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Introduction
Communication is so much important that even, when nothing is said, there is still communication-“one cannot, not communicate”. (Watzlawick P.). The purpose of this report is to provide an analyse of the effective communication at the workplace. It will look at the definitions of communication from various sources, the elements of communication, and types of communication: verbal and non-verbal communication, how, and where to apply which type of communication. It is believed that ‘’most problems within organisation boils down to weak management and poor communication. Rowson, P.(2009)
Definition: 
“Depending   on the nature and type of job, a good communicator is said to be someone who is good at talking/speaking, and/ or writing.it entails being bold to relating to people face-to-face or through other media such as telephones, emails, fax etc.’’(youth central).
The exchange of information between individuals, for example by the means of speaking, writing, or using common system of sings or behaviour.( Encarta world English dictionary) So communication is something that humans cannot do without and as such must be good at it, to enjoy the fruit thereof. This calls for the need for a proper communication skills. 
. Holmes K. (2001) defines communication in five simple steps:
1. The ability to speak clearly so that others understand your message
2. The ability to listen properly so that you hear and understand what other people are saying to you.
3. The ability to write clearly so that other people can read your message and understand
4. The ability to use correct grammar and spelling.





The ability to interpret and use other elements that contribute to communication, such body language. There are different types of communication: verbal and non-verbal communication
Verbal/spoken communication:
This is involves face-to-face, telephone, radio or television and other media. It’s speaking to or listening to someone.it uses words, sounds, and language. It’s normally known as the spoken language because words are media of expression.



Writing word is another form of communication:
These come in a form of news, faxes, emails, sms, books, magazines, and commercials.



Non-verbal communication:

Body language: 
The manner a person sits; stands; moves arms, hands, and feet; other subtle motions.
Facial expression:
 Human faces are unbelievably expressive not forgetting the eyes, mouth, eyes, and any other movement.  Facia movements express emotions such as happiness, hurt, anger trust, confusion and boredom.
Posture:
 The manner you carry yourself, this involve how we sit, stand, rigidity, uprightness. Or sitting loose at edge of your seat in a lecture hall, you convey a message via your posture and positioning.


Eye contact:
 Many people often associate trustworthiness to people who talk while maintaining good eye contact and vice versa. Eye contact is also used to convey interest and emotions, and to promote rapport with the receiver of the message. It is also used to feign interest, mislead, and fake interest.
Gestures:
 Most often hand gestures are good transmitters of communication. They mark the spoken word and make it more meaningful. Mostly unconscious gestures such as scratching the nose, scratching the hair, placing the hands on the hips, and waving communicate messages positively or negatively.
Signs: Signs and other substances with words, pictures or symbols are seen as a form of nonverbal communication.
  Silence: this involves no utterances, absolute stillness and still means something.
     

Interpersonal skills
For a proper use of the verbal tool of communication interpersonal skills are required, which is defined as the know-how to effectively communicate (speak), be social, connect and co-work with people of diverse personalities. This skill benefits not only their owners socially but professionally as well.
These skills include:
Active Listening,
This is eye-focus fully and attentively listening to what a person has to say and speaking back to him/her, sometimes paraphrased, to ensure that what was said is precisely understood. Whenever people feel being listened to, they associate it with being taken serious, and can boost employee sense of belonging in the environment they find themselves-workplace. Active listening can also be a non-verbal way of communication through the use smile, posture etc.



Questioning,
This is the ability to gather more detailed information about someone’s or look deeply into an idea by asking open-ended questions. To properly apply questioning, it’s advised that one observe the pattern of his/her listener. Some people are more inductive- they pay more attention to details than facts, in other words, they prefer detail first, and then points. Some persons consider point first and second details. 

Conflict Resolution,  
 The ability to calm down things in turbulent times, by the application of compromise, and negotiations technics.
These skills can save the day and maintain good communication at workplace. It can abort strikes, demonstrations, and increase employee satisfaction.
Empathy,
 The ability to understand the feelings of another person. It’s actually the capacity to see things from another man’s point of view.


Emotional Regulation,
This is self-controlling one’s own emotions in certain offensive situations. For instance, this will normally call for one easily losing control of his/her emotion. A proper command over emotions could save the day. For example when there is misunderstanding due to a non-meant-to-harm joke during a nice conversation.


According to Rowson, P(2009).”  Personal attributes such age, gender, physique, and disposition of those involved influence both our own actions and our relation  to behaviour of others. A proper understanding of emotional intelligence will helps communicators to handle the elements and other barrier of communication.
Emotional intelligence is “defined as the ability to persuasively motivate others, to one own and other people’s emotion, to give open and honest feedback sensitively, to form alliance, to monitor one’s own behaviour and to read politics of organization.’’Goleman, D.(1997)among 

The elemnets of communication
Message are signals and symbols use to transfer what we intend. Communication messages are normally sent in visual, tactile or olfactory
 Visual messages written communication and the non-verbal modes, which are facial expression, gestures and so on.
Tactile communication are the use of touch and body contacts (handshakes, hugs and kisses)
Auditory communication this may be face-to-face or by telephone.

Channel described the medium and the message delivery means. The means of communication would include telephone pager, face-to-face, written (fax, emails, newsletter)
The rest of the elements of communications are: Feedback, Context, and noise.


Application of communication
Its good to treat colleagues with respect as one wish him/herself to be  treated in  our social as well as proffessionasl life. “If you’re not as caring toward others as you could be, you need to get the focus of yourself” (Maxwell, 2009, p109). Communication is the key to brigging the gab betweena two  different lifestyles.”Lack of proper communication skills in diverse workplace can cause many discrepancies among co-workers. People live in an increasingly complex world. Effective communication between fellow co-workers from different cultural backgrounds ensures a very successful organization. As we already know in today’s workplace it is very important to be able to communicate with our fellow’s co-workers.
 
Conclusion
An effective communicator, selectively choose the appropriate communication channel, comprehend his audience, tries to minimise misunderstanding and overcome the communication barriers.
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