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Introduction:

In this report, I will describe several types of communication skills. I will try to describe what can be useful and will support my report with some references.

 Communication is a process by which humans, as well as other living organisms and information systems, exchange information. Information sharing involves creating, editing and sending messages or information. There are many ways of communication and many different methods.
[bookmark: _Hlk29827558] Models of communication are conceptual models used to explain the human communication process. The first major model for communication was developed in 1948 by Claude Shannon and published with an introduction by Warren Weaver for Bell Laboratories. Following the basic concept, communication is the process of sending and receiving messages or transferring information from one part(sender) to another (receiver). (www.en.m.wikipedia.org/wiki/Models_of_communication.)
In the course of working together, people exchange different ideas and attitudes or knowledge. Everything new is a useful exchange of information, and the communication process itself can be called information sharing. It is good communication that helps people work in sync and solve problems. In today’s world, it is impossible to exist without sharing information and communicating. This is especially important in modern organizations, Good communication helps the manager to get the information he needs, which helps him formulate decisions that he communicates to employees. If communication is not at the level of decision, they may be wrong and people may misunderstand what they are assigned to do. Communication effectiveness often determines the quality of decisions and how they will actually come into action.
Communication involves both what is transmitted and how it is transmitted. To must be at least two people to communicate. Each participant in the communication should be able to see a sensation or feel. Effective communication requires certain skills and abilities on both sides, as well as certain skills and abilities, as well as a degree of mutual understanding.
David Berlo communication specialist specifying the communication model in 1960, it introduced the ”UIC” (SMCR) model. With the name of its elements in the form of the abbreviation SOURCE-RESEARCH-CHANNEL-RECIPIENT. Berlo, proposing his model of communication as a whole. When constructing the communication model as whole, the characteristics of the speaker and the listener, according to Berlo appear from a different perspective. The simplest communication model includes the sender and receiver of information, the massage and the communication channel. (www.marketing-course.ru) .
Active listening is a particularly important factor for good communication. This helps us build professional relationships and also improve productivity, reduce mistakes, and increase confidence. A large percentage of our daily lives go into conversations but unfortunately they are not properly used, because most of us are unfortunately bad listeners. To listen and to be able to listen is much more than to hear. When you hear something, you get a message, but if you examine what you hear, you analyze the information. Unfortunately, most of us don’t particularly listen to the conversation. When we don’t get a hearing, a new affect on our feelings-we feel neglected .Very often we think we know what they will tell us, and so miss the essential. Good communication skills also include being a good listener.
Dr. Lyman Steele of the University of Minnesota is conducting a wideranding study on listening-comprehension .He found that there were four stages in the process:
1.Accepting information-receiving it by ear.
2.Interpreting information-entering it into the brain computer for processing.
3.Eveluation of the information-to understand how the above applies to you or how it fits your mind.
4.Rasponding in an emotional, Intellectual and physical way to what you have been told.
(www.lifemim.wordpress.com)
It is important for good communication to be assertive and it will be easy if we have the necessary knowledge to defend our thesis. Being able to be assertive takes quality to a leadership position.
 Changed communications which are a type of indirect communication, are divided into interpersonal and organizational communications. The people and organizations in which they participate achieve their goals through effective exchange of information (communication). In the absence of such skills, it would be difficult for them to formulate common goals and develop strategies to achieve them. And when an organization has not only verbal clear and meaningful communication with clients and partners, but a written one, is has a greater chance of winning they trust and future collaboration with them. Advantages of written communication:
-Provides clearer and more accurate documented information.
-Its standard form leads to faster and easier communication.
-Standard language clichés are often used, which facilitates comprehension of written texts.
-Allows storage, processing and classification of written documents and information.
-Various technical means may be used to transmit and reproduce written documents (computer, fax, scanner).
 Disadvantages of written communication:
-It is one -way and does not allow for instant feedback.
-It is more formal and slower.
-It is not always clear who received the written message.
-Shows the written culture of the author of the written message.
-It is associated with some coast.
[bookmark: _Hlk29827647](www.etiquette.bg)
Good writing skills are ability to convey clearly and legibly a written text. The advantage is when a person has grammatical knowledge and is able to write correctly written text.
To improve communication in the workplace, we need to improve our communication skills. This includes being able to speak correctly and clearly. Being able to write legibly and understandably. Learning to be good and patient listeners. This would improve communication in the workplace, which would lead to better teamwork. Ability to cope with task and goals avoiding stress and improving productivity.

In this report, I tried to briefly outline some of the communication models and summarize why they are important. Good communication helps us to get the information we need to help us in the long run. All types of communication contribute to interpersonal relationships. It is especially important
 to have good communication in the working area. It help us work better as a team, getting the information we need to reach our goals and get good results. Good communication is also important at the university. Different communication models can be further developed and enriched. This helps to accurately perceive the information we submit. Enriching communication skills help us grow into the future. Personally my attitudes are to build on my communication skills. I hope this will benefit my future. I need to develop my listening skills. I also need to improve my English. This is a barrier that prevents me from communicating well. Written communication also need to be upgraded as a skill.
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