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INTRODUCTION


Without communication life would be impossible, communicating and receiving communication is what allows us to socialize with the cultural production aspect.  Effective Teamwork in today's world is really important as we all need it in the academic and employability aspect. 
Most young people have the opportunity to learn this subject at university or in college, where the teachers are qualified to acknowledge the students.
The main idea of this report is to explain how effective teamwork can be useful in academic and employability world.
I will explain different body languages, verbal and nonverbal communication, what is the role of communication, what barriers we are facing with communication, and how to improve the way of communicating. 




WHAT IS COMMUNICATION

According to Wikipedia, the free encyclopedia communication is the act of conveying meaning from one entity or group to another through the use of mutually understood signs, symbols, and semiotic rules.
Every communication requires at least one sender and one receiver. The process of communication should be put in the process of passing information and understanding from one person to another. In the simplest way of communication, we should include a process of transmitting ideas, shearing opinions, values, and facts.
A good communication skill is very important in the way of explaining ourselves and passing them in the easiest way for understanding, in contrast, for example, poor communication skill can lead to frequent misunderstanding and frustration.
There are many different ways of communication that I will describe in this report for a better understanding of the topic. 

TYPES OF COMMUNICATION
There are 4 main types of communication which we use daily.
Those are:
1.Verbal
2.Nonverbal
3.Written
4.Visual
However, on the internet, we can find many different types of communication but those 4 which I will describe are the most important and also, they are the one which was described in-class session. 

NONVERBAL COMMUNICATION

Nonverbal communication is a way of messages or signals through a nonverbal platform that can be express with eye contact, posture, the distance between two people, facial expression, and gesture. 
With the facial expression we prioritize it as the most nonverbal communication way. 
Body Movements and the body language are the second on the list as our body can express with hand gestures, nodding, and kinesics.
Our Posture is more critical of making a strong impression than we actually can imagine.  How we sit or stand is the most important element of perceived by others. The way of standing straight with our hear held high can express our confidence and strength but on the opposite side of standing poorly with the eyes facing floor can give the expression of weakness and indifference. 
Eye contact, perhaps the easiest and best way of building a relationship with a stranger is by maintaining eye contact. Eyes can indicate interest and attention. However, we need to be very careful with that way of communication to not make ourselves look rude or to make the impression of staring at the person.  
Another way of nonverbal communication is paralanguages
which is a main used by parents as it is the stimulation with voice tone, it can easily be spotted when someone uses sarcasm or is angry. 
                -Cherry (2020) Was a useful source of information.


VERBAL COMMUNICATION

Verbal communication is a way of using sounds and words to express ourselves. The easiest way of verbal communication is to say "NO" when someone asks you to do something that you do not want to do. 
In the report I will describe 4 types of verbal communication and explain them most directly. 
The first one on the list will be intrapersonal communication which is a form of communication in extremely restricted and private. It might include silent conversations that we have with ourselves, when we are going through scenarios in our heads to process the action and words which we can use in the future.
The second verbal communication will be interpersonal communication which takes place in one-to-one conversations. 
In that case we would need the sender and receiver to be involved to communicate more openly. 
Small group communication can only take place when there are more than two people involved. The number of people should be small enough to let/allowed everyone to have their time to interact and converse with the rest. The example of the small group communication would be board meetings or press conferences. 
Public communication is a type of communication that takes place with a large gathering of people. The election campaigns and public speeches are the perfect examples, however in that case most of the time there is a single sender to inform and several receivers to address. 

WRITTEN COMMUNICATION

Written communication means the sending of messages in order or instructions in written form, for example through reports, telegrams, office memos, or letters. 
It is a formal method of communication and is less flexible compared to the other. 
Communication through writing is essential in the modern world, as sending messages is now more popular than calling or sending letters. 
The disadvantages of written communication rare lack of secrecy, wasting time, late feedback, or lack of direct relations.
To clarify, for example the lack of secrecy is a way that the message will be exposed to everyone who is concerned with the message or information and that might cause massive loss to the organization.
Wasting time relates to not needed time-consuming. However, a message through phone might take a moment to reach the receiver, but with the letter it might take even up to a few days which might also concern late response or feedback.
From the lack of direct relations, the cause might get to the communication gap or delayed feedback. Also, the lack of direct relation might bring misunderstanding for the receiver as the sender could use the wrong form to communication, or the tone of the message if it is slightly different to the main idea.  


VISUAL COMMUNICATION

Visual communication is a way to communicate without a verbal or nonverbal strategy. 
The most use of visual communication we can apply in the situation where we are on holiday in a country which language we do not speak, and we need to find a way to our hotel. 
If we use for example maps to get back which is a visual communication with transforming the information and ideas using symbols and imagery.  
Another example where visual communication can be used is websites, social media posts, meetings, or office presentations. 
That is why the definition of content marketing success is to include visual communication. Images can be informative and evocative, but there is academic debate about whether or not a picture can communicate in a way to make a statement, also notably many theories discuss that the images cannot express a negative.  
                                    This was disputed by Aluko (2020)

COMMUNICATION BARRIERS

According to the dictionary the Cambridge communication barrier is anything that stops us from receiving and understanding the information which the sender is trying to convey. 
In many situations the message may not be received how we would want it to be. That is why it is really important to seek feedback to check that the message has been clear and easy to understand. There exist many barriers to communicate and there may occur at any stage of the communication process.
Barriers could lead to the message being not taken in the right way, misunderstanding, and confusion. 
However, in the communication barriers are few different details which I will explain. 

The first barrier will be the psychological barriers which are various mental and psychological issues which might be the barriers to effective communication as some people might have stage fear or phobia which will not allow them to communicate in the right way. All of these conditions are very difficult to deal with and sometimes it stops the ease of communication.
Another on the list will be emotional barriers. The emotional barrier is very difficult as the IQ of a person determines the ease and comfort with which they can communicate. People who let their emotions take the winner will face certain difficulties in effective understanding and communication. 

The last example which I will describe will be the attitude barriers as certain people have attitude issues, like huge ego and inconsiderate behaviors. Certain personality traits like shyness or social anxiety can be removable through training or courses, but on the other hand barrier such as egocentric behavior and selfishness may not be correctable. 


THE ROLE OF COMMUNICATION IN WORKPLACE

The role of communication in the workplace is really important for companies because it allows them to be more productive and operate effectively. 
Good communication is an essential tool in achieving productivity and maintain strong working relationships at all levels of an organization. 
For the team to communicate effectively the most important tool will be acceptance of other opinions and abilities of  understanding as poor communication in the workplace can unmotivated staff, which might cause unwanted situations in the workplace.
Few keys can build good communication at the workplace, and those are:
-Team building
-Gives everyone a voice
- Innovation
-Growth
-Strong management
                                                  -Bosworth (2018)


HOW TO IMPROVE THE COMMUNICATION
The ways of improving communication skills are being discussed in articles, books, and reports. The ones which I have found the most useful are:
-Learn the basics of nonverbal communication for the majority of what you say is communicated not only through words but also physical cues. 
-Ask for honest feedback as it is really helpful for becoming a better communicator. If we receive critical feedback from our work, we should discover areas for improvement instead of feeling bad about it. 
-Ask for advice from your collogues as most people will be happy to help you with the journey towards self-improvement.
-Learn to listen as we all tend to forget that communication is a two-way process and we fall into broadcasting where we just listen to the message to hear but not to understand it. We should pay full attention to the person speaking and be concentrating on what they are saying. 
 -Maintain a positive attitude and smile as many people prefer to be around positive people, so maintain the idea of positiveness and cheerful attitude. In a situation where something or someone makes you upset or angry, take a few hours to calm down before taking actions. If you complain, do it calmly and try to find the positive side of the situation and try to avoid unwanted criticism.
-Minimize stress as it might be a major barrier to effective communication. However, some of the scenarios can be naturally stressful but try to remain calm and focus 
                                                                 -Garfinkle (2005-2020)



CONCLUSION

As we can read from the report which I have presented, effective teamwork and communication is important. 
Like it or not, but society needs communication. We all need to put effort on our part to identify and avoid barriers to effective communication to make ours and others lives easier.
The report was to clarify ways of understanding differences in between them. When studying any of the topics that I had mentioned there are different ways of understanding it and also different tools to combat the poor qualities at workplaces but also in day-to-day life scenarios.
I understand the role of effective teamwork and communication is having a bigger impact then I though.
The lesson and research have helped me with changing my body language at work and also, I have started to listen more to understand not only to answer.
However, to work on myself I will try to add up all of the ways which have been described in the report for better understanding and self-improvement. However, to work on myself I will try to add up all of the ways which has been described in the report for better understanding and self-improvement. 
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