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The purpose of this report is to show my understanding of communication skills and my application of them inside my working place.
Inside of the report I will refer to several experts, several communication trades marks and several type of communication.


Communication represents the sharing of information by different mediums. Most used forms of communication are writing and speaking, other forms that we know are visual information and body language.
Written communication is used since old times ago and is formed of information’s that are left some from generation to other generations.
Writing is different from country to country, and from style to other.
Spoken information is different, most of the information’s submitted in oral form are lost in time, or the message changes or dilutes over different periods of time, but remains our main mean of sharing information’s.
The visual category of information is shared between people usually in form of warnings, commercials and other signs (e.g. road signs)
Boddy language is formed of all the changes that our body manifests in case of discomfort, threat and others. This is identified trough changes inside our voice, facial expressions, blinking posture and gestures.

One of the most famous experts in body language Amy Cuddy stated that “a handshake, or the lack of handshake can have us talking for weeks and weeks and weeks.” proofing the fact that our body language is really important and gives an important feedback .
According to another expert Rd. Albert Mehrabian, we use more our body language while communicating. He demonstrates that body language is the most important of our trades.
“Total Liking = 7% Verbal Liking + 38% Vocal Liking + 55% Facial Liking. Please note that this and other equations regarding relative importance of verbal and nonverbal messages were derived from experiments dealing with communications of feelings and attitudes (i.e., like—dislike). Unless a communicator is talking about their feelings or attitudes, these equations are not applicable.” (Albert Mehrabian 1967) he defined the idea of importance of body language after conducting studies on the phenomenon.
Yet another model of communication is Shannon-Weaver’s mathematical model, they made clear that inside the communication should be the next components.

· “Source of information 
· Message 
· Trans minion
· Noise
· Channel
· Recover 
· Feedback” (Claude Shannon and Warren Weaver. 1945)
They put the base inside modern communications, this model is still applicable in our time.
The main goal inside of communication is to share and receive back information’s. Often the communication is not clear, mainly because of the body language element. This is one of the more unnoticed parts o communication. 
Body language represents a mixture of trades that are sending different information that those that are supplied by spoken information. 
Yet another expert on the phenomenon Jude K. Burgoon found that kids are less reluctant on facial expressions.
“Children rely more on verbal than nonverbal cues. As children acquire language, they become highly literal. For example, they do not interpret sarcasm well. Prior to puberty, however, they shift to greater belief in nonverbal signals.” (Jude K. Burgoon, 1994) discovering a difference between adults and young kids , noting that they are not identifying sarcasm, and that are taking literal every information’s that they are receiving, proofing that some certain trades of communication we develop later in our live.
Formal communication is another type of communication, this type is used in reference to the official information. The specific of this type Is that the informational flow is controllable and deliberated by the informant. The formal information by the deliberate effort of the informant makes possible a delivery controlled by the speaker and is cost friendly because the information is getting delivered at a certain set point.
Examples of formal communication are letters, e-mails, notice boards and more as nonwritten in the form of speech, conferences and presentations.
Informal communication is different of her formal counterpart because is not limited by official standards rules and regulations. The information is shared spontaneous, between one or multiple parties without fallowing a certain rule of command. Even more, as a difference between this form and informal communication, it can not be tracked back to the originator, often is considerate gossip and tries to cover more personal needs and does not meet any conditions of her formal counterpart.
Elizabeth Kuhnke stated in her book Body language for dummies that “Like it or not, your body language, or nonverbal behaviour, says more about you, your attitudes, moods and emotions, than you may want to reveal.” (Elizabeth Kuhne, 2007) Arguing that we let out using our bodies more information, and more clues that we try to hide, or to partially cover from our message recivers.

Posture.
According do Amy Cuddy, our posture have a meaning, people around us can judge us, affecting our hiring chances, meetings and other decisions affecting the perception of our personality.
“there's a lot of reason to believe that this is a valid way to look at this. So social scientists have spent a lot of time looking at the effects of our body language, or other people's body language, on judgments. And we make sweeping judgments and inferences from body language. And those judgments can predict meaningful life outcomes like who we hire or promote, who we ask out on a date.” (Amy Cuddy, 2012)
She states that our posture is speaking for us, shaping and sending information’s about our mood and gives a motivation for our teammates, bosses and all over our relations.

Personal experience and communication in my workplace.
Now I am part of management team inside a worldwide company. Part of my job description is that I need to communicate between departments, different colleagues and with costumers. 
This keeps training my communication skills and gives me the opportunity to improve my language skills. Inside my workplace, communication is achieved trough various forms including visual communication, written and verbal communication.
The less changed form is visual communication, but it is covering all the parts of the business. We are using visual communication mainly for costumers, communicating with them with warning signs to retain them against entering personal and industries areas, and to make them aware about their orders and rules and regulations.
With the costumers I am one of the only ones that are interaction spoken and written as well. The written communication is covered only in case of complains that our costumers want a resolution from other departments, mainly taking their complains or suggestions and writing them down, and ensuring them that their problems are being taken serious and that we are doing our best to ensure the issues are continuously taken care of.
Speaking part of communication is always used, most of the times I try to make my self understood by all of costumers, I keep a nice and clean message, and I try to make them understand that I am doing my best to ensure a good service , taking care on my voice tone and my posture, so they are comfortable the solution that I can provide being either a replacement, or a refund or a bonus to compensate for the mistake that they encounter inside our place.
With colleagues and teammates, at first communication was difficult, and often hard. One of the motives is that my uprising was short. In the first half of year reaching from team member to team leader, then to managing the team. 
Because of the fast rising, especially with long term working staff, I was finding hard to work, at all the times I was explaining them that even if I got the position, I need to fallow rules like them, and that we still need to act like a team. 
In the meetings and talks with my team, I try to keep a friendly posture and to make my self as easy and clear to be understood by all of them.
All the times I try to encourage the team to fallow my model, and to make me constant if they do not understand points of our discussions. 
Most hard I find to talk to my superiors, often I try to find my best approach, and to make my self understood by all the superiors, but at times, they are not fallowing the topic and are reticent to my explaining on the issues that we are encounter because of staff or costumers.
Another difficult situation is to find replacement, because of members of staff that are not fallowing the internal rules or are in impossibility to get to work. At that times I try to cover the shift and call replacement, but because of the issue almost all the time I need to make changes inside the team that Is working at the time, but not without difficulties. Mainly because people are reticent at changes, are not accepting changes in their usual program. When this intervenes, usually I cover the missing worker, setting an example for our team, and because we can work in two managers on a shift, usually I take the side of the missing worker, and my college is keeping a connection with the costumers, like this we can cover the shift without a person or two.
Another hard to communicate situation is when I need to send staff home, because of health and safety and our internal regulations, if an employee is ill, I need to send them back home for two days until the symptoms are gone. At that point usually people are not accepting the solution, but I persuade to make them understand that is a rule, and I need to fallow as well.
Usually communication is easy, but not always.

As a final note, I consider that communication is, will remain and it will always remain one of the most important trade of human nature, not always we find it easy, but I always do my best to accomplish the best results.
Thanks for patience.
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