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Introduction

Communication (from Latin communicare, meaning "to share") (Harper, Douglas, 2013-06-23) is simply demonstration of moving information from one individual or group to another.
Each communication includes a sender, message and a recipient. The transmission of the message from sender to our recipient can be influenced by many different things. For example, our feelings, the social circumstances and even our location. The unpredictability is the reason great communication skills are considered so alluring by managers around the globe: exact, powerful and unambiguous correspondence is entirely hard.

Communication skills are the ability to know the behaviour, character of others and moreover how to manage associates in the workplace. This is the most huge expertise that representatives finding. It expect extraordinary job for the labourers as they can get achievement by new considerations and data. For any field correspondence is a single strategy to express musings, feelings and recommendations. Nobody can demonstrate great accomplishments without correspondence. Relational abilities furthermore engage a person to express or pass the data and the crowd individuals can get that viably.


Types of Communication
There are many ways of communication, but the main types of communication are: Verbal, Non-Verbal, Written, Formal and Informal, Visual communication.
Verbal communication is a communicative, mutually directed action that takes place between one individual, several objects or more, which involves transmitting information with different orientation and receiving it. In verbal communicative communication, speech is used as a communication mechanism, which is represented by the language systems and is divided into written and oral. The most important requirement for verbal communication is clarity of pronunciation, clarity of content, accessibility of thought presentation.

Verbal communication can elicit a positive or negative emotional response. Therefore, every individual just needs to know and properly apply the rules, norms and techniques of verbal interaction. For the effectiveness of communication and success in life, everyone must master the art of rhetoric.

Example for Verbal communication
A General Director or a C.E.O might give an interview with which is being viewed by hundreds of partners of the organization. Their discourse and verbal correspondence should be exact with the goal that they don't chaos up or are not misunderstood. Indeed, even in extreme occasions, the verbal communication skills of these leaders have a outstanding influence in reassuring the group.
Non-verbal communication 
In the first moments of our meeting with someone, even before we meet officially, and even before we speak, we begin to gather information about him. Almost every element of people's character and their personality can be guessed by their appearance, posture, way of movement, gestures, facial expressions.

Each of the non-verbal behaviours we display, such as our gestures, the way we sit, the timbre and tone of our voice, the distance we hold the person we talk to, and the eye contact we make, convey strong messages, even when we stop talking. Even when we remain silent, communication continues in a non-verbal way.

Non-verbal messages make up as much as 80 percent of human first impressions. They are clear signs of his inner state and of his unspoken feelings and thoughts.

Non-verbal behaviour is a combination of non-verbal cues (purposeful transmission of non-verbal information) and non-verbal cues (they emit information, whether or not a person wishes to share it), in which conscious and unconscious characteristics are combined, partly innate and partly acquired as a result of upbringing and education, especially in early childhood.
The Five Different Roles of Nonverbal Communication

Repetition: Non-verbal cues can serve as a repetition of the verbal message, which makes it stronger.

Contradictions: Non-verbal signals may conflict with the message we are trying to convey.

Replacement: The non-verbal signal can replace the verbal signal. For example, eyes can sometimes express much more than words.

Completion: Non-verbal cues may add additional information or complete the verbal cue.

Emphasis: Non-verbal signals can emphasize or emphasize the verbal message.
. 

Written communication 
 Written communication has some advantages, for example: saving time on the communication partners, giving you the ability to think well of the post, avoiding the tension of the unsure people who choose to avoid visual contact, ability to edit the text many times.
For writers, communication must follow some rules - the letter must be accurately addressed, honest and specific.
It has to be grammatically and stylistically extended, lined up within the limits of a partial style. 
Often, documents are of legal value and are evidence in litigation. Correspondence of the Latin origin of the word and literally means correspondence, informing.
Formal and Informal communication
The informal communication is a casual communication in which information is exchanged spontaneously between two or more persons without following the prescribed official rules, processes, system, formalities and chain of command.
An informal form of information sharing is one that is commonly used in personal conversations with friends or family. Within the business environment, informal communication can sometimes be seen in conversations, emails, text messages and telephone conversations between employees who socialize.

The formal communications is communications that is built according to rules, instructions, and normative documents and are carried out through formal information channels. This type of communication is most often written. Their biggest advantage is that they can be stored for long periods of time.

Visual communication is the movement of thoughts and information in structures that can be seen. Visual communication to some extent or entire depends on eyesight. This is a wide range that incorporates signs, typography, drawing, illustration, graphic design, modern plan, advertising, presentation and electronic resources.

Effective communication 
The modern man strives to be successful everywhere - both in work and in personal life. Career, family, and friends - all part of life and effective communication allows you to organize all areas and reach maximum agreement. Everyone should strive to improve their social skills. Even if difficulties initially arise, over time this knowledge will bear deserved fruits - trustworthy interpersonal relationships
Barriers to effective communication 
Barriers to communication can influence each discussion that someone has. There are many different barriers to communication like use of jargon, lack of interest, language and many more.
Distraction is one of the most common type of barrier. You could be distracted by receiving a text message or be spoken to whilst trying to concentrate.
Jargon is an artistic term that is characterized as the utilization of explicit expressions and words in a specific circumstance, calling, or exchange. These specific terms are utilized to pass on concealed implications acknowledged and comprehended in that field.
Language differences and unfamiliar accents. The language obstruction is one of the primary boundaries that point of confinement successful correspondence.
Cultural differences










Types of communication between the employees in Just Helpers Ltd.

Just Helpers Ltd is a fast-growing cleaning management agency based in London.
There are currently 73 employees working in the organization, of which:

· 65 cleaners
· 2 Team Managers
· 2 Operation Managers
·  Sales Manager
· Accountant 
· Marketing advisor 
· CEO

The communication levels in the company are structured as follows: 
Cleaners reports daily to the Team managers about any problems, delays or any personal issues regarding their working schedule. The correspondence between the cleaners and the Team managers is most often Verbal and Written communication. This includes phone and WhatsApp calls, text massages, voice massages and voice mail, emails and face to face meetings. All the information needs to be collected and addressed accordingly to the department it belongs.                                                                                                              

For instance: 
: A Helper is calling the Team Manager on Monday morning just after receiving her salary. There is an issue and the transferred amount is less than what she invoiced for. 
The Team Manager will need to address this problem to the finance team. Once they resolve the issue the Team Manager needs to communicate this back with the Helper.


Team Managers, Operations Team, Accountant, Sales Manager and the Company Director (C.E.O) communicate regularly. The correspondence among these departments is furthermore Formal and it is expressed by routine phone calls, emails, conference calls, team meetings, check in, group presentations and weekly reports.


In order to keep effective communication between the managers, the Company Director organize quarterly team buildings with an experienced business coach who evaluate working environment and cooperate to build a strong and successful team.











How to improve the communication in Just Helpers Company?


The creation of an effective working environment who is purposeful and efficient needs an active participate from the side of our employees. This process takes time and open communication from each part of the company.
When we create an environment that gives people the freedom to speak openly and honestly without fear of negative consequences, we are building a company that has the advantage of having different perspectives and not being limited to one way of thinking and working.
The opportunity to speak freely will give employees the ability to recognize and show the problems before they turn in to a crisis.
The five most effective ways to remove all communication barriers in our company are:

1. To build new bridges

To create new teams made from employees who works in different departments and usually doesn’t have the chance to work together. The more bridges between employees, managers and departments we build the more effective the communication will be.

2. Reorganization of the working process 
The team building is an essential way to improve the communication in every company. Instead of allocating the team members to the departments to which they belong, we can allocate them to the project they work on. This approach will minimize the “We v/u Them” between the different departments and will encourage the team work to achieve one common goal -the development of the company.

3. Give a personal example 
As Managers we are the leader figures who are building the standards for all employees. 
We need to be open and fair our employees will follow our example and will respond by the same way. If we want to see the change in our employees – we need to change first.

4. Promoting transparency

We need to publicly praise employees for their sincerity, whether the new ones they bring to us are good or bad. Add effective communication to employee performance appraisal criteria and make it one of the key factors that determine whether or not an employee will be promoted.

5. Listen and learn

 To encourage people to talk to you about everything that is happening in the organization by listening carefully and learning from what they are saying. This does not mean that we have to agree with everything they say but be quick to criticize and punish them for their honesty. Listening is usually much more useful for building a relationship, because in most cases giving advice shifts the focus of the conversation onus, rather than on the needs of employees, the company and our customers.

6. Be positive and smile 

Even when you are talking on the phone, keep smiling because the person on other side will feel your positive attitude and they will respond you the same.


Conclusion
[bookmark: _GoBack]Communicating better with other is a skill with many functions. Moreover, it is directly related to the quality of the human factor that underlines every good business. Communication skills are the primary segment of the present life. There are a few points of interest of communication skills and it is useful key for the company, organization or firm. It develops the profitability and rate advantage of the associations and furthermore improves the general information of representatives in regards to business and overseeing others including professional and non-professional relationship.
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How to write an email (electronic communication)?

The emails are one of the essential ways for electronic communication in our modern days. An average office worker receives more than seventy emails per day. This is a lot of incoming communication, which if it is not written correctly might be hard to understand and respond properly. 

To avoid any difficulties for the recipient we must know a few important rules of how to create a good structured email.

Start the email with a recipience. In the field “To” is the direct audience of the email. Field “Cc” and “Bcc” (Bcc can only see the initial email, but not the chronology) are for clarity, information and recipience who do not need to take any other action.

Every email should have only one short and accurate subject. We also have to use keyword that will give us a clue exactly what we are writing about.

Moving forward - choose the correct format, font type and size. Always start an email with a proper salutation for example (“Sir, Madam, Dear, Mr, Mrs, Miss, to whom it may concern, Dr and etc.”) 

The formal emails need to be structed to three main paragraphs:

1. Introduce yourself in first paragraph (if this is necessary)

2. Summarise the most important information and place it on the top of the email.

3. This step is to get to the point of our communication (for formal email it is good to be direct, as long as we are polite)

4. Use a proper form of closing the email (Such as salutation there is a couple of closing forms that are acceptable for formal emails like “Your Sincerely, Respectfully, Kind regards, Best wishes and etc.”)

For a good impression the following things should be avoided: 

· Slang language

· Emoticons and emoji

· Jokes 





Last but not least a final check for any grammar, punctual and spelling mistakes is recommended before sending the email.  



Vanya Petrova 
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Definition of Active Listening 





Active listening signifies, as its name proposes, effectively tuning in. That is completely focusing on what is being said as opposed to simply latently 'hearing' the message of the speaker. 



Active listening includes tuning in with all detects. Just as considering the speaker, it is significant that the 'attentive person' is additionally 'seen' to tune in - generally the speaker may infer that what they are discussing is uninteresting to the audience. 



Interest can be passed on to the speaker by utilizing both verbal and non-verbal messages.

Listening isn't something that simply occurs (that is hearing), listening is a functioning procedure where a cognizant choice is made to tune in to and comprehend the messages of the speaker. Listening is the most essential part of relational skills

Active listening is additionally about persistence - delays and brief times of quiet ought to be acknowledged. 

Active listening concentrating completely on the speaker as well as effectively giving verbal and non-verbal indications of tuning in. 

By and large speakers need audience members to illustrate 'undivided attention' by reacting fittingly to what they are stating. Fitting reactions to listening can be both verbal and non-verbal, instances of which are recorded beneath: 



Indications of Active Listening are:



Non-Verbal Signs of Attentive or Active Listening 

This is a conventional rundown of non-verbal indications of tuning in, at the end of the day individuals who are listening are bound to show probably a portion of these signs. Anyway these signs may not be proper in all circumstances and over all societies. 



Smile-Little smiles can be utilized to demonstrate that the audience is focusing on what is being said or as a method for concurring or being upbeat about the messages being gotten 



Eye to eye connection -It is typical and normally promising for the audience to take a gander at the speaker. Eye to eye connection can anyway be threatening, particularly for increasingly timid speakers – measure how much eye to eye connection is proper for some random circumstance. Consolidate eye to eye connection with grins and other non-verbal messages to empower the speaker. 



Posture – It can educate a ton concerning the sender and collector in relational collaborations 



Reflecting -Programmed reflection/reflecting of any outward appearances utilized by the speaker can be an indication of mindful tuning in. 



Diversion -The attentive person won't be diverted and accordingly will cease from squirming, taking a gander at a clock or watch, doodling, playing with their hair or picking their fingernails. 



Example for Active Listening in Just Helper Company 

I our Team days we are discussing the future quarter, sales targets, marketing strategies and new projects. 

To show that we are active listeners each one of us summarise the received information by the end of the day.

At the end of every team meeting there is a couple of open-ended question which is excellent way to confirm the understood information. For instance: “What is the sales target for the next quarter of the year?”



Active listening takes practice to improve and keep up. The more you apply these techniques, the more essential they’ll feel.













Vanya Petrova 

Student Number: 1817743

Date: 4th August 2019
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From: Vanya Petrova ( vanyapetrova13@gmail.com)

Managing Director 

Just Helpers LTD 



To: James Parker (jamesparker@gmail.com)

Date: 15th July 2019



Subject: Business Proposal



Dear James Parker,



I would like to introduce our organization Just Helper LTD that specialized in the Business of providing domestic and office Cleaning Services.

We, as a company, have been giving the best services for the last seven years. Some of our clients are the most repeated organizations in the city. Not only providing cleaning services, but our company also accommodates plumbing assistance.

Ever Since our first client, until now, we have never received one single complaint about our services. It will be a great honor to do a business with you and that will add another reputed organization in our client list.

We would be highly grateful if you consider our agency for providing cleaning services tou your office premises.

I am also attaching our quote form. In case of any further queries do not hesitate to get in touch by email or phone call on 07516160448.

Looking forward to hearing from you.



Kind regards,

Vanya Petrova

Managing Director

Just Helpers LTD                                                                           
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Vanya Petrova 


Managin Director
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