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[bookmark: _Toc37881911]Introduction
  The Communication skill is the ability of exchanging information by speaking, writing or other methods between people. Communication in a complex process who contain three important elements, the sender how start the communication and send the information, the message which is sent by the sender and contain what the sender want to tell and on the other side of communication is the receiver, which has an important role, to listen, receive and understand the message sent by the sender.  This skill is necessarily at every workplace who has 2 or more employees, and no one can show good performance in their company without communication. 
Why is communication important
The importance of communication runs deep within a company. Good communication is a crucial skill for maintaining strong relationships and to increase productivity in a business. The workers who communicate with their team members, customers and managers not only bring value to the company but also represent a priceless asset for the company setting humans apart from their competition. In addition, communication is a powerful tool for the growth in the company, by having strong lines of communication and ensuring everybody that the message is delivered on time and as clear as possible. The team communication is the base of every project, starting with the managers, when they are strong communicators, they now how to delegate tasks, motivate and maintain a good relationship in the team, then the success is assured. Being able to communicate effectively in today’s world where everybody wants to do so many things at once, a small mistake in communication can lead to a gigantic mistake or worse, bankruptcy.  
Different types of communication

In “Way of the wolf” Belford J. (2017) explain that Communication can be of two tips. 
[bookmark: _Toc37881912]Verbal communication, which represent 55% of face-to-face communication and contain 2 elements, the words or what the sender is saying which count for 10% of the overall message and tonality or how are the sender saying it, which count for 45% of the overall message. 
[bookmark: _Toc37881913]Non-Verbal communication which represent the rest 45% of the overall message transmitted through Body language or the things we do not say but communicate through our body, signs and signals. This represent the elements such as how you dress yourself, how you position yourself in space, how you keep your arms and so on.
For an effective communication, companies like Amazon apply a good vertical and horizontal communication. Effective horizontal communication refers to every employee who is on the same level on competence and with the same status in the company. 
The horizontal communication represents the communication between the employees on the same level and allowing them to express their suggestions, opinions and feelings freely. In addition, the horizontal communication can improve motivation as well and clarity of the next goal.
The vertical communication is the type of communications between team leaders and the members of the team. A strong vertical communication can improve the connection between the team leader and members of the team by communication the goal of the company, the annual targets and the company’s procedures.
Electronic mails are the most popular way of communication in the business world nowadays. Is the most powerful tool and Amazon use it on a regular base. First of all, if the sender wants to send an electronic mail, he needs to know the main purpose of the mail, to mentions just one thing at the time in order to be easier for the receiver to understand the message and to have empathy, thinking how is going to be interpreted and how the receiver is going to feel when receiving it. In addition, the sender should use paragraphs, sentences and short words, by doing that the sender will show respect for the receiver’s time because now the message is easy to understand.
Shannon and Weaver Model

According to Shannon, Weaver (1948) is a certain concept of communication. The sender or the person who speak, sends the message which is coded through a channel of communication. Nowadays, the channels of communication expanded and is easier than ever to send a message. Some of the communication channels are verbal, voicemail, telephone, e-mail and so on. After the sender receive the message, now it needs to decode it before interpreting or understanding it. The noise can play a big role and can distort the meaning of the message sent by the sender and can lead to a total misperception from the receiver.
After the receiver decodes and understand the meaning of the messages, it is time to formulate a feedback. A feedback from the receiver can let the sender know the message was received or can reply with a question regarding the subject. When a sender and a receiver communicate, they need to be aware of the context. The context depends on several factors like culture, situation, language, or occasion in order to establish an effective communication between both sides. 
In order to have an effective communication, the sender need to think about some key issues, such as which is the target group, what do they think of the sender, to anticipate what they will understand and if the target group is going to confirm the senders signal or to ask for it. Because if the sender will underestimate the target audience’s capabilities and will make assumptions the target group understand and is interested will result to a misleading communication and the message is not going to be understood. 
The importance of effective communication

For communication competency are required several skills like the ability to carry out self-evaluation, the ability to decipher, understand the message and listen actively the sender. The skill of active listening is an interpersonal skill, one who require a meticulous evaluation and is developed a creative thinking, work ethic, conflict resolution and critical thinking. This interpersonal skills are called soft skills and is almost a decision maker when employers are looking for candidates, they are looking for this interpersonal skill in communication like active listening because is a transferable skill, that mean it can be applied in any type of industry. By placing the attention on what the sender is trying to transmit, through active listening the receiver is proving that is showing interest about the subject, is ready to help the sender with his problem   is building trust and establish rapport.
Active listening is acquired over time and most of the time the employees who are dealing and interacting with customers need to possess this kind of skill not only to listen actively but also to provide that customer with polite and helpful services. Some techniques of active listening can be to paraphrase what the sender said to show understanding, asking open-end questions, establish eye contact or leaning forward or brief verbal affirmations. (Doyle, December 2019)
Most of the people think the skill of communication is something gained at birth, but in reality, is a skill that can be learned through practice and different strategies. In the beginning people need to identify the first barrier and understand the process of communication. The process involves a sender who send his idea into words to a receiver and after interpreting and understanding the message, the receiver needs to provide a feedback showing the message was understood.

Role of culture in communication

Another barrier is represented by language and the difference of culture. The language is a problem not only when speaking with foreigners, but it can also be a problem even if you speak the same language. The dialect, mother tongue interference or a bad pronunciation can lead to a distortion in meaning of the message. In addition, the perception can play a big role in communication because our opinion about a certain topic or a certain person can influence our interpretation of the meaning. The majority of the people classify humans as hilarious, serios, and so on and for example if a person who is always hilarious try to be serious about a subject, many people would not understand exactly why that person is doing this and now there is a perception problem.  

Workplace Communication

The Amazon organization have to implement numerous strategies like team group assessments, where is crucial to communicate as much as possible in order to succeed in every project. This skill not only helps to succeed and accomplish every project, but it can also improve the relationships with the employer and the colleagues so that is why everybody need to be aware of their non-verbal signals of communication and verbal communication at all the time. For example, when everybody goes to a job interview, they need to be aware of their verbal communication, but more importantly they need to be aware of their non-verbal communication. Simple signs such as crossed arms which mask insecurity, tapping foot which represents not only you are in a hurry but also can express anxiety and the desire to go somewhere else being uncomfortable in your position or looking at the floor give the impression of insecurity or being uninterested in the current topic.
In Amazon, the centralized communication is the key to success. Centralized communication includes all the communication, all the information and the documents in one place and it is displaying a contextualized communication referring to certain project or subject. This method predominates because it creates a context where the members of a team can talk to each other, share all their data just in one place. In addition, by implementing centralized communication every part of the team can see the progress of each other, ensuring increased transparency and making sure that everybody knows is on the same page.
Another benefit of a centralized communication can be the security of the documents. Being in a big company some of the files are classified and can ruin the company, so that is way every business owns their own server which all the activity is happening, and all the data are stored. 

How can workplace communication be effective

Lastly, to boost the productivity of workers, any organization needs to create a professional environment where employee can work and socialise together in friendly manner. If the workers feel a friendly environment and they are encouraged to speak up their ideas, in the end they will achieve confidence in themselves and in their tasks. Along with this, the organizations appreciate and recompensate any achieving in personal or professional life and that is why the employees are going to put increased effort in their everyday tasks.

Conclusion

In conclusion the ability to communicate effectively in today’s world is a necessity. This can lead to joyful employee and successful businesses. The rate of profit and productivity also improves and also improves the education of the employees in regard to business and including relationships in and out of the company. Without a good ability of communication, the level of confidence in decreasing, lack of focus can be another symptom and that is why the goal become uncertain and it result to a poor customer service. All this will cause a loss in the company and unpleased clients. In the end this report teach that everyone should haver the chance to speak and interact with others because this is how new great ideas are born and his is the quickest way to increase the profit rate of any company.
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