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INTRODUCTION
Overview this report will discuss some topic that had a major impact on my learning aspect and materials and skill, based on my knowledge and class-room learning, this report will highlight main reason as a basic idea about this topic and value, the impact of this topic both to students and mainly in our daily’s life activities.
Communication:
 Necessary the act of exchanging thoughts, views, ideas, news, with another person or people either verbally or non-verbally. This is a best way of element understanding communicating within among one and others, way to interact by people of any category for better understanding communication. (in-class taken, Anita-Nan). Communication is a way of exchanging ideas, thoughts, knowledge and information such that the purpose or intention is fulfilled in the best possible manner, simple words, it is nothing only presentation of views by sender in a best understood way by the receiver.  these may include nodding the head, facial expressions, eye movements, gestures, communication is an important skill in many environments with human interactions. Communication can be within size of very different units and complexity, it may happen between individuals, group, organizations, social classes, nations, countries, as well regions of the world. skills communication includes the skills to present, speak, read, listening, writing, etc.
Types of Communication
Formal communication: refer to a communication passed through a channel and also known as official communication. example a communication within organization goes arounds through upper class Board of Directors to managing Directors, to lower class of the category like production managers’ level to marketer managers and to HR manager and HR to the employee. Down and Upper communication, Horizontal communication, Diagonal communication, flow between organizations.
Informa communication: it is type of communication not follow any channel or line of communication and moves freely in all the directions of communication. Informal communications can be unofficial messages not formally approved by the business everyday communication or gossip between staff.

Verbal communication:
 Verbal communication is communication by word that are spoken or written. There is some confusion over this, as it is often thought that verbal means spoken but verbal refers to words, Written or Spoken. 
Non-verbal communication: 
Non-verbal communication simply non-verbal communication body system language is all those ways we communicate without words.

Written Communication. 
This resource talk about concrete methods which analytical tools and ways used in the context of a research, that have been used in writing studies research. Each units shows the steps and flexibility of each method, as well as their complementary ways Despite the diversity of methods and their deployments, the system use to arrange the methodological decisions, researchers use are always clearly linked to their questions and definition. 
Vast Range
Letters
Memos
Reports
Materials promotional
information product
Handbooks-Users-Employees etc.
Meeting, plans, updates, operational events etc.



Effective Communication Listening:

From Maund, Shriek and Tinkler (2017). An average person acknowledges between 25% and 50%. Of what they hear, when someone talk to you or you talk to your boss, colleagues, customers, friends and family, may mostly have retained less then half of the conversation.
Effective Communication Listening benefit:
Ability to be a good listener which very important about business and professional ways of communication, ability to listening between friends and families, and coworker ability to show silent and show better understanding of body language and a good listener listening skills to help people to understand one and others.

Effective Communication Listening Skills:
Give the speaker your undivided attention, focusing your mind in the message while listening to other people, develop your listening skills by stop talking and listening to other, like calm with moments with hairy eyeball slowly to understand and  clear hearing of the messages, by body language crossing your hand and looking down slowly to get the clear of the information passing to you.

Effective Communication listening Barriers:
NOISE:
 External noise such as audible talking shuffling of papers, a cell phone ringing language different levels of technological communication. Wherever possible, you should take steps to limit noise.
Internal Noise: if you are doing something important, don’t try to listen to someone else talking to you.  (see Maund 2017) your own attitudes. 




Barriers effective listening: Internal Attitude

1. I don’t need to hear what you’ve got to say, I know it already, when you do not give chance for a particular information from someone to pass it to you. 
2. When you’ve completely make up your mind, to avoid someone he or she to have a conversation with your or give a person ways for their expression, or having words with you in details.
3. When you hate someone or been upset with such person that you do not really want to welcome that person to gain your attention.
4. I’m getting confused because you’re going too fast for me, it is when someone is not very calm enough to deliver their message adequately and be in a calm mood to be able to give a better explanation about what they want to say.
5. I’m in a hurry, and if I show any interest you might keep me here longer, when you don’t want to waste your time listening to a person or having discussion with other people, that will make you late for your important attention.
Effective Communication in workplace:
Communication at workplace: is an important skill in any environment with human interactions. However, in the workplace, good communication is essential to business success, which also important in a business weather face to face  with your own staff or passing through email or telephone external or internal to be answer reactively. 
Communication in workplace:
 Is very important in a business, thing need to be clearly interact to avoid any arise problems from any location of the business, which such problem can have bad impact for the progress of the business.it is a good idea for everyone to communicate to know what is going on in a company and individual to interact for sharing and ideas for the progress of the organization. Communication it is very important in the business which can make you go by deals like emails is very fantastic which will hollow you to get record of references what happen from the passage in communication, it is always very easy to be misinterpreted on an email, is in negotiating in our ideology it has to be face to face, as well.


Communication Skills

These abundant is the central components of human ideology to diverse environmental knowledge effectively can be action directly or indirectly, difference communicative behaviors, though emotion is a psychological also biological observable, is only through communication that this phenomenon can be expressed, the communication can also be emotion it meaning social process that influences employee  actions and in turn organizational practices to success.
Employers consistently indicate that they prize employee communication skills, most job descriptions list some rendition of communication skills in the job requirements section, adding such adjective as interpersonal, written or oral, and qualifiers such as excellent, or strong. Widely circulated studies and reports regularly confirm that communication skills are a priority for employers.
The fact about survey conducted by the Katz Business School at the University of Pittsburgh, organizations level of communication skills as the most important factor used to selecting their management staff. The study found that Oral and Written communication skills were important in predicting job success, it was the ability to communicate well with other in the workplace.










Poor communication in the workplace:

1) When someone ignore to answer to a communication either to email or phone call or any such of means of communication by no responds or reply not reactive to it, just forget them, is a poor communication manner, if one did not take communication very important at workplace, it is very dangerous because problem may arise that can affect the organization it is a poor communication manner at workplace.

2) It will be very bad in any organization if the lack of recognition among the staffs to communicate particularly to one or the other to be able to identifying and responds with individual interaction, in such organization it is poor communication manner in the workplace. It is bad communication when someone get the load of emails and a lots of meeting and messages to responds to and been get frustrated with the loads of them and didn’t acknowledge to responds to them is bad communication in workplace. 

Communication improvement in workplace: 
Sharing ideas and responding communication to co-workers will bring a great progression in the workplace, when communication at workplace among the employee the more ideas been sharing and it help for improvement of the organization and enable both senior and junior staff to quickly identifying any error arises in the organization.

CASE STUDY :
As a case study during class with ( Anita-Nan ) and student ( Sina Moradi 2008335 ) who mentions that a customer came to his working place to order foods, while the customer was allergic to some ingredient and this customer never mention about her allergic to him before serving her while both became upset with each other.



Three Models Of Communication

Three models of communication which I will like to discuss:
1, Shannon Weaver Communication: 
This model of communication was created in 1948 when Claude Elwood Shannon wrote an article ‘’A mathematical theory method of communication” in Bell System Technical Journal with Warren Weaver who a scientist. “As mother of all models.” the model of communication is sender encodes message and sends it to the receiver through technological ways example telephone and telegraph, the sender coverts the message into codes understandable to the machines. The receiver has decoded the message before understanding it, interpreting it. Later Weaver applied it all kind of develop communication effective and the model became famous as Shannon Weaver model.
2. Schramm Communication: 
Schramm communication believed that communication is knowledge relate to individual experience cultural background also take part in communication as cultural religion, or background to interpret the message in several manner, actually a two-way process between the first party and the second party. According to Schramm communication model, sender passes on the information to the receiver the receiver must interpret it in the desired form the sender wants and give him the feedback or respond accordingly, Sender flowing with Receiver.
3. Berlo’s model communication:
 In 1960 Berlo’s estabilished Berlo’s sender message -channel-Receiver (SMCR) model of communication from Shannon weaver’s Model of Communication (1949). This model also focuses on encoding and decoding which take place before sender sends the message and before receiver acknowledge the message respectively. A Source encodes a message for a channel to a receiver who decodes the message. (S-M-C-R) model.




CONCLUSION


In conclusion it was discovered that communication has a key role to play in human coexistence, either in the office or at home, also for one to have and effect communication in an organization all communication skills, models and theories should be duly followed as to be able to achieve the organizational objectives and goals. 
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