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Introduction 
Communication refer to two way processes of conveying  information, ideas,feelings or opinion between  two or more persons either verbally or nonverbaly using a medium. 
Types of Communication:
1. Spoken or Verbal Communication, which includes face-to-face, telephone, radio or television and other media.
2. Non-Verbal Communication, covering body language, gestures, how we dress or act, where we stand, and even our scent. There are many subtle ways that we communicate (perhaps even unintentionally) with others. For example, the tone of voice can give clues to mood or emotional state, whilst hand signals or gestures can add to a spoken message.
3. Written Communication: which includes letters, e-mails, social media, books, magazines, the Internet and other media. Until recent times, a relatively small number of writers and publishers were very powerful when it came to communicating the written word. Today, we can all write and publish our ideas online, which has led to an explosion of information and communication possibilities.
4. Visualizations: graphs and charts, maps, logos and other visualizations can all communicate messages.
The process of interpersonal communication cannot be regarded as a phenomena which simply 'happens'. Instead, it must be seen as a process that involves participants who negotiate their roles with each other, whether consciously or unconsciously.
A message or communication is sent by the sender through a communication channel to one or more recipients.
The sender must encode the message (the information being conveyed) into a form that is appropriate to the communication channel, and the recipient then decodes the message to understand its meaning and significance.
Misunderstanding can occur at any stage of the communication process.
Effective communication involves minimising potential misunderstanding and overcoming any barriers to communication at each stage in the communication process.
An effective communicator understands their audience, chooses an appropriate communication channel, hones their message for this particular channel and encodes the message effectively to reduce misunderstanding by the recipient(s).
They will also seek out feedback from the recipient(s) to ensure that the message is understood and attempt to correct any misunderstanding or confusion as soon as possible.
Receivers can use techniques such as Clarification and Reflection as effective ways to ensure that the message sent has been understood correctly.
The Communication Process
A message or communication is sent by the sender through a communication channel to a receiver, or to multiple receivers.
The sender must encode the message (the information being conveyed) into a form that is appropriate to the communication channel, and the receiver(s) then decodes the message to understand its meaning and significance.
Misunderstanding can occur at any stage of the communication process.
Effective communication involves minimising potential misunderstanding and overcoming any barriers to communication at each stage in the communication process.
Communication channels is the term given to the way in which we communicate. It is therefore the method used to transmit our message to a recipient, or to receive a message from someone else.
There are multiple communication channels available to us today. These include face-to-face conversations, telephone calls, text messages, email, the Internet (including social media such as Facebook and Twitter), radio and TV, written letters, brochures and reports.
Choosing an appropriate communication channel is vital for effective communication. Each communication channel has different strengths and weaknesses.
For example, broadcasting news of an upcoming event via a written letter might convey the message clearly to one or two individuals. It will not, however, be a time- or cost-effective way to broadcast the message to a large number of people.  On the other hand, conveying complex, technical information is easier via a printed document than a spoken message. The recipients are able to assimilate the information at their own pace and revisit anything that they do not fully understand.
Written communication is also useful as a way of recording what has been said, for example by taking minutes in a meeting.
Encoding Messages
All messages must be encoded into a form that can be conveyed by the communication channel chosen for the message.
We all do this every day when transferring abstract thoughts into spoken words or a written form. However, other communication channels require different forms of encoding, e.g. text written for a report will not work well if broadcast via a radio programme, and the short, abbreviated text used in text messages would be inappropriate in a letter or in speech.
Complex data may be best communicated using a graph, chart or other visualisation.
Effective communicators encode their messages so that they fit both the channel and the intended audience. They  use appropriate language, conveying the information simply and clearly. They also anticipate and eliminate likely causes of confusion and misunderstanding. They are generally aware of the recipients’ experience in decoding similar communications.
Successful encoding of messages for the audience and channel is a vital skill in effective communication.
Decoding Messages
Once received, the recipient needs to decode the message. Successful decoding is also a vital communication skill.
People will decode and understand messages in different ways.
This will depend on their experience and understanding of the context of the message, how well they know the sender, their psychological state and how they feel, and the time and place of receipt. They may also be affected by any Barriers to Communication which might be present.
There are therefore a wide range of factors that will affect decoding and understanding.
Successful communicators understand how the message will be decoded, and anticipate and remove as many as possible of the potential sources of misunderstanding.
Feedback
The final part of a communication is feedback: the recipient lets the sender know that they have received and understood the message.
[image: ]Recipients of messages are likely to provide feedback on how they have understood the messages through both verbal and non-verbal reactions. Effective communicators pay close attention to this feedback as it is the only way to assess whether the message has been understood as intended, and it allows any confusion to be corrected.
Bear in mind that the extent and form of feedback will vary with the communication channel. Feedback during a face-to-face or telephone conversation will be immediate and direct, whilst feedback to messages conveyed via TV or radio will be indirect and may be delayed, or even conveyed through other media such as the Internet.
Effective communicators pay close attention to this feedback as it is the only way to assess whether the message has been understood as intended, and it allows any confusion to be corrected.
Bear in mind that the extent and form of feedback will vary with the communication channel. Feedback during a face-to-face or telephone conversation will be immediate and direct, whilst feedback to messages conveyed via TV or radio will be indirect and may be delayed, or even conveyed through other media such as the Internet.

Hi my name is Simona I work for Amazon in the warehouse at my work place is used face-to-face communication,an written  through messages we have to confirm our presence in the workplace if we do not confirm our presence we will not be able to work because  the shift is canceled.  Each evening before starting the meneger and supervisor work we hold meetings and tell us how things went last night, congratulate us on the work done.
After the meeting is over there is a table that we have to look at and see where we are allocated and we wil gow to position.
Hello, today I want to show you a conversation between me and Leonard, my work colleague and friend
 Today my colleague came to me, very happy, and told me he's going to get promoted.
•He's going to be respected more than before
 • He's going to get paid better for his work
There is going to be an opportunity, because, being Romanian, he knows how to write and read in English. And this promotion is going to bring him a lot of benefits, such as:
• He's going to have a stable job
When I heard that, I was very glad to hear that, since I know how much he worked to get here.
Teamwork Skills for Resumes
1. Reliability and Punctuality
Completing tasks on time and being punctual are basic abilities. Reliable team members gain the trust of their colleagues and bosses and become valued workers. A team working well and efficiently relies on these core skills and it’s important to highlight these skills on your resume.
2. Verbal and Written Communication Skills
Whether it be by phone, email, or face-to-face, being able to clearly communicate your ideas to other people is an important part of most jobs. People with poor communication skills are difficult to work with and can be a nightmare to manage. This is one of the key areas employers assess during job interviews.
3. Listening Skills
Good listening skills are an essential part of being an effective team member. It’s key to following instructions, cooperating as a unit, and getting along with colleagues and clients. Without possessing strong listening skills it’s difficult to show empathy and understanding. This is another key skill employers test during job interviews.
4. Positivity
Both positivity and negativity are both contagious forces of energy. Everyone wants to work with colleagues, clients, and bosses who have a positive mindset. If you demonstrate any negativity on your resume or during the job interview, you probably won’t get hired. Negative people are more likely to complain, cause problems, and lack motivation.
5. Conflict Management
Work can be tense, stressful, and problematic. This can cause friction between team members and this needs to be resolved if the team is to continue functioning. The ability to mediate between other people is a valuable skill which employers look for in a number of roles including managers, team leaders, and HR managers.
6. Organizing and Planning
A team player who looks out for the rest of the team by planning ahead or aiding the group to stick to the plan enables the group to remain organized. Being able to keep on top of your own work all the while looking out for others shows competence and also helps to prove to your superiors that you are capable of managing a team.
7. Problem-solving
Whether visible or invisible, problems are typical in any workplace or team and sometimes they are up to you to solve. Regardless as to whether you are given a problem by others in your team to resolve or you detect your own problem and resolve it, both of these problem-solving qualities are of worth in the workplace. If you’re someone who enjoys solving problems or someone who stays calm during problem periods, you can be a great asset to your team and become a reliable teammate.
8. Decision-making
Some find it tough, others easy; making decisions is not for everyone. A team player who doesn’t enjoy putting their foot down should seek to contribute to making the decision by being present in group meetings, talking it through, and providing for and against arguments. Part of decision-making, after all, is not the decision itself but how and with whom you make it.
9. Persuasive Skills
Have you ever agreed with all of your team on a certain topic and found it difficult to get the last team member on board? Sometimes all it takes is a simple conversation that can help that person see your point of view and moreover, understand it. Part of being persuasive is not just about changing people’s minds, it’s about empathizing with others, connecting, and being able to understand one another. This is a teamwork quality like no other and those who possess this quality can often be the team glue.
10. Feedback Skills
Constructive criticism and evaluations all have their place when it comes to teamwork and it’s important to make sure the traffic flows in both directions. Feedback should always be welcome amongst both team players and superiors. Giving feedback doesn’t have to be a negative process and helps everyone to work on themselves.
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