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Effective communication

Introduction
          Since ancient times the word communication has roots from the Latin word "communis", which means "to place in like manner", "to share". From that, we can understand that they, the Latin’s, meant sharing the information, passing it from one person to another and here we can find opinions, news, their beliefs and all other written information. In a straightforward manner, it tends to be characterized as move or transmission of data and comprehension starting with one individual then onto the next. This exchange of information should be possible in an unexpected way between two or more parties. Regardless of whether the word correspondence is habitually utilized, there is still absence of agreement between analysts in regard to its definition. We can relate the word communication with the transfer of data and information, even emotions or feelings, different places to another individual or even to a places or object. Nevertheless, this is certainly not a total definition since conveying viably includes having that data transferred while holding a similar substance and setting. Additionally, communications produces results through outward appearances, motions, the touch, pictures, music, body developments, or more all, with the assistance of dialects. There are more than 100 different definitions of communication; lets mention just some of them:
          The Oxford English Dictionary defines communication as "the imparting, conveying, or exchange of ideas, knowledge and information'.  This can apply to words or body language.
          In 1909, Cooley in the study "Social Organization" formulates a classic definition of communication: It is “the mechanism through which human relations exist and develop—all the symbols of the mind, together with the means of conveying them through space and preserving them in time. It includes the expression of the face, attitude and gesture, the tones of the voice, words, writing, printing, railways, telegraphs, telephones, and whatever else may be the latest achievement in the conquest of space and time.”
           Good communication is an essential tool at work because few jobs which don’t involve socializing. It helps to improve productivity, to work in teams, to keep strong working relationships at all the levels of an organization. Its importance increased since the Covid 19 lockdown forced a lot of employees to work remotely. The importance of strong communication runs deep within business. 
          Bad communication leads to errors, failure, unmotivated staff and sometimes lawsuits. To help to prevent these errors means to start to communicate effectively. 
          Each individual has its own, unique communication style, a way in which to interact and exchange information with others. There are different levels of communication:
1. Intrapersonal communication – communication with one self (may include self-talking, visualisation)
2. Interpersonal communication – communication between 2 or more persons
3. Group communication – is done in groups (i.e. Family, teams within company)
4. Intergroup communication – bigger groups, where not all members have direct contact – like communities or unions.
5. Organisational / institutional communication – formal communication, where control and power is clearly defined as well as the role of the recipient
6. Mass communication – the biggest communication process which is using different type of channels and is widely understood. (Hartley, 1996)
          Until now different researchers divided communication into different types.  Jackson and Smith (Jackson J., 2013) divided communication into 4 patterns:
· Assertive – bold and direct. When everything should make sense
· Animated – enthusiastic and energetic. When it’s more fun. 
· Attentive – Caring and Compassionate. When its 50% listening 50% speaking
· Accurate –Precise and detailed oriented. Means it is quick witted. 
          Bourne (J, 1995 1st edition) found 5 different styles of communication: assertive, aggressive, passive aggressive, manipulative and submissive.
          Because it is a complex process which includes unique styles, patterns, mechanisms, tools, forms – it is very complicated to find “perfection in communication” and this is why Effective Communication is considered an art. It is important in our personal, social and professional lives. 
How communication impacts our professional life and how to improve it?
            Hierarchical correspondence guidelines are shaped because of different structures and sorts of cooperation between management team, directors and representatives, all things considered. In a perfect world, hierarchical correspondence encourages data trade, occasion arranging, project coordination, and social cooperation. An inadequately working correspondence frameworks lead to disarray, diminished inspiration and loss of efficiency. The management team should set up an unmistakable framework or even arrangement for correspondence and correspondence channels to keep representatives educated and in contact with one another. 
          The company can work harmoniously if all the internal communication are connected seamlessly in a single system. through an internal communication different departments can work uninterrupted and seamlessly. Corporate interchanges take an assortment of structures, including discussions, mail, messages, gatherings, and the sky is the limit from there. 
          Every one of these sorts of correspondence is suitable for the particular circumstances. Without an effective communication any business is doomed to fail. In order to establish good business relationships, certain communication rules must be followed:
1) Being concise. In business communication, being concise is essential to make quick decisions and achieve results. A feature of effective business communication is that it uses simple language that is able to convey the main idea of ​​the message without losing meaning.

2) Availability. In business communication, sometimes there is only one opportunity to convey your thought or point of view. If information is vague and misunderstood, it may not be possible to correct it before it creates a problem. When important information is transmitted, it is necessary to be sure that, depending on whether it is written or spoken, the words are written or pronounced correctly, carry the correct meaning and are understandable to the interlocutor.

3) Diplomacy.  When communicating with business partners or clients, it is always important to give the interlocutor the necessary answers to questions and clarifications. When the talk is over, you should give the other person the opportunity to ask a clarifying question before moving on to the next topic.

4) Confidence. A confident manner of speaking can help increase the credibility of the information being conveyed. It is necessary to present information in a clear and commanding tone that demonstrates knowledge and significance of the topic under discussion.

5) Credibility. You should always check the information in question. The message can be important, but if it is accompanied by incorrect information, then its significance is lost.

           Managers and employees need to know how to communicate effectively with partners from international companies. Cultural differences require leaders to understand specific terms that are often used in different countries and which can be considered offensive. Companies that train their employees in new verbal and non-verbal communication skills find it easier to integrate into global markets than companies that do not train their employees in this area.
CONCLUSIONS
           In conclusion, communication plays an important role in product development, customer relationships, and human resources management - virtually every aspect of an organization. Employees are key subjects of communication because they often serve as a guide. If employees are fully informed, trained, motivated and have a wide range of communication tools at their disposal, then this will have the best impact on the company's activities.

References:
Adair, John. Effective Communication. London: Pan Books, 1997. 
Davies .J.W. Communication for Engineering Students. UK: Longman, 1996. 
Hartley, P., 1996. Interpersonal Communication. NY: s.n.
J, Bourne  E., 1995 1st edition. The Anxiety & Phobia Workbook. Sixth Edition (2015). s.l.:s.n.
Lesley, Philip. Handbook of Public Relations and Communications. New Delhi: Jaico Pub, 1992. 




