


INTRODUCTION
Communication is a Latin original (communicare) that means “sharing”, sharing information. Is a way to express ourselves and let others to know our thoughts. Through communication we can tell our opinion, express your filings, and also help us to understand each other. Moreover, we can say that communication, is a very important skills, because is the only way for people to collaborate between them.

MAIN BODY
For sharing a feeling, an opinion or an information we need to know how we can communicate between us. Since we start talking, we start to know and learn about communication skills. 

TYPES OF COMMUNICATION
We can define communication the most common, important and the most useful skills that the people can use. There it is three types of communication.
Communication
ORAL Spoken Language
NON-ORAL Written Language/  
                                      Sign Language
Verbal communication (Oral) describes any types of interactions that makes use of spoken words. Is the way that we use when would like to tell the people our opinions, which are your thoughts or your ideas. Through communication two or more people they can speak about anything, communication is used to transfer information and understanding from one person to another. Since we step out from home, we use communication. For example: To say good morning to your neighbor, or maybe at the shop to asking something that you’re looking for. Or from the car, you are new in the area and you need more directions for reach your destinations. 
At the university, for example, you use verbal communication to ask your lecturer to repeat one more time what he said, because you couldn’t understand. Or you need to do in class work, then again you need to use the verbal communication with your class colleagues. 
At work the communication is very important, not just because you can tell your opinion, but through communication we can learn a lot. At my work we use to do Host, means that someone from the Breakfast staff stays with the breakfast list form and he needs to double check if every guest that is coming at the breakfast, they paid for it. Therefore, when a guest is coming, before asking if they have breakfast or no included, we need to greet him not just verbal but even smiling, when you communicate with the guest you do not use  just the verbal communication but also is important even the expression of your face or the tone that you use to speak with them. Ask him how is doing, if he did have a breakfast included or not, if he has included already, then we wish to enjoy, if not we need to tell them to go at the reception to for pay for it. Moreover, we should explain them also, that we should take the payment upfront because we do not have the option to added at the room. When we answer or we try to ask someone, all the skills of communication are essential, because sometimes how we express ourselves, how we use our tone of voice and our expression we can be misunderstood.

 
Non-Verbal is the communication without using the words (Besson, C. et al., 2005). (Aldrich, 2009) Nonverbal communication includes gestures, when you greet someone you shake the hands, or kissing the cheeks. Body language is when you see some of your old friend and you hug him because is so long time that you haven’t see each other. Even if we don’t use our voice we can speak and send a message. For example, babies they don’t use their voice, but they understand when you speak with them, (Besson, et al., 2005)when you are looking at them, or from your smile. If you are happy you do not need yelling to everyone one to let them know your happiness, from our expression or smiling the others can understand your happiness. Babies through their crying they send you a message that maybe they are not feeling well, or perhaps they are hungry. 
My baby she is 15 months, she speaks just a little bit, even if she does not know how to use the words that does not means that she does not know how make her understand by us. She used the gestures or the looking if she wants something. She starts crying if she wants to eat or she feel sleepy. In simple word, since birth we start to use the communication skills without knowing about it.
Unfortunately, there are some people that, they need to use just this type of communication. Because of the bad luck, some of us they need to understand each other by waves, hands gesture or facial expression. 



Written Communication
Written Communication is used a message through the written symbols (Hua, et al., 2005). In simple words, any message exchanged between two or more people that make use of written words is called as written communication.
The written communication is the most common and effective mode of business communication. Because of written communication and of course the technology, we can do an interview on the laptop. 
We can write an email to our employer, have an evidence and proof of it. Like an old time, before the phones, we used to write a letter and let the dearest know how we are. In those days written communication is used more in an organization, at school and at work. Because of the technology, people are using written communication more than before. Tipping, searching, send a message, send an email from the phone, even when we want to see each other, we use written communication.
Written communication is the keys to see others they knowledge, by writing is very important to see how prepared and how much you know. When you need to send an important email to your employers, you need to know how can start and finish the email. At work, the employee is using a lot the written communication by sending or received feedback to the guest or to the others colleague. 




Sign Communication
Sign communication/ languages is the ability to communicate and connect with others by using gestures, hands movements, facial expression and body languages. By doing so, people not just send a message, but they receive an answer in the same time.
One of the most important and useful is the facial expression, through the facial expression we can tell so many words in silent by looking or staring others. We can send more than a verbal message by narrow our eyes. 



Effective communication in a business organization is always very essential. It can be a succeed or a failure for the company/organization if is not a good communication between the staff. For building strong relationship and make the employees happy, the company needs to come always with new strategies and ideas. 
The employer must involve their employees and motivate them by taking a part and make them feel like a small family. If the employees are motivated, the business run “smoother”. No matter what role an employee possesses at work, but everyone has to tell their own opinion. At work should not need to be that difference between manager and simple employees, only then can be considerate a good effective communication in a business organization.
For example, I’m working in the City of London, between Aldgate and Tower Hill at a hotel for more than 3 years, at the breakfast. The Hotel Manager is from America, he is not very bossy but sometimes he pushes us too much.
 I can not say that he does not care about us, the employees, but I can say, that he cares more about the good feedback and review from the guest. The Hotel is quite popular because is a German chain hotel, and the guest that are coming at our hotel are from different country from which they know already about our services. Sometimes because of those busy working days, can be tension between all staff.  Dealing with customers from all over the world with different customs and culture, we must adapt to them and try to make them leave with a good thinking and great experience. Obviously, when the guest is back home, they will tell their family or friends the personal experience. By doing a great service, if the guest is happy obviously the company achieve more possibility to grow the popularity of the hotel and more guest in.
Our Hotel offer variety of types of training for the staff by sending them to different hotels, in different city. My cousin work at the same hotel as me like a bartender, and he had this opportunity to go in Germany to have training. There, to make the staff understand better, the training people split all the staff two by two and had a game. One of them should play as be a stubborn drunk customer and the other their role as bartender. The idea was to see if the staff are prepared to deal with this kind of customers. They had to explain calmly to the drunk 
customer that they are not allowed to serve anymore alcohol after 12 AM. Of course, when someone is drunk, they became more suspicious and stubborn than they usually are. The bartenders must convince them that unfortunately they can no longer have to drink in the hotel lounge after the hour of hotel policy is. Working as a bartender or waiter is not always so easy as sometimes can be seen.






CONCLUSION
	
The conclusion is, to have a good communication is not just the skills that you are learning at school. To have a good communication skill you can learn from your experience in life. To achieve respect from your colleagues at work, from your employer or even from your family or friends, is very important to know how to gain this respect. By addressing to others, no matter who they are, we need to control our expression when something is not how we want or how we expected to be. We know that communication is the most important way to express ourselves, no matter which kind of communication we use. Communication is also the path to increase our knowledge. Through communication our beloved can know how we feel for them, not just spoken but also, we can let them know by writing. 
I think in these times, the most used type of communication is writing. No matter if we are in the restaurant, at home, in the train or at work, from the youngest to the elder people we can see them chatting by phone. Sometimes, people forget to speak with each other, in these ages the technology “delete” our voice, to communicate, most of us we use more writing communication. To send a message, to speak about the work or even to ask our sister to buy something from the shop. Writing communication is more easy way to communicate.
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1. Read the following brief and write a business email according to the instructions.

You are the Director of Communications at your company and you would like a Supervisor, Mary
December, to go on a training course in non-verbal communication because you have observed
that her non-verbal skills sometimes send the wrong message.

- Tell Mary why you are writing

- Say what you have observed about her communication skills

- Tell her how you think this course would improve her skills and her relationship with her fellow
workers.
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