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“Communication is a skill
Which frequently use
It can go fast forward 
To one and all
It creates a comfortable atmosphere 
To speak with frankness
Communication nothing but 
To express yourself....
Thinking process is a way 
For using a language self
Which one can choose
One their mood...
The relation become brotherhood.”
                                               -Rajshri,2011


Introduction 

 The purpose of this report is to analyse our days communication skill which become a must-have, we need to make as understood no matter what form of communication we use, writing, verbal communication or body language. They helping as to have relationships with people in any environment.  Those are the main communication ways, each one has same structure:
· Sender
· Idea
· Encoding 
· Communication channel 
· Receiver
· Decoding (Rajshri,2011) 
A sender shares idea with a receiver. A receiver has the mission to decode the idea of the massage. The message can be formal or informal, the sender has the right to choose the form of the ideas. 
Face to face communication is important and challenging, if you are hearing but if you do not listening you can misunderstood the sender, so you can offend him.
We start in developing our communication skills since we are born, as new born we cry every time we need something or when something is not good with as. Our first word means something just for as but with all thought we understand real words, the message send to us from an adult. As long the message is clear we, can decoding and get the idea. Communication is important in personal life, although in business become a main skill. (McIntosh.P,Luecke.R,Davis.J,H,2008)

Effective communication at the work place

Effective communication involves accurate interpretations of others verbal messages as meaning cocreate. If not the word you are communicate it can be misunderstood and obtain the wrong feedback from the one how received. As an entrepreneur you need to use your communication skills effective and interpret the massage from the one you communicate to, in a properly manure.
A professional with good communication skills is effective in any company, is important to have a good understanding to everyone no matter the background. Is essential to know your audience to have a way to express your thoughts to everyone, even if is informal or formal conversation you need to know how to make yourself understood and this needs lot of practice.
In any institution effective communication has an important role, when the company has a good communication everything goes well, a good communication is the key to success and achieve the goals in company (Shipside, S.2007). Good relationship between staff and employers is maintaining thought effective communication. Is easy for all the members no matter if it is Manager, supervisor and even the customers to have a better understanding over the Company propos.
Effective communication can be maid through a range of channels: emails, reports, speech, video Call, fax, phone call some have advantage and others disadvantaged. Sending an email, a report or massage is good because the reader can see your body language so they will interpret the clear massage without seeing your emotions. A speech or video Call can make you feel nervous and if you do not have experience, the audience can misjudge your message.

Writing

Writing communication is simple content and can be interpreted in number of ways, assuming that the written communication is read of course (Morgan, P.2017)
Writing is an important communication skill and helps as to share information with one or more people. When you writing to a friend is most common to use informal language, to not put a big accent on the way we express. When you writing forma, a letter or an report is important the tone of your words, you do not want to transmit angry through your sentences. Before you start to write, is better if you make a plan so the writing is going to be more complex and effective. (Steely.J,2013)
At the work place we use email to inform every staff about new regulations, important events coming, future discounts or vouchers. An email is sending to all management team. At Regency Hotel Park a supervisor does not get all the information. The manager shares information to each other, and most of the time keeps for them. At the work place when any news appear staff has no clue about. Most common habit of the manager is to hide the information and act as we should know all ready. 
Most of the time customers complaining to be over charge, for me has no sense as I charge the at the normal price, but they come with an explanation, we should have 20% discount over our bill was writing on your website, that's way we come. The leisure centre offers to regulars  customers an discount for restaurant orders, at the beginning use to be 10% and then suddenly been change to 20%, the change was done by the new SPA manager she did share to all manager but the information did not come to the staff so we find out again  from the customers.
In my opinion the best for company is to share the important e-mail to all staff, or the management should print all the important news. Have a brief with everyone explain what it is all about and posted to the board were every member of the team can see it and understand the importance of the document.

Verbal communication 

Encompasses both our words and our verbal fillers. Verbal messages are created through language (Mains, A., Shriek, M., and Tinkler, P. K, 2017).
Verbal communication is very tide with a good listening skill. Just listened what the massager has to say is not enough, the messages need to be decode to can get the essential of his. In a verbal communication the one is speaking use the body language to accentuate the idea of the massage.
Speaking has an important contribution to every day wellness, this communication form gives as opportunity to express our thoughts and feelings no matter channel we use, face to face, phone call video call. When we speak to somebody need to be careful of our tone, the person is listening it my misunderstanding and thinking about us as being angry even if you are just tired. But given a feedback to the person you speaking to, you show him the fact that you are engage in conversation. And the conversation has a sender and a receiver.
At Regency Park Hotel speaking with managers is very important and challenging because they hearing to you but takes time to listening what you are asking them. Why? Because I been requesting an extra staff on my shift for a month and all I was hearing was, yes no problem, without any change. So I decided to go every day with the some question till I had a results, and get one more team member to my shift. 
When is a new person starts is being told what to do, but none explain how to be done or why to be done. The communication is very poor and some time people can misunderstood job they been told to do. When something goes wrong is probably because a bad communication.
Managers most of the time they listening to the staff but in very few occasions they hearing them. When staff require something to be done by manager just because it can not be done by them, the answer can be yes but no result and no action are taking. And can create a dispute between and can lead to a complain from a customer or to lose a staff member because an ineffective communication. 
I believe that a manager or a owner should be more carefully over every one request, and take action when is need and proof to the members of the team they can trust the team leader one taking the right decision for them. And to give the confidence that at the work place is some one how is hearing and not just listening.

Non-verbal communication 

Non-verbal communication (also referred to our body language) includes all those ways we communicate without word.
When we communicate with someone is important to control our body language, to avoid the nervous over taking as and let our message to have the wrong understand to the one we communicating to (Pease. A, and B,). A professional gain the communication skills at the work place or in his daily activities. Body language it may be different understand, regarding the point of view of the receiver. If you saying you are happy, but your face expression shows a message in contradiction, the person you are talking to it may believe you not professionally and you my lost a job you really want to.
At Regency Park Hotel when is busy everyone gets nervous and trying to do as much they can, they forget are part of a team and star to act as a team leader even if is not, make others fell stress to and the situation can go out of control. When a manager gets in the middle being all ready anxious because of busy time start to speak louder and command to all team members and problems appear, way is hi shouting to as, how hi think it is.
At the Regency Park Hotel asking a manager to deal with a problem you have is a nightmare. As an example, when I ask the Food and Beverage Manager to do something with the restaurant staff as they not working efficient during the service, he spoke as hi was really interested about the problem. But you could clearly see that he was uninterested, as a result at the end of the conversation the conclusion was “my wife has a new car".
To can make a deference in any work place and show the staff they are appreciate the manager should be tainted to deal with all staff problems. To realize listening and hiring to the staff is there priority work obligation. 
I think a team leader should have good abilities to work under pressure and to think about situation with calming so hi can take a good decision in problem solving. Shouting or speaking louder is part of the non-verbal communication that a good professional should know how to control to avoid ineffective communication. 

Conclusion 

 As a conclusion over the report below about effective communication at the work place I believe a good communication makes people to fill happy spending half or more on there time at the work place. Is very important for any business, as a manager or a owner to have an efficient way to express there through to the staff without make them fell inferior or way not useless at the work place.
We need to improve our communication skills every day as much we can. An effective communication is the way we make new friends in any environment, helps companies to grow the business and achieve the goals.
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