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INTRODUCTION (a brief history of communication)
Communication has been around since ancient times and through the means of communication, people have demonstrated the idea of spreading and showing their thoughts and imagery. The first type of communication can be identified as verbal communication which can be dated back to the Stone Age period. 
Before the introduction of writing in Iraq and Egypt which archaeologists have date back to about 3,200 BC, verbal type of communication was the only known to mankind. Civilisations such as the Chinese invented a written form of communication in about 1,500 BC which also followed Mayan civilisation and people from Israel and Lebanon also introduced a form of writing in about 1,600 BC (Lambert, 2022). In ancient times along with the verbal form of communication, visual images such as cave paintings, symbols and images have been identified which demonstrated that people from that time shared their imagery with the help of visual communication too. The form of communication was also enhanced with the introduction of paper by the Chinese people in 500 BC. The invention of paper also led to the introduction of a written form of communication which passed on from the Chinese to the Arabs and Europeans (Novak, 2019). 
The method of communication was enhanced by the introduction of the Printing Press in the 6th Century AD which was later supported by the introduction of newspapers in the 17th Century. Since then, communication methods have been enriched which also experienced the introduction of postal services in the 15th Century. The 19th Century mainly experienced a surge in postal services which was later surpassed by the introduction of the Telephone in 1876 (Öztay and Koç, 2020). The 20th Century marked the advent of Radio in 1901 and Television in 1925 which expressed the enhancement of both verbal and visual communication. Telephones also paved the way for verbal communication in 1969 which is one of the significant communication tools in the contemporary period.
The development of communication in the world has experienced a growth of different types of communication which are:
- Verbal Communication: This is a broad category which engulfs both spoken and sign language which are used to communicate. This is mainly done when people are engaged in the form of interaction such as speaking in person or in communication tools. In verbal communication tone, cadence and pitch are essential;
- Non-Verbal Communication: This form of communication mainly involves the facial expressions, movements, posture, and touch through which people convey their message to one other. This is highly used at the professional level and with people with special abilities; 
- Written communication: This form of communication is next to verbal communication in importance which is demonstrated by conveying a message with the help of writing tools and language. Written communication requires people to utilise the same amount of tone and cadence as verbal communication (Trenholm, 2020). This form of communication is required to be concise and straight to the point. 
- Visual communication: This form of communication is mainly done by the people with the help of demonstrating their message with the help of images, diagrams and illustrations. This is mainly done in professional backgrounds such as teaching, business corporations and other professionals.
[bookmark: _Toc123225155]
Conclusion
The following study has at first explored the brief history of communication. Then it has identified and further demonstrated a variety of communication types.




MOTIVATION

Introduction:
In this report we will go through the concept of motivation in reference to business. The report will analyse what motivation is, how it is used and how motivation plays an important part in the corporate world. 

[bookmark: _j2x1emjzc46]The concept of motivation is a very old term associated with business as well as in every field of life. Motivation is derived from the word motive which elaborates a person’s desire to achieve something he needs or wants. It is a psychological term which denotes the desire to achieve goals. (Gribanova & Abeltina, 2020; Hastari, et al., 2021). In the corporate world one of the most important factors is to know why the employees are performing like they are, why they are acting like the way they act and why they are behaving in different ways. This can be understood by understanding the motivation of employees.
Motivation can help you understand the different factors that can motivate you towards better performance or demotivate you towards in-efficiency. Motivation is directly proportional to employee engagement, performance and organisational efficiency. The more motivated the employees are the higher will be the work efficiency of an organisation (Blašková M., Grazulis V).

[bookmark: _kjdk87w3gc61]How motivation works:
There are many different ways which can motivate or demotivate employees. For instance, hiring new employees who are keen to work well in a new environment can increase the overall motivation of teams. Similarly having leaders with great charisma, character and determination can increase the overall motivation of his subordinates because the positive impacts he creates (Robbins, Stephen P., Judge, Timothy A).  One of the most regarded works on how motivation works in Maslow's hierarchy of needs. Published in 1943 by Abraham Maslow, the theory focuses on the five core needs for human motivation (A.H. Maslow 1943).

1 - The first is physiological needs of humans which motivates them towards their goals. These include the most basic human needs like food, water, shelter, clothing, reproduction and basic health facilities. 
2 - The second core need is security. All humans need basic security from violence, theft and financial instability.
3 - The third core need is love and belongings. It is the social experience that is required for motivation. These include friendships, family bonds, and other forms of socialisation.
4 - The fourth core element is esteem needs. All humans require basic esteem like self-respect, appreciation for their work and rewards for their performance. This is very important in terms of corporate setting. 
5 - The last core aspect of the theory is self-actualization needs. Self-actualization is investing in yourself by acquiring different skills and having the urge to become a better person. These include education, learning and developing new skills etc. (A.H. Maslow 1943).
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[bookmark: _cb2fs5kg9olb]Conclusion:
We can say that motivation is one of most important elements not only in the corporate world but in every field of life. Motivation drives a person towards achieving his or her goals. Without motivation, there would be no urge to have development or success. It is motivation that drives people to work hard for achieving their aims and objectives. The Maslow’s theory of motivation defines all types of core needs that drive motivation in humans. Without these core needs, there would be no motivation. Companies today give prime importance to these core needs when engaging with their employees to increase motivation and in turn performance of their organization
TIME MANAGEMENT

To accomplish the required goals during the school years, time management is a critical component. A person's capacity for focus can be improved by managing time. It boosts productivity, which makes it easier to get better possibilities in the future. Students who acquire time management skills are more disciplined, motivated, and concentrated, and they are better able to manage their everyday affairs. It will help them achieve their long-term objectives. It enhances the confidence level of students and they feel less stressed as they can meet the deadlines of their work before time through their effective time management (Khiat, 2022). 
The continuous practice of managing time increases the productivity of an individual. It helps in maintaining the balance between their work-life. Students feel less stressed that can effectively reflect their productivity with the help of good time management. The time-management skills teach students the value of time so that they can do their work on time to prevent themselves from a panicking situation that is bad for their mental health.  It manages tasks effectively and enables an individual to enjoy their life as well. Students can invest their time in the activities that they love to perform and brings joy to their life (Fellenz, Hoidn and Brady, 2022). It provides a sort of freedom for the students as when the projects, research and assignments are completed on time then the satisfaction along with some free time makes their life more enjoyable and happier. 
Time management tends to increase the focus of an individual which results in a higher level of productivity in the students that will help them to accomplish their goals in future and attain better job opportunities in the future. Students gain more self-assurance and experience less stress as a consequence of being able to complete their work ahead of schedule thanks to efficient time management. The efficiency of an individual increases with regular time management practice. It aids in keeping the balance across their job and personal lives. Time management helps in increasing the concentration ability of an individual. It improves productivity that helps to attain better opportunities in future (Jia, Hou, Zhang and Xiao, 2022). 
Those students who learn how to manage time are more organised, prepared and focused and they can manage things properly in their daily life. It will lead them to attain their future goals. With the aid of adequate time management, learners experience reduced anxiety, which can effectively represent their increased productivity. Students are taught the importance of time through time management skills, enabling them to complete the assignment on time and avoid anxiety attacks that are detrimental to their psychological disorders. It effectively handles the responsibilities while allowing the person to have a good time. 
Students have the freedom to devote their time to pursuits that make them happy and that they enjoy doing. They feel satisfied and have some spare time, which makes their lives more fun and fulfilling (Oreopoulos, Patterson, Petronijevic and Pope, 2022). The ability to manage one's time well tends to raise one's level of focus, which boosts productivity in students and helps them reach their goals and find better employment possibilities in the future.



ANALYTICAL AND CRITICAL THINKING

Analytical and critical thinking skills are important in university because they help you to understand and make sense of information and arguments, and to evaluate their validity. These skills are essential for success in academic studies and are also highly valued by employers. Analytical thinking involves breaking down complex information or problems into smaller parts, in order to understand them more clearly. Moreover, it involves asking questions, defining problems and looking for patterns and connections. 
On the other hand, critical thinking means going beyond just understanding information and actively evaluating and questioning it. In fact, it involves analysing arguments, assessing evidence and considering multiple perspectives. For instance, in university, you will be expected to demonstrate these skills in your coursework and exams, as well as, in group projects and discussions. You will also be expected to use these skills to develop your own arguments and to present them clearly and effectively. In addition, developing your analytical and critical thinking skills will not only help your success in university, but will also help you to become a more informed and analytical thinker in your personal and professional life.
While critical thinking means weighing up the arguments and evidence for and against, analytical thinking involves additional processes like examining, checking, questioning, identifying problems and standing back from the information.
There is no doubt that analytical and critical thinking are essential skills in both academic and professional settings. For instance, in the academic setting, analytical and critical thinking skills are necessary for students to understand complex concepts and make connections between different sources of information, including scientific data and literature. Moreover, in the professional setting, analytical and critical thinking skills allow employees to think critically about decisions and solve problems efficiently and effectively. Therefore, both academic and professional settings require the ability to think analytically and critically to be successful. I think we all reached a certain moment in life when we realized how little knowledge we had about a certain topic and this can easily make anyone feeling bad or frustrated. 
However, making research and applying analytical and critical thinking it can always improve and will aid in the further development and professional advancement. For as long as I can remember, I've known that critical thinking is the method by which one may draw reasonable conclusions about a subject and single out the recurrent issues that arise within (Renatovna, 2019). To that end, I'd like to mention that the module's step-by-step development guidance has been invaluable to me. The most valuable aspect of this experience is the knowledge gained about procedures and the flexibility to adapt to changing circumstances.
Analytical and critical thinking skills are necessary for students to understand complex concepts and make connections between different sources of information. Analysis requires the ability to break down complex information into its parts, identify patterns and relationships between those parts, and draw conclusions from the data (Changwong et & al., 2018). Critical thinking requires the ability to evaluate evidence, consider alternate views, and make reasoned judgments. Analytical and critical thinking skills are especially important in the sciences, where students must be able to interpret scientific data, formulate hypotheses, and evaluate the evidence.
In the professional setting, analytical and critical thinking skills allow employees to think critically about decisions and solve problems efficiently and effectively. In any professional setting, employees must be able to make decisions based on evidence and evaluate the potential outcomes of those decisions. Therefore, employees need to be able to think analytically and critically to make informed decisions. Additionally, analytical, and critical thinking skills are essential for problem-solving. Employees must be able to analyse the problem, identify potential solutions, evaluate the possible outcomes of each solution, and make a reasoned decision.
Overall, analytical, and critical thinking skills are essential for both academic and professional success. In the academic setting, analytical and critical thinking skills are necessary for students to understand complex concepts and make connections between different sources of information. In the professional setting, analytical and critical thinking skills allow employees to think critically about decisions and solve problems efficiently and effectively (Rönnlund et & al. 2019). Therefore, analytical and critical thinking skills are of utmost importance for both academic and professional success.




CONCLUSION

As my esteemed colleagues previously stated, the above-mentioned communication skills are a very important part of our academic, professional and personal lives. Skilfully using them can improve our results in any field of activity, while using them in an unorganised manner can achieve the contrary of the expected/desired outcome.
Although these skills can be classified on an importance scale, in my opinion is how they are used and when. You can think and overthink about an idea, a concept, a project but, without proper time management, you will never be able to reach the final stage. Also, we can have the best motivation in the world, the best ideas and good will, without proper means of communication we will never successfully finish anything.
Like any other aspects in life, a fine balance is required in order to see our dreams fulfilled. Making mistakes is human, learning from them is the next step in our evolution as entities and a whole. This report is the result of the work and commitment of a team of individuals united by a common goal, using the skills acquired during the classes, giving their best to achieve the most. We had to find a balance between our personal and professional lives in order to bring this report to an end, thus reaching a target in our academic life. We had to combine all our knowledge, to research both our minds/life experience and the academic library, to follow the teacher’s guidance, to ask ourselves a lot and the team even more.
As an overall experience, this report was a fantastic opportunity to discover (and exceed) our limits as individuals and as a team, to realise how much we can accomplish using the tools provided.
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