


Since the beginning, the development of the human society was influenced by the communication. Today, communication is a common concept, and it is taking place in every setting, organization or workplace, no activity or work could be carried out without effective means of communication.
Thompson Neil affirms that” developing basic communication skills is part of our upbringing, something that we tend to take for granted” (Thompson,2018, p.9).
Effective communication is an interaction of trading thoughts, information and data with the end goal that the reason or expectation is satisfied in the most ideal way. In straightforward words, it is only the introduction of perspectives by the sender in a manner best comprehended by the beneficiary.
Good communication is “a two-way process” (Cottrel,2019, p.178) and plays an essential role in personal life and in the professional one. People who know how to communicate effectively with persons will have better productivity in all the aspects of their life.
The communication can be realised thought a variety of ways: one-on-one conversation, phone calls, emails, social media (Facebook, Tik Tok, etc.), written letters, TV, etc. For an efficient delivery of the message, it is important to use the appropriate communication channel and certain style to maximize the chances to send the right message to the targeted audience.
According to Study Moose Website there are two ways of communication based on communication channel used:
1. Verbal communication
        Is that type of communication in which the message is transmitted verbally or in writing. The quality and efficiency of the message is influenced by the speed of talking, the volume and the clarity.
         In the written communication messages are printed or handwritten, and are affected by the style of the writing, grammar and clarity. As an advantage in the written communication the ideas that needs to be delivered can be edited and reviewed before the final form will be transmitted.
2. Nonverbal communication 
         It is made by sending the wanted message without using the verbal communication, but only using the body language. In an ideal situation nonverbal communication is completing the verbal one, but there are moments when is showing the exact opposite affecting the quality and efficiency of the message sent by the speaker. In other words, for an effective communication the speaker needs to pay attention at his appearance, body language (smiling, expression, eye contact, the way we stand or sit, etc.), and the tone and speed of talking.
Sometimes there are some barriers that are making the process of communication and the delivery of the message harder or less effective: Physical (such as a desk between you and the other person), Emotional (for example if the speaker is sad, he must not show this emotion when he is communicating his ideas), Cultural Barriers (not speaking the same language, translating may affect the quality and the message of the communication). These barriers can send the wrong idea or make the message delivered to be very hard to understand, that is why they need to be overcame ensuring a clear message being delivered by the speaker.
Looking closer to the nonverbal communication, we realise that the body language, smiling, empathy can be very useful for an effective communication helping the speaker to send the message in the right form and, making sure that the person who receives it understand it in a positive way.
Body language can have a big impact on how others are seeing you, being a friendly person lets people know that you want to listen to their opinions. You have to keep eye contact almost all the time with the person that you are communicating with, and use your body to be more expressive (hands). Smiling creates a big difference of how you are perceived, people who often are smiling, are regarded more approachable and trustworthy. At the same time as lots of those appropriate verbal abilities arise evidently in individuals, a few can be also learned and practiced in order to become second nature. 
Some of the features of the body language are:
· Posture
· Head motion 
· Facial expression
· Eye contact 
· Gestures.
Being able to listen to others and embrace different points of view means not just to listen but also to understand what the other person is saying. Listening is different from hearing. Giving people full attention when they speak will build good relations and progress. Remaining calm, hearing both sides and trying to find a solution involving everyone can also increase the level of effective communication. Great listening prompts getting valuable and refreshed data, makes a superior agreement and affinity between the speaker and audience. 
John Baldoni sustains that “Listening to someone demonstrates respect; it shows that you value their idea and are willing to hear them”.( Baldoni,J,2003)
Having empathy could be very beneficial in communication. It means to see the things, not only from your point of view, but to have the ability to see and understand others people ideas. To have empathy towards others perspective can be very helpful by keeping under control your personal feelings and ideas.
Encouraging people is another skill that helps building an effective communication. This will make people more confident in their own powers and abilities and increase the self respect. Using words of encouragement will create a more relaxed environment, people will make them feel more useful, wanted, welcomed and respected.
An example of good communication is the example of a Doctor who is consulting a patient and tells him he will have a surgical intervention. To have an effective communication the Doctor will listen the problems and the fears that the patient has regarding the intervention and try to explain to him the risks and the efforts that he will make to cure him. He will use the verbal communications and nonverbal communications to reassure him that everything will be fine. The effective communication is achieved when both understand the other one point of view and there are no more question or things to be clarified.  
           At the point when correspondence between two individuals is clear, exact and effortlessly comprehended, it is known that always comes with a lot of benefits:
· Reduces conflict creating strong relationship and harmony and eliminates the gaps that created the conflict.
· Helps in achieving goals by communicating clear and making people understand you better.
· Improves job satisfaction for both the employer (feels appreciated) and employee (trusts that the employee is respecting his directions).
· Saves time because effective communication in a clear manner is making the meetings shorter and less stressful.
In conclusion, for an effective communication sometimes people need to talk less and 
listen more , pay attention to their body language and tone of voice in order to improve their personal and professional life. It is not an easy task, but it can be done.
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