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 	For me effective team work and communication is the process of sending and receiving messages or transferring information from one part (sender) to another (receiver). Communication is giving, receiving or exchanging ideas, information, signals or messages through appropriate media, enabling individuals or groups to persuade, to seek information, to give information or to express emotions.  
There are four main types of communication we use on a daily basis: Verbal, nonverbal, written and visual. Let's take a look at each of these types of communication, why they are important and how you can improve them for success in your career. What is importance of communication?
The communication brings people together, closer to each other. The communication is an important management function closely associated with all other managerial functions. It bridges the gap between individuals and groups through flow of information and understanding between them.   From the course we learnt that. With strong communication skills, you can easily improve communication in the workplace Successful communication helps us better understand people and situations. It helps us overcome diversities, build trust and respect, and create conditions for sharing creative ideas and solving problems. With strong communication skills, you can clearly impact your business. Great communicators are the ones who bring solutions, drive change, motivate and inspire their colleagues. In course we learnt that 5 skills are absolutely necessary for successful communication in the workplace or private life. 
Listening 
Listen First Project defines listening as an action—the process of lending an ear to another person to take in and organize information, thereby learning from their perspective and formulating more productive communities. Listening is personally attentive and responsive communication that leads to awareness, understanding, and empathy.
A genuine desire or motivation to attend fully to the perspectives of others; 
A range of behaviors that signal attention and interest; and
Close attention to and processing of others’ points of view in an effort to understand.
Listening is one of the most important aspects of communication. Careful listening can also create an environment in which everyone feels safe to express ideas, opinions and feelings, or plan and solve problems in a creative way. If a speaker can see and feel that someone is listening and understanding that can help build a stronger, deeper relationship between interlocutors.  
Straight talking even a simple, friendly conversation with colleagues can build mutual trust and even detect problems before they become serious.
Effective communication 
Effective communication is a process of exchanging ideas, thoughts, knowledge and information such that the purpose or intention is fulfilled in the best possible manner. In simple words, it is nothing but the presentation of views by the sender in a way best understood by the receiver.
Non-verbal communication
We are using a lot of non-verbal communication in these digital life a lot of messages, emails. The way you look, listen, create, react, gesture, speaks far more about feelings than words will ever be able to.
Emotional control
In a work environment it is important to control your emotions. You may be used to behaving or responding in a way that is inappropriate for your new workplace. Workplaces all have standards of behavior that employees are expected to follow and controlling emotions is one of them.
It can be difficult to control your emotions, especially when you feel strongly about a certain issue. But emotions can cause us to say things that we don’t mean, hurt someone’s feelings or offend someone, even if we don’t mean to do so. Failing to control your emotions in the workplace can have serious consequences, including losing your job.
Stress management
Stress can be very useful and encouraging for work stress can be creative for your work but when become constant it can affect communication. If you improve stress management skills, not only will you avoid these subsequent regrets, but you will also be able to influence the other person you are entering into a conflict.	
. Emotion control Guided by emotions, your nonverbal behavior affects the understanding of other people and how others understand and perceive you. We learnt how improve our communication skills and how important is this.  Here are things we can do to improve our communication skills at work.
Listen to What People Are Not Saying.
Learn to Speak in Public to a Group.
Get Your Boss to Agree.
Give Positive Feedback.
Give Negative Feedback Properly.
Disagree Without Being Disagreeable.
Manage Older Workers Effectively.
There are still many way for improving the communications skills for example to listen actively, Repeat back, Use your body
When in doubt, or if you have something particularly complicated to discuss, try doing it in person. Face to face, you have the extra benefit of body language and non-verbal cues like gestures and facial expressions, all of which make it easier to avoid confusion.
Keep it positive
No matter how stressed you are, or how fraught the conversation, try to stay positive. Put your team first. And never make it personal—keep your focus on the professional. Earn a reputation and respect.
In class we gave a lot of example of poor communication and good communication. How that affect of the understanting, the example of lack of communication lead to misunderstanding of the situation. Poor communicators often feel frustrated that they don't get feedback – in meetings, emails, project planning, etc. They present their ideas, explain their plan, and wait for questions or comments, but get nothing. The problem may be talking too much. I worked in a leasing company. One time I was given lack of information, I should do restructuring of a customer load because of the delay. The customer said before that he will restructuring but would pay half of the overdue so of that lack of information the whole agreement was incorrect because I did for the whole overdued amount, and should be for the half. That’s why In the workplace, one of the most important skills to possess is good communication. Effective communication is about more than just exchanging information. Effective Communication is in the Hands of Professionals. We have to the thing in a professional way. In this course I gained a lot of knowledges about the communication skills I improve myself and I understood the way how to be professional.
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