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Introduction: man is a communicator, so also any other organism. Therefore, man's quality of life depends on communication. Attempt by primitive man to make recognizable sounds were undoubtedly motivated by his quest to meet the threats posed by survival. He learned to make sounds that were warning of impending danger, threatening sounds to ward off intruders, and friendly sounds to initiate friendships. The above traits of man to communicate with his fellow man are also present in other animals. This type communication is called pre- symbolic communication. Experts on communication have observed that the pre - symbolic communication of animals through the use of sounds, positions, and movements and can express definite things such as get out of my territory! ', help', build a nest with me', or fly with me ' etc. Communication therefore is at the heart of who we are as humans. It is our way of exchanging information', it also signifies symbolic capability.
From the analysis about the way communication enhances human creativity, it will be necessary for us to explain its importance to human life before definition.

Importance of communication skills 
Communication has to be effective, ensuring mutual understanding between the communicator and the receiver. Communication is at the heart and apex of every human endeavour, mostly, no task can be done without effective communication,
consequently, communication in general term touches every aspect of human endeavour.
It informs man of all his actions because it is occasioned by Man's need to interact with his fellow man the importance of communication to human life cannot be overemphasized, for without communication no society can exist neither can any social structures form or endure.  
For the existence and organization of any society communication is the fundamental and vital process because all joint actions by individuals are based on shared meanings conveyed by communication. Lots of jobs require strong communication skills as socially people with improved communication skills usually have better interpersonal relationships. The ability to explain what you mean in a clear and concise way through written and spoken means give a communicator an added advantage.
Definition of communication
By Rita Udall and Shelia Udall ( 1979:5) defined communication skills as the process in  which one person,  group of persons share and impart information to another person . Similarly communication is not just the giving of information, it is the giving of understandable information and receiving and understanding of the message.


Communication can also be defined as the act of delivering information for the purpose of creating understanding. Giving of understandable information and receiving and the creating, exchanging of messages with a network of independent relationships. It’s an act where one individual gives or receives information about their needs, desires and perceptions.

Elements of communication skills. 
Stimulus
the source, sender, encoder, or transmitter
the message
the medium
the channel
the receiver
the feedback or reply or reaction
Interference/noise/obstruction.

The stimulus believed that before any form of communication is initiated, there is a drive or an urge- or something that triggers off exchange. This drive or urge is what is called stimulus.
It is also the ideation stage: that is the stage at which an idea is born or a desire for someone to start the encounter is established. The initiator who has been stimulated now moves to convey the message to others.

The encoder: this person is often referred to as the sender of the source or the transmitter, he initiates the encounter after receiving the stimulus and responds to it . He gets the message internally by detecting codes or symbols which he thinks could be understood by those who received the message.

The message: the is regarded as the core of a firms of communication, it refers to the ideas, thoughts, attitudes or intentions or needs which the encoder, or sender sends to the receiver .for the message to be successfully transmitted, the sender must observe the following conditions.
Plan properly what to say or write.
Select the right symbols for encoding the message.
Present the message in a clear form.
Ensure that the atmosphere in which the message is being transmitted is appropriate.
Etc.

Communication skills involves: 
Listening
Speaking
Reading
Writing.
The four skills are interrelated and inter dependent i.e.
a) In oral communication skills, we  have reading and speaking, this involves interpersonal, intra-personal and group communication.
b) In literacy skills-reading and writing required.
c) In respective skills- reading and listening, 
d) In productive skills-speaking and writing, all these have to do with giving out what you have. In terms of medium speaking and listening where the use of aural medium required while reading and writing are transmitted through visual medium, generally it is   two way traffic oral and writing. I.e. no speaker succeeds without a listener, just as the writer does not pass any message without a reader.
Communication: Effective communication is essential in all areas of life but is of particular importance in the healthcare environment where I work as a healthcare security comptroller (Moonie & Windsor, 2000). When dealing with people who are ill, in pain or distressed and worried means that this factor must be considered when communicating with them as they may not be as able to receive the information clearly.  Patients and their families are not the only people healthcare workers need to communicate with; they also interact with other members of staff and other agencies.  Errors or misunderstandings through poor communication can have very serious consequences so great care must be taken (Moss, 2012).  

Is the transmission and receipt of information and can occur using the spoken word, the written word and body language.  The spoken word and body language is the normal mode of communicating face to face. When interpreting what is being said we hear the words and understand their meaning but also react to the tonality to apply context and also ‘read’ the body language.  In order for the message to be correctly interpreted all these elements of communication need to be congruent. If, for instance, the body language does not agree with the words there will be a confused message transmitted (Ford, 2010).  Eye contact is also important as this helps to demonstrate interest and sincerity.  Holding eye contact for too long, however, is inappropriate and uncomfortable.  Communication is a two way process and in this scenario the doctor has conducted a one sided conversation that took little regard of the patient or her responses.  This appears to have been dismissive and, therefore, inappropriate.  The patient is the only person who really knows how they feel, what the symptoms are and how it is affecting them.  Therefore, the medical professional needs to be able to create an atmosphere in which they can elicit the necessary information from the patient.  Alternative forms of communication also need to be considered for those not able to communicate easily.  This includes methods such as Braille for the visually impaired or Mankato for those with hearing deficiencies.

Active listening is a very important skill that means giving the person with whom you are speaking your total attention and really hearing on all levels what they are saying before formulating your response. In normal conversation there is a tendency to interrupt the other speaker and anticipate what they are going to say. Active listening requires total attention to what is really being said.
Written communication includes reports, notes and any other written form that is used to convey information to others.  In this form it is important to ensure that the information is correct and written clearly in a way that others will also understand.  Where anything is handwritten it must be clearly written and not open to being misread. Patient’s observations or medications for instance must be correct.
There can be issues that create barriers to effective communication, however, this fall into three categories; 
1. If the person cannot see, hear or receive the information, 
2. The person cannot understand the message or 
3. The message is misunderstood.  One of the most obvious areas for problems is speaking different languages.  Where one party’s native language is different this can present difficulties in translation.  This can also extend into cultural issues where people have different beliefs and expectations of a medical situation (Saha & Fernandez, 2007).  The prejudices of individuals can also be a barrier. It is wise for all those working with the public, particularly in the health arena, to examine their own bias and prejudices to ensure that they do not colour their dealings with patients.
Communication skills are vital components   of a productive workforce; it allows employees and their employers to work cohesively.
Communication   disseminated   effectively breeds harmony in the work place as it will impact positively in and around the work place .It helps employees and employers form a highly efficient team.  Management and employees are able to trust each other.
Effective communication promotes harmony in   the work place, makes employees and employers more responsible and more dedicated to their jobs; it reduces unnecessary competition within departments and helps employees work together harmoniously.
High productivity, integrity and responsibility is the result of a united, cooperative, and hardworking   work force. Employees know their roles on the team and know how valued they are by their employers.
Employers by means of effective communication are able to correct their employee’s mistakes without tensions or creating a hostile work environment. A manager who openly communicates with subordinates   can foster positive   relationships that benefit the company as a whole.  ‘’ (Johnson, 2013, p.1). 
[bookmark: _GoBack]Creating an enabling environment in a work place is very imperative and of immense value, employees can give their best when a work place environment is peaceful and harmonious, this will enable business to flourish and will lead to increase in productivity, which in turn will impact in a very positive way on the employers and employees alike .In nearly every aspect of life (both professional and personal), effective communication is crucial to success and happiness. Relationships cannot thrive without open communication, and the same goes for businesses both large and small. The quality of a business’s internal communication often says a lot about the company itself. Let a poor communication get worse and your organization’s days are numbered. ‘’ (Tim Eisenhauer: posted 7/21/2014)                   
Fortunately, there are multiple ways in which communication can be improve in the work place,
A) Employers have to check with their employees on regular basis as this is important. meet with them on regularly,  have an open talk show where  everyone can voice their opinion freely as the employees like to be heard too, that creates the atmosphere  of  inclusion, it encourages feedback and participation.
B) Work towards a common goal.
C) Define rolls and responsibilities.
D) Create culture of respect.
The purpose of this report (Assignment) has been extensively explored; the analysis has further buttressed the robust importance of effective communication skills and its usefulness in the work place and every aspect of human endeavour. The benefits of this assignment are quite immense as it has really enlarged my views and broadened my mind.
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