the same way decoded can lead to so many problems.  
 
                             Face to face communication 
 In our work place we used to communicate face-to-face, phone calls and messages, email’s, WhatsApp group chat, and radio connections between our team during work time. When we send the message or talk with someone we rarely check if the message understands it correctly, we are most of the time in rush and excited to explain our felling’s without waiting to get back feedback of the receiver. Some people when talks does not wait reaction from other part or listen to any other distraction, such as background noise which can wrong spelled word or just language accent, as we all come from different cultures and English is not our native language. In my work life I’ve noticed how small misunderstanding cause huge problem which affect whole team. 
                    Verbal and Nonverbal Communication 
Verbal is most common a powerful way of communication, comprises words that can be spoken or written. Since this is a digital world, emails or messages frequently sent and received from and to co-workers or managers  to keep up-to-date with work current situation which is ease our life. Verbally we can transfer our knowledge the person of other site, share information but that sometimes could be difficult as the reason the way we do.                                                                                                                                                              
Nonverbal communication plays a key role in maintaining positive effect in our speech, this type of communication is always connected with verbal communication, whenever we can face expression, body posture, gestures and eye contact. Our body language communicates the point clearly and makes an impact that last long. It helps to support or challenge statement only by facial expressions! This can have a great effect. 
 Every day at work we have to face it with our colleges and managers, with whom we have to discuss the work issues or sharing ideas about how we can improve our workplace. But when it is comes about sharing ideas or any suggestions in our everyday briefing, to talk and past correctly the message we have to be good speakers, but not only that, we have to know how to use our body in front of audience. Eventually when we talk, and trying to be effective speaker about what we think, we have to know how to use our body, our bodies speaks more than our tongue the eye contact, gestures, face expression and movements. But what if we done everything and still not get the wanted result? The reason could be of you voice volume and speaking speed, or face expressions and body movements. You voice tone it could be more effective than your speech. If you speak loudly that’s show to the people of the opposite, side that you are very excited and cannot control yourself. However, this could be a reason to help to sitting behind people to hear you. The speed it’s un other issues, if you are very fast speaker the most of the listeners can miss a lot of information passed trough by your speech. But let see other side, which are slow and really boringly detailed speaker, here the audience will be extremely bored and in terms to avoid that boring sometimes they can miss a lot from your talks. 
  

The voice intonation can affect your presentation and meetings if you continuously speak in monotone way, that could be looks like you have no interest of that what you talking. But let’s have a look of the three points of voice effects, if of all our conversions are in same way, but you if we change the speed and the volume on middle of the speech more likely, that we wanted to pay attention for this specific details. Considering as a more important points of the speech and highlighted with a voice change. 
Facial expressions are part of our speech or daily talks. According to the book of Peter Morgan ‘There are 250, 000 different facial expressions, meaning that the brain has to work very very quickly to recognize the signal being sent by others ‘, we very often show the emotions with our face movements, for example easily you can understand that someone is really happy by their wide smile. 
When we think of something and trying to remember we look in somewhere or keep moving our eyes. When we are questioning we race our eyebrows, when we are surprised and in shock we open our eyes widely, the fact is when you want to engage with people you keep eye contact with them. Really easy to recognize the person sadness by see their face or when they come with very bad news.
 Gestures and movements used in our conversations or speech we more like to try to give a visual picture of our thoughts. Another of my opinion about the people who use their body movement and gesture are likely people who are the nervous. But sometime the meaning of the gestures used can lead of misunderstanding as the people we interact are usually people with different backgrounds and culture. Continuously gestures and movement from one place to another can take our attention from the actual point of the talks. 
                                        Virtual communication 
In our days we virtual communities become part of our life. Virtual contacts it is easy way to contact each other to exchange ideas and opinions, while we are far away from our workplace. Sending and receiving emails it is become part of our daily life. Although there are various benefits from virtual communication, one of the key points for discussion was the prevention of healthy and productive working relationship. 
When we use to communicate virtually in our professional life, we stick to the rules and etiquettes. For example, when we send an email, we used the company details, give in a medium text the relevant information and if needed more details arrange face to face meeting. Another important thing when someone sends us email, and we do have to confirm, that is the way we confirm that we received the message. 
 





To communicate between team members in our workplace we use WhatsApp group chat where we can exchange daily small thoughts or issues in our workplace. Although we keep our messages clear and we do not share our private life changes or activities as this is the professional WhatsApp group. This way of communication helps a lot to improve of quality of our work we can share visual photos of our work and ask for suggestions or any changes. 
The phone calls another way to contact each other. When we arrange meetings or cancel, when we have to discuss widely the future project while we are at home or away. If is an emergency we more likely to choose to contact our duty managers by phone rather than emails. When we do phone calls, we have to be clear and understandable as the person of others site cannot see us, and wait for feedback as that can be confirmation of effective phone communication. 
                      Barriers of effective communication
There are some barriers in our communications we face frequently. One of them can be language issues, as we are working and live multicultural city, as we all have a different accent and dialect as English is not our first language. The misunderstanding can cause a lot trouble, that’s why to avoid this to happen we have to as to received feedback. 
The other issues when we do not listen till the end and make our conclusion, then past our version of thinking and understanding to the next person. If this is really important message can course big damage to the company, to avoid this kind of issue we always have to send our important messages by email or writing letters. 
Noise distractions is barrier when you have meetings face-to-face on public places, or have our conversion by phone or online face meeting but there is background noise. As we are thinking is not polite to ask to repeat the message, we pretend that we understood everything, in that case we can miss some really important things. 
                                           




                                              
                                             







                                          Conclusion 

After my reading and research, I have done I understand that aspect of communication is huge and wide. Although I learn a lot during my first term of the study, despite even of some barriers, such as of distance learning, work and study in same time as I had huge gap of my study life. We always use communication in our life both professionally and private, but I never thought about that’s effect as and how I use mine. I have learned and I know where I have to improve my skills and what are my barriers. Now I am more confident when I speak with my colleagues as I can read the reaction of their face, so I can understand what are their opinions about my thoughts. However, I still have to study and develop my knowledge about the communications skills especially at workplace. The key point is to be successful commutator is listening carefully with full attention, and give feedback with confirmation of correct understanding. The effective process of communication is the way of successfully career progression. There is more to discuss about the communications skills, but of my point of you I highlighted more important ones. 
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