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Abstract
Communication is one of the skills that accompanies us in everyday life and takes place in every context, school, organization, work; every operation or action of ours is characterized by communication.
In this paper I aim highlight the important aspects of the verbal, non verbal and paraverbal message, analise the different process of communication encoding and decoding and explain when the communication fails and which   is the correct communication which leads to good receptivity.

Introduction
As Keyton write , communication can be the transmission of information and the understanding that occurs from one person to another. It is increasingly common in the workplace to find people who work in teams to achieve the assigned objectives.. Since childhood our parents and teachers show us team work; it can be a team, a class, an association. Introducing ourselves in group interaction serves to teach us the value of collaborating together to achieve a common goal. It can be seen that the progress of life is always accompanied by communication. For a good team work communication is vital.
The communication has become a way of life, especially within the business environment. From a manager’s point of view, communication is the key to the success of many objectives and goals set by individuals and upper management. Lack of communication within the workplace mean don’t reach the goal or  achieve it  partially .Therefore, new listening strategies must be activated, which also includes the mental, physical and behavioral aspects to listen and communicate effectively. (Hybels & Weaver II, 2007).” Therefore, good communication skills in management are necessary for sufficient technical leadership within any organization.
It is important to remember that good communication skills require the use of critical thinking, which allows us to take control of our opinions and mind-set in order to make better judgments without jumping to conclusions, which can ultimately lead to conflicts. Therefore, the use of critical thinking skills and good communication skills provides us with the intellectual standards needed to ask questions about the certain situations that might otherwise be overlooked. 
For an individual or group success, communication skills are essential. (Kinnick & Parton, 2005). Where communication is not effective, group performance can be compromised

The model of communication
We know three model of communication:
Verbal : pronounced words are part of the verbal communication. Oral communication can be make  face to face, on the phone, in chat. Tone of voice, volume, speed and clarity can influence communication.
Another form of verbal communication is written communication, this can take place through letters, newspapers, e-mail. Effective written communication will depend on the style of writing, the grammar, the words used, the clarity and precision of the language.
· Writing and speacking
· Listening and reading
· Face to face 
· Telephone 

Non verbal: Non-verbal communication is represented by expressions and contains: posture, general body movements, hand gestures.
Facial expressions can be a clear indicator of the mood of the person we communicate with.

Types of non verbal
· Facial expression
· tone of voice
· place in space
· contact
· personal aspect
Paraverbal : Paraverbal communication is considered to be a deeper and more subtle communication, and forms of verbal and non-verbal communication are enclosed in it.
The coded information is transmitted through characteristics and changes of the voice that are found in the tone, volume, intonation, pauses, etc.. When the non-verbal communication is absent, as for example during a phone call, the intensity of the voice and the tones assume a greater influence. Paraverbal language alone accounts for about 38% of all communication.

Types of paraverbal
· Voice charateristics
· Pronunciation features
· The pause, the rhythm, the intensityIntonation
· Voice tone
Coding and decoding are the epicenters of communication. Coding represents the active sending of a message and refers to a set of stimuli that can have a meaning. A message is produced that can be transmitted or not.
Decoding is instead the activity that a person uses to transform a message. Coding involves thoughts, ideas, information. Communication decoding activities are writing, signs, speech. Competency in encoding and decoding in the behaviors can give an important contribution for achieve the goals.
The combination of the symbols we use form linguistic codes and communication systems, the codes are the basis of every culture and thanks to the symbols we can reach understanding, organize and give meaning.
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The graphic illustrated the communication process. The sender starter the communication, the sender uses words and symbols to put information into a message for the receiver . The sender is a person who need or desire to convey an message . The sender encodes the idea by selection words, symbols or gesture ; the messages is the result of the encoding , which takes the form of verbal, non verbal , or written language. The receiver is the person to whom the message is sent, him decodes the received message into information. Accurate decoding of the message by the receiver is important for effective communication. If the message gets the intent of the sender this mean the communication is be effective. Personal and environmental barriers can be an obstacle in communication. A barrier is anything that distorts the message. Different perceptions of the message, language barriers, interruptions, emotions, and attitudes are examples of barriers. Rakich and Darr (2000) classify these barriers into two categories: environmental and personal. Barriers can distort, interrupt or filter the message during the encoding process, and vice versa when it is decoded and received.
The feedback will be the response that the recipient will send to the sender and which will allow to understand if an effective communication has taken place or if barriers have prevented such exchange. Feedback allows the sender to determine whether the message has been received and understood. Feedback is the destination’s reaction to a message (Certo, 1992). Feedback assumes great importance, because it allows communication between recipient and sender to become circular. For how I interpreted the writing of Keyton, .The quality of communication is determined by the elements used in the communication process, if even one only problem arises, communication risks being blocked. 
I will focus on an example of effective communication in my workplace . Working In the field of mental health implies a very important knowledge of the different ways of communicating.
Suppose I have to invite a person whit borderline disorder to take care of is room , as it is  mess, before sending my message (which will be verbal) ,I will have to consider some fundamental aspects:
· where will I communicate with the interested party? (room, office, other place)
· which communication code will I use? (I must have enough information about the person, both personal and social)
· what barriers could interfere or create a wrong message decoding?
In the next schemes I will represent effective communication and communication with barriers.
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	Verbal message
	Non verbal /paraverbal
	Possible meaning (Receiver)

	[bookmark: OLE_LINK3][bookmark: OLE_LINK4]You room needs to be cleaned
( We are in the room)
	I use a calm tone of voice, looked the person in the eyes and I explain why it is important to take care of yours space.
	The person is willing to commit and asks me for help in carryng out the tasks.

	You room needs to be cleaned
(We are in the office)
	[bookmark: OLE_LINK5][bookmark: OLE_LINK6]I speack sitting behind the desk, I rarely look up the , I keep writing notes and my tone of voice is cold, very authoritarian.
	The person closes in on himself, begins to speak by moving the subject on other things.Manifest the discomfort whit silence

	You room needs to be cleaned
( We are whit other person)
	We are in a recreational moment and I order the person to clean his room , my tone of  voice is high, I speack quickly and I gesticulate nervously.
	The person will start screaming, they will feel offended and humiliated in front of other people. He feel the power of my role too strong





   In the table I describe the same situation but in the different environments and   whit different communication models. The first situation takes place in the person's personal room; the message to be assigned is of a personal nature and I consider  correct say this in one place secure and comfortable for who will receive the message. I assume a welcoming and natural attitude , a calm tone of voice and I look for eye contact with the other person. assuming a welcoming and assertive attitude and using a simple but clear vocabulary for the other person led to the achievement of effective communication and to obtaining the answer I expected. I got completely different answers in the other situations, using an incorrect verbal and paraverbal highlighted the barriers that have not allow effective communication.
In the help relationship, the three communication models have an important value and knowing how to balance them in the right way can be the key to obtaining the expected feedback. As communications pass from the sender  to the receiver there is plenty of opportunity for its original meaning to change. The sender will be able to understand the outcome of his message based on the understanding, reasoning and feedback that will be returned to him by the recipient.
Working in the field of mental health has made me recognize the great importance that non-verbal and paraverbal communication plays, proving  more effective and decisive  result than verbal communication. Knowing how to code in the most appropriate way and using the right communication code it is an achievement not only of the professional objectives but also a useful personal growth in all relationships, be they professional, family, friendship.

Conclusion
To establish and maintain solid working relationships and collaboration, it is essential to rely on effective communication.  Some rules allow to obtain a valid communication, applying these rules and therefore respecting the individual differences it is possible to reach high goals 
· equal value for all
· respect for cultural differences
· communicate with confidence, positivity and safety
· use new strategies to break down walls
· communication is a set of emotions, thoughts, information between two people
Effective communication allows for organizational development and plays the most important role in the aspect of each relationship.
Good working relationships, valid transmission of messages are fundamental for any group to achieve a goal whether it be business or personal.
Developing good communication skills is one of the trump cards for the success of a team, clear communication channels improve productivity, help people keep their mood high and provide a sense of identity and purpose. Opening up to interaction is the very essence of a culture based on positive communication. Conflicts can be resolved quickly only if colleagues and superiors treat each other with respect.
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