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Introduction

In this report I will demonstrates an understanding of the communication skills discussed in class: Verbal and Non-Verbal communication, communication under stress. I will analyse communication in my workplace- construction site and use published literature and will suggest how it could be improved. 














Verbal communication
In this module we learned about verbal-oral, written communication which is very important to have effective communication. Oral communication is very useful and fast on the agenda, at university, at work with friends or at home. Two or more interlocutors may be part of the verbal communication, and the sender observes how the report was received and changes it conforming to the reactions of the receiver.
It as well helps to difficult communication and permit the use of a wide range of message expression (dialogue, presentation, report, lecture). In this sense, we can see that verbal communication is all the time associate with paraverbal language or with what people communicate through voice (volume, intonation, rhythm, tone, accent, pauses). Written communication includes letters, documents, files. Thanks to written communication, employees can keep and save a lot of important information.
On the site where I work, we use a daily oral communication that helps us to do a successful job. Before starting work, we have a short discussion with the site manager who assigns us tasks for a whole day. Also, during work, we talk to colleagues and choose the best option to work.
According to Smith, T. (2017), verbal communication depends on several skills. One of these is to talk friendly. People who smile and speak in a warm and calm tone have great chances that their verbal communication will bring a lot of pleasure but also efficiency. Another equally important skill is to vocalize with trust. Speaking with trust includes the specific tone of your voice, your eye contact, and body language. A specific skill that influences people's opinions is do not talk too much. The more talked, the less fascinated people became. Very few people like to be around someone who talks too much and control the dialogue.



Non-verbal Communication
In this module I learned about nonverbal communication which means to communicate due to body language. Body language involves facial language - eye contact, hand gestures and body position. It is very important to be able to understand non-verbal communication at work, because with a simple gesture with your hands you can explain that the thing was done very well or badly. 
The most effective communication is body language because it expresses most of the message. Non-verbal communication differentiates a person from another through his tone, the visual contact he has while speaking, the clothing he wears depending on the entourage in which he is.
On the construction site where I work, non-verbal communication is very important, namely hand gesturing. In some situation due to the high noise that occurs on the site it is very difficult to have a verbal communication so in some situations we use hand gestures. Gesturing with our hands helps us understand the supervisor when he tries to tell us that everything is okay or that we must go somewhere or that something has not been done correctly. Sometimes at the meeting in the morning the manager uses eye contact in his communication and in this way, we realize who he is addressing and at the same time his visual contact offers trust.
Power posing helps you to feel more confident (Cuddy 2012). Non-verbal communication can be a strange interaction or a smile, a contemptuous look, a strange look or maybe even a handshake. These simple aspects can be combined in verbal communication and can cope with a strong confident speech.






Communication under stress
On my module I learned about how people communicate under stress. Many people face this problem, either because they are pressured by time and fail to do the expected amount of time, or because they are pressured by people. Sometimes stress terrorizes our communication and we seem to be trapped inside. In such cases, you simply lose your words and do not know what to say. When you talk under stress, you cannot control your emotions and you can talk too loud or too slow, arrogant, or even shout. Communication cannot be effective when stress completely dominates you.
 In the construction where I work, I had situations when I felt that stress dominated my communication and I could no longer control what I said. When the manager told us that everything would be ready by the end of the day, I knew from the start that we would not succeed because there was too much to do and too few workers. I worked all day under this stressful pressure. Towards the end of the day all the workers were annoyed and spoke ugly words without realizing it. This was of course due to the accumulated stress and which also affected our aggressive communication. However, the site manager was the one who came up with the proposal to calm and calmly say that from the next day more workers will be brought.
According to West, T. (2018) without effective communication, it is impossible clients will make good decisions. The author brings some useful advices for people who are under the stress of communication. Listening, Engagement, and Attention Span are criteria that help improve communication. In any situation we need to know how to manage difficult conversations. This means that with every person we have a conversation we must speak honestly from peer to peer, not compare it with someone, so that they can be affected by stress and will not be able to talk effectively. Protecting Seniors- It is very important that in discussions with older people to be very careful how we send a message related to planning a decision. These types of people can be very sensitive and sometimes a word that was not well thought can cause stress. That is why you must talk very carefully with these people and give them confidence in everything you say.



















Active Listening
          Another communication skill discussed in class was active listening that support make information clarification more obvious. It is extremely important that for more efficient communication both the transmitter and the receiver listen to each other to understand and respond without delay. Active listening is the key to exactly understanding what another person is saying.  This skill needs listeners to attempt to '' get into the skin '' of the speaker and see the problem through his or her eyes before answer.
          In construction, where I work, it is necessary to listen to each other for the work to be done well and qualitatively. For example, when my colleague measures a wall, I must listen very carefully to what he says in order to write the dimensions correctly and tell the manager how many meters of wood we need. If I did not listen to what he said, the communication would not be effective, and it would not do well. If I did not listen and write some wrong data then, the ordered wood will come too big or too small and it would mean to do this again and spend more money. That is why when I am at work I listen, and I have an efficient communication with everyone, and I do everything I am told.
          Nemec, P. (2017) providing direct instructions on how to improve active listening in four critical skills: listening preparation, open questions, paraphrasing and reflecting feelings.
1.Listening carefully requires physical and mental training. In addition, to listen it is necessary to separately other tasks, helping to focus on yourself and on future conversations.
2. Open questions are for exploration, requiring an extensive amount of information for an integral answer. Instead, closed questions tend to close the conversation.
3. The paraphrasing of the content convey the perception and allows the person to realize that the attender participated attentively to conversation.
4. Sentiments combine with the individual's concept and practice, thus determine appreciation out loud.


Shannon and Weaver Method
          In my module I learned about Shannon and Weaver method of communication that in 1949 was the most useful method of communicating and understanding the message. Claude Shannon wrote an article he published in the Bell electrical and suggested a clarification of communication. Recently on Shannon partnered with an electronic engineer named where are Weaver to better apply his tune to communication. The two put their skills together to create what became known as the Shannon Weaver theory of communication.
 At that time communication was understood there was a transmitter whose role was to send a message and receiver whose role was to decode the message. Shannon objective was to explain that concept a little bit more in depth. According to their model there are eight variables that play on communication, there is the source, the encoder, the message, the channel, the decoder, the receiver, noise, and feedback. 
          In order to understand this model thoroughly we need to define each key element. The source of communication is the original of the communication stands. The source can be an individual or a group that has a reason to communicate something. The encoder transforms a concept that the source needs to send into a design that will get to the audience who needs to clarify it. The message represents the information that is being communicated from the transmitter to the receiver.
          The channel means to transfer the message from the transmitter to the receiver. In order to transmit a message, an appropriate means of transmission must be selected, i.e. a route that the message travels to reach the receiver. This route can be verbal written electronic audio video etc. The noises can modify the message being sent by the transmitter or the sender in such a way that it is misconstrued. Noise can be physical semantic pragmatic or rhetoric.  
          The receiver is the recipient of the message that was sent out by the transmitter or the sender. Feedback occurs when the receiver report to the sender that it has received the message and expound it exactly. Shannon Weaver marked the model section, because it is the only method for the sender's sender to realize if the communication process was successful.




















Conclusion
In this report I analysed the communication skills discussed in the class in special verbal and non-verbal communication, and how apply this skill in my workplace- construction. I used published literature and I give examples how to improve some skills.
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