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Introduction 




[bookmark: _GoBack]Communication takes place in every setting, organization, area or a place, and is very important people to have it. The different workplace requires a different way of communication. Including writing, speaking, reading and listening skills. Without these skills you can’t work effectively at workplace. You must be able to write professional and speak very clearly. With good communication skills will be more confident in your organization. Communication is shared information or ideas between two or more people and how they understand it. Communication is the connection between the people. Also we use communication to inform, persuade and entertain each other. Group of people working together as a team are more productive and effective at workplace. Important is how you express yourself when you speak with someone this depends of your abilities to use communication skills. In this report I will write about the methods and systems of the communication. I will discuss how important and effective is communication in University. How communication can be improved in university. The University is institution that offers graduate and undergraduate degree. They provide different program and courses. This report will show how important are these skills to be effective in your organization.




























1.Communication
 Communication is two way process: verbal and non-verbal.                                       “The process requires at least one sender, one receiver, and a message that is transmitted within a communication medium. The medium can be face-to-face conversation, a piece of artwork hanging in an art gallery, a text message, or any growing number of electronic transmission media”(Griffiths and Dunham 2015,p.47)   
According to Shannon-Weaver Mathematical model of communication (1949) is created for effective communication between sender and receiver. Also the model use concepts like Information source, transmitter, Noise, channel, message, decoder and destination (receiver).                                                  
                                                   
                                                
                                                  (Feedback)
Where sender is individual who select the message and transmitter convert the message into signal and than decoder convert the signal as message to receiver. The receiver is a recipient of the message. The receiver gives his feedback to sender to tell that he receive the message. If message is affected by noise the communication will flow between sender and receiver. The message is transferred by channel. For example when you speak with your friend by telephone where have signals and cables. 
1.2Verbal communication is our speaking. How we use our words, express our feelings, tone of voice and sounds. That means how we communicate one with other. Oral communication and written communication are component of verbal communication. Oral communication might be telephone conversation. For example speeches, presentations and announcement are verbal communication. Speech is variation of logical means and most common is dialogue. 
Written communication is communicating by email, books, letters and newspaper. Sometimes communication by email can be effective or may not be, so when you write email you must to be very clear about your meaning, so your message to be interpreted correctly. 
Another form of communication is face-to-face communication this is the riches and most complete form. ”With this, others will be able to see your body language and facial expressions, as well as understand your tone of voice which means that the chances of your message being interpreted correctly are increased”(Morgan 2017,p.248)
In the University we mostly communicate face-to-face with a colleagues and lecturers. Also we take notes and using books as an example for reading and writing skills as part of communication. Written communication is receiving information by writing. Also we use non-verbal gestures as well. In the other time we communicate by email so we are connected with the University and lecturers as well. 
1.3Non-verbal communication is our body language.                                                  ”Non-verbal cues from a speaker such as smiling, eye contact, or fidgetiness help listeners interpret the meaning behind the words a person is using to communicate a message”(Griffiths and Dunham 2015,p.49) 
Non-verbal communication includes signs and symbols. Also facial expression and body gestures are important for our personality. When you are in university very often you smile when someone smile to you. Some people not smile often and we can interpret that they are very serious.
 Sometimes you use your eyebrows to show curiosity or surprise. But also we move our eyes around like we think for something. This gesture might be interpreted in different ways. 
Eye contact is sign for confidence and attitude. But in another culture that is sign of a lack of respect. For example when your lecturer speaking to you, he look you in the eyes. 
Also body gestures are important as they show our expression. For example when you cross arms can be interpret as you are in defensive positions for conversation. In other hand it is possible the person with crossed arms to smile to you and to have friendly position in conversation. (Morgan 2017,p.253)
According to Morgan (2017,p.250) components of communication are non-verbal behavior and Para-linguistic cues. Non-verbal behavior is communication without using words. Face expression, hand signals, head movement also are used.
Para-linguistic cues mean speaking which adds meaning of the words.                                                                                                                                             There are four form of Para-linguistic cues: speed of speech-mean how we speak fast or slow, volume of speech-how low or high we speak, pitch and intonation, and change and modulation. 

1.4Listening is another aspect of effective communication. Listening means to be concentrate on verbal and non-verbal message and to define meaning of both messages. ”Effective listening can affect one’s relationship satisfaction and can be a determining factor in whether someone is an effective communicator.” (Quintanilla and Wahl 2017,p.88)
According to Crockett (2011) the person can remember between 25% and 50% of what he hears. For an example when you speak with your teacher you can retain the half of conversation.  So it is very important to listen actively.
 Sometimes listening can be a difficult, because we work or study with many people from different background. They use different dialects and speech patterns and that is the reason to have a difficulty of listening.                                                            
Hearing and listening are different terms. Hearing means to be able to detect sounds. It is a physiological process where your doctor can test in his office.  So if you have excellent hearing this is not mean you have excellent listening skills. 
To become excellent listener you have to overcome the barriers to listening. That mean listening is difficult when have some distraction such as cell phone in a meeting for example. So before meeting everyone need to turn off theirs cell phone. This kind of distracting is called external noise. (Quintanilla and Wahl 2017,p.90)
Also according to Quintanilla and Wahl (2017) another type of distraction is called internal noise.  For example you have a very important work to do but in the mean time your colleague talking you about his house for example you will think about your work and will not listen carefully what your colleague speak for. That is distraction in your mind because you are focus in your problem and you are not able to listen. 
In the University important part is listening if you wish to understand what your lecturer saying in class. Also if you are not focus in lectures and not listen actively how you will understand your task. It will be hard to remember what to do later. 
 







2.Effective communication in university
Communication in classroom is important in order for student to learn effectively. Of my experience is important to have good communication skills in classroom to be able to understand each other. With communication you can understand your task. That is mean to do the right things for right reasons. You can manage tasks successfully and you will be able to make a difference between the tasks. 
With effective communication you can build friendships in University. You can be able to provide information in a way that can be understood. You feel confident to help to your colleague. Is not just important what you speak but how you say it. You have to be clear with your tone of voice because this can change the understanding of what you say it.
Communication in University gives you ability to archive goals and be more productive. It is a big advantage to have this skill when you work or study in organization such as University. 
Communication between students and lecturers are important part of education for students and positive feedback for lecturers. Lecturers spend more time interacting with students. Face-to-face meeting are important channel of communication in University.                                                                                                                Being able to communicate is vital to being effective educator. Communication makes learning easier and strengthens the connection between teacher and student. Good communication help student to increases opportunities for extended learning.
 












3.Improvement of University communication
By asking questions teacher can determine if the students managed the information provided. For example if none of the students not have answer than probably the students did not understand the lecture. 
However from my experience sometime if you want to listen carefully always have someone to disturb you. That happening because most of the students go to university to be educated and learn new skills but there is have always people who don’t care about that and they just coming for attendance. In the futures this can be improve. However teacher make everything possible to provide information to the rest of the class. 
Probably if teachers encourage the students to interact positively with one another will be easy for communication. To improve communication in University teachers may use presentations, more explanation and giving as more exercise. 
 Mostly if student is from another country and have problem with the language, because it is not his fist language, than will be hard for him to understand and will need more explanation. That can be performed by the University.
Teachers and students need to communicate effectively in order to facilitate the process of teaching and learning, and probably reach academic level. Lecturer can motivate the students and students can be polite. Mostly important thing for improvement is collaboration between colleagues and teachers. 


 







 












4.Conclusion 

Communication is an important activity in our life. Communication is process of sharing information with others. Everyone wants to share theirs feelings, emotions, theirs ideas through communication. People are able to communicate trough gestures and face expression and they use communication to provide their needs and purposes. In this report I explained process and methods of communication. The communication is very important in organization such as university. This report showed how important is connection between student and teacher. It is important to listen carefully and speak clearly to be understood of other people and to be able to understand people as well. Very important is when someone talking to try not to interrupt him. As a student communication gives you chance to learn new skills and to have opportunities to change your future. With effective communication you will become effective student and achieving your educational goals. 
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