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Communication is the way we express our thoughts, ideas, and emotions as a form of information to others. There are two main methods of communication, verbal and nonverbal.
Verbal communication is when we speak or write directly what we are trying to express. The receivers of this form of communication’s main priority is to listen to what is being said or simply read the written words, which they process with their own interpretation.
Nonverbal communication can be expressed with our body language, facial expression, the way we are dressed and even with emoticons through our social medias. This form of communication is more common, simply because people believe actions speak louder than words. For example, your face can be grumpy, but you say that you are happy. In this case your face expression contradicts your words, which no one will believe, instead your face expression will represent how you truly feel. This is because as humans most of our movements are controlled unconsciously.
Therefore, it is important to work together with our verbal and nonverbal communication, as well as being aware of the communication stages in your workplace in order to understand one another. 
This report will show the effectiveness and challenges of communication in the workplace. We will also discuss different theories that we will put onto practice and show the outcome.

The communication in a business organization can be made effective through series of actions such as: active listening, tone of voice, facial expression, eye contact, posture, proxemics, and the way a person is dressed.
Active listening plays a big part in having a good conversation. Listening allows both parties to understand each other and therefore process the information that they are receiving. Without listening properly, the information will not be received, and this will show disinterest to the other half of the conversation. They will not take you seriously and this will lose their respect towards you. In order to prevent this from happening, it is highly important for you to listen to the conversation with an open mind, as if there is always something new and interesting to learn. This will make you a pleasurable company and everyone at the workplace would talk to you. By listening you will also learn the necessary information, which is needed to process your work further ahead.
The tone of the voice can uncover how a person really feels about the conversation they are having. This is when people can either stand by what you are saying or because of the contradiction in your tone that fights against what you are saying your listeners will not take you seriously. For example, a person can say ‘have a nice day’ which is a direct message with purpose in its written form, but when it is a murmur, instantly the person on the other end won’t believe you and will probably feel uncomfortable. Instead, you can say the phrase with the same positive tone as its meaning to add onto the message’s purpose.
Again, a simple frown can also show your disapproval in a conversation. This is where a professional face is essential and negative emotions should be excluded in order to show yourself as a strong and professional individual who does not bring negativity into the working environment. Instead, the face expression should be settled and confident. 
Eye contact during presentations in front of audience is important in order to make them feel involved and connected to what you have to say. However, the eye contact should not be long, because this will scare off your audience. To avoid scaring your audience, the eye contact should be brief and be used as a beat from your speech. A simple sentence per audience glance can be enough to bring them into your speech and make them feel involved. 
Proxemics gives away how we feel, through using the space around us. When a person is in charge of running a presentation, they should stay in their space close to the screen and on a reasonable space from the audience to differentiate who is leading the presentation and who is there to observe.
A strong posture can represent the strength of the character you carry in the workplace and make your colleagues respect you. The way you are dressed also creates an opinion about you and your professionalism. The moment you enter a room, the first impression is based off the clothing you have on. An example for men working in office is essential to wear a suit and for women a tidy dress. This clothing represents the character you carry in your workplace and makes you look presentable. It is important to show your colleagues that you respect yourself and the workplace.
Deborah mentions in her video how ‘many listeners subconsciously discount what they are hearing in favor of what they are saying’ which shows that as human our memory is more powerful visually. This is proven furtherly as its sated how ‘physical communication is the most common nonverbal use of communication’ (Phutela,2015) highlighting how powerful the body language is and how much more praised it can be compared to the power of speech.
Having this in mind, we need to focus on all the aspects above and work together with each one of them in order to have an effective communication between management and employees.
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This is the best diagram to show the linear process of sending and receiving messages through digital devices. Starting with Hristina as the sender, she will formulate the message. Afterwards, through encoding, Hristina will turn her thoughts and feelings into communication to express the messages through visual image and verbal communication. The channel helps the receiver through coding to accept the visual message of the presentation through the visible screen. The audience will process the information through decoding, as they interpret the message with their own understanding and finally become the receivers who are the destination. 
The presence of noise between encoded and decoded messages can find disruptions during the process when the message is being processed, either with a digital issue, or it can be the understandability of the message by the receivers. This is where the feedback comes in hand to express the understanding of the message through exploring the back and forth between the sender and receiver for the message to be clarified and therefore understood.
This is where we can see how the understanding of the message can be miscommunicated, as there are many aspects into receiving the information in the first place. Just like in a food chain when energy is transferred between organisms who eat one another loosens as less energy is passed onto the next organism, the process of receiving a message has the same effect. During its first moments once delivered it has the highest energy, but when is passed onto every process along the way it loses its content and our brains try to fill in the gaps.
In the case study, the reason why Pedro misunderstood Maria was, because of the noise from the building site, which prevented him from hearing well. When Maria asked him to get her ‘some chicken’ Pedro replied ‘okay’ showing that he understood her, which he didn’t, because later he said that he hear ‘kitchen’ Maria could have sent a text message or make sure her husband has understood her message to buy chicken, by simply asking her husband if he heard that he needs to buy a chicken, knowing that he works in a noisy environment. 
This could have been also avoided if the Berlo model of Communication was used instead, because it provides more depth to the message and miscommunication could have been avoided.

Effective communication was key in my old working environment. I dealt with the creation of broadband contracts. 
Some of them had packets that involved either home line or mobile data, depending on what the customer would have preferred as their choice. It was my job to understand this very clearly. 
Therefore, listening played a big part into understanding the customer’s wishes. Most of the communication with my clients consisted of speaking through the phone, where I constantly faced phone channel noises, and this increased the challenge of understanding the clients. Here I had to use the theory of Shannon and Weaver.
When the signal was not good, I would ask politely if my client could repeat what was their problem, for me to resolve it. Once I have received the problem, I would have to note it down in the system. 
Afterwards, I had to check through the server where all the team’s availability was written down. Once I had this information, I would check back with the client to hear when they are available for their appointment, for their internet to be fixed. When I have this information, I would go back to the system and note that down, which will automatically make my colleagues known of their next appointment. This was a back and forth communication process to extract the needed information and transfer it to the right place that can take the case forward.
Because the clients did not have a visual representation of me through the phone, I only had to focus on my verbal communication. However, I also had clients who had to come to the office and fix their contracts, and this is where my verbal and nonverbal communication had to be working together. 
In the video of Grayson Riegel, Deborah (2011) The Importance of Body Language in Presentations she states that ‘body language is every bit as important as the words you say and how you say them combined’ and I agree with her statement, because it is very important how you present yourself. People remember the way we look and move rather than the words we have spoken.
Having this in mind, when a client came to the office, I always had to have a smile on my face and greeted them verbally to give them a warm welcome. Making both the verbal and nonverbal communication work together, not against each other, creating a sense of stability into the person, for them to trust you as the market seller. 
Dressed properly with formal clothes also played a big part in the working environment, because the clients were able to take me seriously. 
I agree that ‘nonverbal communication is more reliable than words spoken’ (Dumbrava, G., & Koronka, A., 2009) As humans we don’t always express everything we want to say through words and sometimes it is almost impossible to highlight that. Being dressed in a professional costume, I was able to state to my customers without saying a word, but only with the use of visual presentation that I was ready to work and took my job seriously.
These are the key aspects we should remember and continue to put into practice into our workplace, because they are an effective form of communication.


Conclusion
In conclusion knowing the different types of self-communication and its impact on our society is important in order to master every job role and become a professional worker with excellent communication skills, who’s able to face every problem and resolve it.
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Appendices
MARIA and PEDRO case study
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MARIA and PEDRO

Pedro works on a building site and Maria is his wife

One day Maria phoned Pedro

‘Hello, Pedro, when you’re coming home, see if you can get me a chicken.”

‘Okay,’ replied Pedro.

When he got home, Pedro took off his boots and coat and went into the kitchen
‘Maria, where are you?’ He said

‘Here —in the sitting room,’ she said

When Pedro went into the sitting room, Maria said, ‘Where is the chicken?
‘What Chicken?’ Asked Pedro.

The one | asked you to get on your way home.”
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