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Introduction.
The aim of this report is to prove my understanding of the communication skills that we approached in class, and how they help me inside my workplace. Also, as I approach the complete faze of the report, I will provide evidence of my understanding and usage of said skills, inside the workplace and at the college.
Communication is a vast amalgam of information, that is shared trough free speaking, nonverbal or behavioral communication, visual communication, and written communication.
Also is divided into different forms
•	Official/unofficial 
•	Formal/informal 

Official form of communication is the category that covers only the legal changes (e.g. bills, contracts, documents)
Unofficial communication is the form that we use constantly and that we use natively (e.g. among friends, family, team workers.
Formal is usually used in letters to persons that we are not having particularly a day by day communication, or in case of answering on meetings, work, and academic environment.
Informal communication is formed by the news and informational pamphlets and every media that is informing us about certain things.
Communication is the most important component in society. It is divided into multiple modes and different languages throughout the world.
One of the most used forms of communication in the 21st century is electronic communication, being expanded by different societies and companies. 
One example is Facebook, a relatively new online platform that focuses on the communication and connectivity of people around the world. Their investment is used directly in the digital communication era with video calls and messages that are sent and received in real-time.
Communication started to be used a long time ago but now is everywhere. The importance surrounding my workplace being top priority.
Nonverbal communication is one of the oldest means of sharing information, being used by all the peoples in different of language. Being discovered in relics dated prior to our era, in all kinds of artifacts, and on the pyramids in Egypt.
Since the vast expansion, allot of languages are considered dead, experts still trying to find out the meaning of the relics.
Some of the examples of dead languages are Latin, old Egypt language, and others.
Because of this, there is a certain importance to the non-verbal communication form, because it shows our legacy as species and our past as civilizations.
One of the necessities in communication is that we need to have an actual response from our interlocutor, rule that was initially ignored by the Mathematical Model of Shannon-Weaver issued in 1949, but later added as a necessity by Schramm five years later in 1954.
In my workplace, communication is mainly verbal, but I keep my eyes open for external sources as well, like this noticing different reactions. 
Body Language
“By a man's fingernails, by his coat-sleeve, by his boots, by his trouser-knees, by the calluses of his forefinger and thumb, by his expression, by his shirt-cuffs, by his movements - by each of these things a man's calling is plainly revealed. That all united should fail to enlighten the competent enquirer, in any case, is almost inconceivable.” (Sherlock Holmes, 1982)
The body language is a skill defined by our body posture and the changes in facial expressions and we are not necessarily conscious about them.
Inside the workplaces and in general in people meetings, the changes in this are often noticed, criminalists making breaks inside cases based on body language.
Inside the workplace, body language plays an important role. It is helping me understand the real answer behind my co-workers, accomplishing a better and more extended understanding behind their resolution and understanding of their real answer and it helps us to achieve a better working environment and a more focused team.
“Blinking is natural, but you should also pay attention to whether a person is blinking too much or too little. People often blink more rapidly when they are feeling distressed or uncomfortable. Infrequent blinking may indicate that a person is intentionally trying to control his or her eye movements.”(Frank M. Marchak. 2013)
This comes to further underline the impact of non-verbal communication and shows the importance of the body language, and how a behavioral change is a sign of changes that we are not all the time aware of.
“Modern humans are worse at reading body signals than their ancestors because we are now distracted by words.” (Barbara Pease, 2004)
This quote demonstrates perfectly the changes that different era persons can identify at a different rate the body language, because of the modernization and changes in routines and mentality, some people now being easier to dissimulate their body language.
At body language, we can talk about power pose, a topic useful. Amy Cuddy states that a good and confident power posing might shape the exterior view and that we should take 5 minutes of power posing before a new meeting or job interview.

Communication in my workplace.
I am a supervisor in a restaurant, part of a big franchise.
I started working there in the last two years ago, inside my team I always try to adapt to every situation, regardless of explaining to my stuff or costumers. Because of this, my communication skills are always tested.
The first thing that I notice is that communication is at times hard. Mainly because we are at times, we change staff. People are not usually accepting orders from other persons; they are reticent to fallow new leaders.
Because we are coming from all over the world, and English is not our native language, we might find hard to make myself noticed or understood. Usually, I try to make my self well understood by all my teammates, I take extra time explaining to all the members our plan, and why they need to follow my lead. 
I try to make myself useful and easy to approach by colleagues, taking them in one on one meetings. There we try to find the best approach to their problems and requests. 
Since the start of the course, I started to notice different factors that make me understand more clearly when a colleague needs to be explained again, or if he is telling me the truth when I find something that is not working or communicated between colleagues or departments.
Another communication skill that I started noticing and paying more attention is facial expressions, like this I can observe more of my colleagues state, identifying easier when people are feeling uncomfortable, or they are trying to hide their health state, a situation that because of the companies politics and as a health and safety demands at times to send them back at home regardless of their request.
This usually is having uncomfortable situations or arguing that they should be kept at work.
Because of the demands on people’s psychic, at times we are not all the time focused on the same subject. At times because of the amount of stress inside the working environment, we might start arguing about decisions. At that time, I try my best to be the more reasonable person in the room, explaining to all the importance of the team, and why we need to work together to accomplish our goals set for the time period.
One of the most uncomfortable situations, it is when I need to be part of meetings with other persons from other stores. I try to choose my words and calmly set myself in a power pose, action that provides me with confidence.
I make my best to accomplish a clean and direct communication, trying to make every participant to fully understand my opinion and to make them follow the discussion that I conduct.
At the beginning of my management position, I found the most difficult to get my staff to respect me, and to view me as part of the management team. I had to fallow everyone to explain to them what changed, and what are my responsibility. One of the hardest things that I needed to explain is that they need to help me to make the teamwork together because even if I know very well my position, I can’t work by myself and that it needs to be a team effort to accomplish the best results.
Another difficult situation is accomplished when persons are calling on short notice to announce that they are not available for the shift. At those times, I need to calmly ask for other colleges to come from other work points, or to try to convince persons that are on their free time to come and cover the missing position. At times this task I find difficult, or impossible to cover for a missing position.
Regarding the costumes, at times I find problems regarding our services. Then I must intervene and calmly and kindly ask for them to clarify the issue. From this point, I try to make myself useful and correct the issue. This trains more my communication skills, making my best to accomplish their requests in a form that makes the customer feel that we are a serious business and that we treat our costumers with care and respect. This at times is difficult because I try to ensure them about their options, and that we are making our best to accomplish the best services available on the market in our line of business.
As another communication form inside of my workplace, we use a lot of written communication. This cancels the verbal communication, but it is easier to maintain because here I can be freer to express my opinion, ask for advice from other colleges in different situations, I find faster what is the proper approach to solving a problem that might come.
As an effective form of communication, I find easier to explain my issues, ask for directions or opinions.
In my workplace, we use also images as a nonverbal communication solution. This is mainly used for employees, but it reaches the costumers as well. This form of communication is useful for things that are not important, reaching only as a reminder for all the persons inside of the rules and regulations, emergency spots, and other situations that demand their attention

Conclusion.
As a conclusion I would like to underline that this module puts another light on the importance of communication, I found a lot of understanding in nonverbal communication, bringing me closer to better viewing of the information and the way that it is delivered by my co-workers and people in general.
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