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Introduction
Communication is one of the most important things in human life , one of the most important skill that help us on our professional and personal life every day. To have a good communication means getting the right message to the right person in the right medium at the right time.
What is Effective commnunication and why it is so important ?
Communication - a concept derived from the word communis(common) in Latin . We may therefore claim that "communication" is equal to "doing something common" or "making it known." Over time, the notion of communication has been approached from different viewpoints and has contributed to a drastic increase in meanings. By exchanging thoughts, ideas and feelings, the act of doing some common things is done.So, communication is an exchange , you give and you receive .
It is a fact that each person is different and communicate in a different way. The presentation of a message or a point of view is not all that exist in communication , Of course, it is important, but just as important is how you adjust to your listeners personality to carry your point of view . Everyone has different views of the world and looks at different things, people and problems ,making effective communication to be a great challenge.  
Effective communication is characterized as the capacity to transmit information to others efficiently and effectively. In the opinion of R.W.Griffin "Effective communication is the process of sending a message in such a way that the message received is as close in meaning as possible to the message intended" (2009) . There is no room for misunderstanding or alteration of messages by delivering messages clearly, which decreases the potential for conflicts and leaves all involved parties satisfied accomplished. Each author attempted to provide the definition deemed appropriate by him. For example, communication is defined by C.Hovland and his colleagues as ”a process by which a communicator transmits stimuli  (ussualy verbal) to modify the attitudes and behaviours of others individuals (audience) “ (Hovland and Janis,1959).




For effective communication it is not enough just to talk ,but you must also listen . Good communication starts with good listening . Employees can deepen their connections with others in the organization and enhance teamwork, decision-making and problem solving skills in the organization. At the professional level, it is essential to treat your peers adequately, even in stressful situations, to make good decisions. This is one of the reasons for the increasing appreciation of effective communication skills.
There are various types of communication, each suitable for different contexts and purposes:
· informative communication, used primarily in journalism, computer science, science, police, and consisting of a reporting of the facts in a way that is as objective as possible, closer to reality, and the recipient shapes his own opinion from the related facts as a result.
· Expressive communication , It is more personal, particularly used in literature, poetry, theater, film, painting, music, psychology and includes the transmission of feelings, personal thoughts corresponding to a subjective view of the world.
· Argumentative communication, the message is adapted to the receiver, which is present in politics, advertising, sales, justice and aims to convince the recipient.
To be succsesful we must know how to communicate as well as possible It is wrong to believe that a person who knows how to interact must talk a lot. We must use all forms of communication as convincingly as possible, depending on the interlocutor.
As form or methods of communication we can list :
1. Verbal communication, this involving the use of language as a form of expression, Face-to-face, telephone, radio, television and other media are included
2. Nonverbal communication , which involve the use of nonverbal symbols, expressed through body manifestations (gestures, facial expressions ,accent, intonation, interjections)
3. Visual communication , like charts, maps, logos, photographs, videos, films and other visualisation , can all transmit messages.
4. Written communication , letters, emails, social media, books, newspapers, the Internet and other media are included.
One of the most difficult aspects of a person's job is good communication. Wherever we work we can have communication issues . In an attempt by a person to put their ideas into words in front of others, a number of obstacles can arise . The discrepancy 




between the content of the message we want to communicate and the way others interpret the message is the root of most communication problems . How can we reduce this gap ? One of the most fitting approaches is to observe the effect on those around us of our acts and speech. The best way to consider the effect of the message on others is to induce a reaction from them, the feedback.
People seem to be more open to each other in personal relationships as they have more trust in each other . Due to the fact that the manager has power and, on the other hand, the fact that information is distorted as it passes through informal communication channels within an organisation, things are different. It is important to speak to superiors as well as peers and subordinates within an organization.
Communication is , without any doubt, at the top of the problems that any person faces . There are a few who can guarantee that they communicate successfully with almost all the interlocutors . People communicate verbally with each other (face to face or by phone) , nonverbally (gesture or facial expression) , through written message (letters , report) or through a third person (a messenger ) . 
Effective communication is a process that involves the empathy as a way to establish the communication relationships . Empathic listening tactics , such as content imitation ,content reformulation and emotional reflection , are often used in the communication process, These tactics are effective only if they result from a sincere desire to understand  and also requires an investment of time . The answers formulated by the interlocutors in emphatic communication mode can be answers in a autobiographical way , evaluations in which we agree or disagree, examinations in which we ask questions from a subjective point of view ,  suggestions through we give advice , using our own experience as a model , interpretations through which we try to represent people , to explain their attitudes and behavior , based on our own motivation and behaviors .
Also, to increase the chance of making our communications effective , we must think before communicate ( wherever if is verbal or writting , take a few moments before and think about what you want to say precisely) , be clear ( transmit the message in a way that is easily understood by all receivers , avoiding confusion ) , be brief (be short and to the point ) , be specific (that gives a clear message and helps others set an expectation ) , be timely ( we develop trust when we offer an answer or an explanation as soon as possible to the one who asked for that ).








Conclusion
As social beings , people need communication to relate to the people around them . Communication is vital for us , it is found in all the activities we undertake .The way we communicate with ourselves is also reflected in the way we relate to the people around us . People who genuinely express what they feel, what they represent, express emotionally charged messages in phrases, can inspire and increase intense feelings in the interlocutors with a special motivational energy. Effective communication is one that is based on attentive , empathetic , uncritical listening . Our succes in all our efforts in life depends on how well we communicate with others.
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