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1.Introduction

The purpose of this report is to reflect on communication, which is utilized in the workplace and university. Communication is used differently by students and workers. Besides, everyone has a way to communicate. In this essay, communication skills, that can be useful both academically and professionally will be presented in detail. Although the skill used in university might be required in the career as well and must be enhanced through practical experience. Furthermore, a career might require additional skills, that are specific to a field. The following topics analyzed in this essay are the definition, type, importance, the effect, and the workplace role of communication. 

1.1 What is communication

The exchange of information, ideas, and feelings, whether by speaking, writing, signals, or behaviors means communication. It is additionally a method of changing information, either verbal or non-verbal, inside a company (Röhner and Schütz, 2012).

1.2 Why is communication important

The four main goals of communication are:  to be read or heard, to be understood, to be accepted, and to provoke a reaction. The communication process made possible through speaking, writing,  trying to convince and persuade,  explaining, informing, educating, impressing, amusing,  expressing the points of view, or achieving any other goal. To know how to handle conflicts that may appear, for university students, communication is the key. In every group, communication must be honest and open to making people respect and trust each other (Klaus, 1977).

2.1 What are the different type of communication

Verbal communication is used in daily life, but also interpersonal relationships within a company. Verbal communication involves two or more interlocutors, permits the sender to observe how the message was received, and to change it according to the reactions of the receiver. The most common way of communicating is verbal. By several characteristics is differing froth other forms of communication involving a message, which must have the structural elements, topicality, interest, and motivation for the listener, clarity, and internal coherence. It involves the provision of multiple supports for understanding the message, in which the most important is the iconic and, at the same time, involves the concordance between the verbal and nonverbal message, in which the latter has a reinforcing role. It is strongly influenced by the individual characteristics of the transmitter and receiver (Alter,  2015).
Non-verbal communication is used when transmitting a message through body language and objects. The approach of nonverbal communication is the most important of the general character, namely. Non-verbal communication determined by culture and may conflict with verbal messages. Non-verbal messages are largely unconscious, and non-verbal communication channels are important in communicating feelings and attitudes. In terms of communication processes, nonverbal boundaries are functions of a verbal communicative accent and complement the verbally transmitted message. Deliberately, it can contradict some aspects of verbal communication, regulate the flow of communication, and change the dynamics of verbal communication. It is repeated or reacted in the sense of verbal communication; non-verbal communication cannot replace aspects of verbal communication.
Effective verbal and nonverbal communication skills are valuable in the workplace. To train their employees on how to communicate effectively a lot of companies spend a lot of money receiver (Alter 2015).

2.2 How communication can be made effective in a business organization

To communicate effectively at the workplace, the employee must ensure that the other person understands each other and dare to be slow and repeat themselves. However, anyone who speaks the deepest dialect, mumbles, swallows endings, or makes unclear expressions prevents the message from reaching the recipient correctly. Therefore, speaking clearly as possible it is one of communication key. Conversely the counterpart should not be afraid to make it clear to the speaker that he is having difficulty following him acoustically. People can only take a certain amount of information. If something is particularly important to the employee in a private meeting or conversation, he should not be afraid to communicate accordingly. On the one hand, this works by taking a lot of time with this message. On the other hand, there should be no fear of repeating the central points. If necessary, several times and this may seem annoying to the counterpart, but in fact, it saves a lot of time if all the points are discussed in detail and correctly in the communication. Instead of restricting the conversation to the essentials and accepting possible misunderstandings. Effective verbal and nonverbal communication skills are valuable in the workplace. Successful working environment correspondence works like the magic that binds everything. It goes about as an amplifying glass by making things clearer (Giblin, 1963). 


2.3 Communication theories 

Over time, scientists have discovered different theories of communication, and  these theories have become increasingly effective

2.3.1 Shannon and Waver

In the transmitter-receiver model from Shannon and Weaver, messages or statements are transported from a transmitter to a receiver.
These messages must be encrypted by the sender and decrypted by the receiver. This only works if there are no sources of interference.
For example, Person A can transmit information to person B over the telephone line. However, if there is noise on the line, person B may have problems understanding the information and may not understand the message (Hugo, 2006).

2.3.2 Berlo

In 1960 David Berol’s Model of Communication the four basic components are the source, message, channel, and receiver.  Each of these components has five channels. The effect component was initiated in the communication process for the first time. The message needs to have some positive or negative effect on the audience and that effect must be assessed through effect analysis, suggested Berlo (Berlo, 1960).

2.3.3 Schramm

[bookmark: _GoBack]In his relational models of 70s Schramm was concerned with the effect of communication on the receivers. He used effects and effects analysis components form Berol's s model of 1960. He implicitly suggested the Interaction component when he talked about the active, selective, and manipulative audience in his relational model (Schramm, 1961).



2.4 The importance of effective communication

Effective communication is a process of care that involves the availability of use, among other things, empathy to establish a communication relationship. It is also a process of caring for communication partners that needs to clarify the horizon of expecting the other, focus on common interests and invent care options to win all that is involved in the communication situation. Effective communication allows people to deal properly with different situations, avoid misunderstandings, can show how people get on with others and list their point of view and get the views and opinions across accurately. Therefore, to create an effective communication situation, we start by understanding the requirements, concerns, emotions, tensions, and context of the communication partners and we continue by looking for and offering solutions that create stable communication relationships. In this sense, in a situation of effective communication, our eyes are open and the smile wide, we use a language appropriate to the created communication situation, we choose our words carefully, we choose pleasant and warm clothing colors, we balance clothing accessories, we are not late then when we have to meet a communication partner, we behave wisely and consider politeness important. For an effective communication situation, we maintain eye contact in the communication process, shake the interlocutor's hand at the beginning and end of the meeting, ask open-ended questions, are sincerely interested in what we ask and what is answered, we find the same wavelength of the relationship communication, we are open and friendly and accept people as they are (Peretti and Legrand, 1998).

2.5 Role of culture in communication

Culture has a very important role in communication because there are so many countries, languages, religions, and customs and the way people communicate is different. There is the universal body language all over the world, and then there is the culture-dependent body language, which simply means that certain gestures or careful facial expressions are simply different in different cultures. If a Puerto Rican meet an Englishman and would communicate for an hour, the following would happen: The Englishman would of course never touch the Puerto Rican. However, the Puerto Rican would touch him 180 times in one hour. The Englishman suspects that the Puerto Rican has a lot of humor and the Puerto Rican describes the English man as not interesting. There are also very big differences in culture in Europe: In Italy, everything is spoken very strongly by hand and the body language is very active.  The opposite happens in Germany when someone does the same thing as Italy, they would think they are aggressive.  If people do not know the culture, many misunderstandings in communication can arise. 


2.6 Workplace communication

At the workplace, communication is very common.  Any activity carried out involves the communication relationship and the exchange of information but also its processes. It would be difficult to work as a team without being able to communicate with one another. Employers are looking for workers who have developed communication skills because they can bring many benefits to the company (Beck, 2014).

2.6.1 Purpose of Workplace Communication

Employee productivity is improved by workplace communication and can increase employee job satisfaction. It can also lower turnover rates and make the team stronger, but a positive effect on absenteeism as well (Legrand and Boniface, 2001).

2.6.2 How can workplace communication be effective

A useful aid for effective communications are the same in caring for listening communication partners for a team, talking to establish in front, dialogues can be made from a common point of reference or about a point about which and that was granted and continued by the gradual approach of the breasts in disagreement (Röttger et al., 2013).  For an effective communication situation, useful verbal tools such as the exteriorization of care involve the expression of feelings, feelings or beliefs, the request for care involves forms to make requests in a personal capacity, exploring care involves inventory with the partner to communicate problems and centers of interest and solving care involves choosing problems and applying solutions in solving problems. The superior must listen to those around him and be able to understand the message being transmitted to him and give him feedback. When the employee receives a task, he needs to receive explanations as well. The superior must take the time to understand his employees and make him apply his skills to achieve the company's goal. Communication is identified by Employers as one of the basics competencies every worker must have, asserting that the ability to communicate is valuable for obtaining employment and maintaining successful job performance. When working as an entrepreneur communication helps in problem solving and conflicts (Giblin, 1963).



3. Conclusion 

In conclusion communication is a key factor in every area, which one further develops through experience. On the other hand, it is a strength that can be utilized as an opportunity as well. Since many people can accomplish tasks through good communication, but not everyone can do that promptly, it is essential to enhance time management skills. All in all, an ideal employee must be motivated to communicate, as well as further develop existing ones. Swot Analysis is an efficient tool to ascertain abilities including strengths and weaknesses for communication. This can help when looking for advantages as a job candidate or competing with other colleagues. Although communication can be improved over time, it is essential to be aware of your ability and never give up on learning new ones.
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Appendix

Company Name: ARGOS Electronics
Item: Playstation 4 PRO 399797
Costumer Name: Jamil Jackson 
Email 1
Subject: Order number 399797: Playstaion 4 PRO

Dear Mr. Jackson,

We are extremely sorry that we have to inform you that an item that you have recently purchased have been cancelled. Unfortunately, your ordered item: PlayStation 4 PRO (399797) is now out-of-stock. 
Although we try our best to maintain 100% accuracy with inventory, there are rare occasions where we experience an inventory error. 
We have now processed refund back to the means of payment. 
Please contact us if you have any further queries in regards to this matter.
Kind regards,
Horia Trif 
Costumer Service ARGOS
📞 (+44) 07411 411 419
horiatrif@argos.co.uk
Friend Name: Nelson Simone



Item: Laptop HP
Reason: Watch Movies and Gaming

Email 2
Subject: Laptop HP

Hello Nelson,

Hey! How are you?
I’m writing you regarding the Laptop you requested from me. Unfortunately, I can’t give you the Laptop this month because I must do my work for University and submit the assessment this month.
Maybe after the assignment period, but I’m not sure. I’m going to let you know
Take care!
Horia
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