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INTRODUCTION
The purpose of this report is to discuss how well employers perform at communicating based as much as possible on my own real life experiences. In order to do so, first I will talk about its definition and components . Secondly, will do an analysis of 3 types of communication: verbal communication, non-verbal communication and written communication follow by some examples at workplace. I will conclude the report talking about the improvements that can be made at the workplace with communication.


COMMUNICATION
Communication is the process of transmitting information between a sender and a receiver that decodes and understands a particular message.
The communication derives from the Latin “communicatĭo” which means to share, to participate in something or to put in common.
[bookmark: _GoBack]The importance of communication is that through it human beings and animals share different information among themselves, making the communication an essential action for life in society.
We have 3 main types of communication skill: Verbal, non-verbal communication and written communication.
A more precise and good definition for it, could be: 
“Communication is the process of sending and receiving messages through verbal or nonverbal means, including speech, or oral communication; writing and graphical representations (such as infographics, maps, and charts); and signs, signals, and behavior. More simply, communication is said to be "the creation and exchange of meaning." ” (Nordquist Richard, 2018)

Communication consists of six components or elements.
· [bookmark: _Hlk534775108]Context: This is the set of factors and circumstances in which the message is produced, and which must be known by the sender and the receiver.

· Sender/Encoder is the person or persons who emit the message or the information.

· Receiver/Decoder is the person or people who receive the message.

· Code: For the sender and receiver to understand, they must use and share the same code or set of signs.

· Message: It is the result of the codification, the carrier of the information or of the set of information that are transmitted. The message can be presented as ink printed on paper, hand movement...

· Channel: The channel is the physical medium through which the message circulates. They can be written as letters, notes... or visuals as videoconferencing.
We live in a time where communication is at a stage of great progress. It exists since humanity appeared on Earth. We humans are social beings by nature and therefore we have the need to relate to others and to make a record of our existence. 

Verbal communication

Definition: The sharing of information among individuals by using dialogue. Individuals working within a business need to effectively use verbal communication that employs readily understood spoken words, as well as ensuring that the clarification, stress and tone of voice with which the words are expressed is suitable.
Verbal communication can be done in two ways: 
· Oral: Through oral signs and spoken words. 
· Written: Through the graphic representation of signs.
There are multiple forms of oral communication: shouts, whistles, cries and laughter can express different mood situations and are one of the most primary forms of communication. The most evolved form of oral communication is spoken language, structured sounds that give rise to syllables, words and sentences with which we communicate with others.
The forms of written communication are also very diverse and numerous (hieroglyphics, alphabets, abbreviations, logos...).


Non verbal communication

Definition: 
“Communication without the use of spoken language. Nonverbal            communication includes gestures, facial expressions, and body positions (known collectively as “body language”,as well as unspoken understandingsand presuppositions, and cultural    and environmental conditions that may affect any encounter between people.” ( Houghton Mifflin Harcourt Publishing Company, 2005)

In our time, non-verbal communication systems are becoming more and more important.
Non-verbal communication is done through a multitude of signs of great variety: sensory images (visual, audio, nasal), sounds, gestures, movements, bodily, etc...
Characteristics of non-verbal communication:
· It maintains a relationship with verbal communication, since they are usually used together.
· On many occasions it acts as a regulator of the communication process, helping to expand or reduce the meaning of the message.
· Communication systems do not vary according to cultures.
· Satisfies a greater number of purposes than the verbal one, since it accompanies, completes, modifies or replaces sometimes.
Among the non-verbal communication systems, we have: 
· Body language: Gestures, movements, tone of voice, our clothes and even our bodily smell are also part of the messages when we communicate with others.
· The iconic language: It includes many forms of non-verbal communication: Universal codes (sirens, Morse code, Braille...), semi universal codes (The Kiss, signs of mourning...). Particular codes (signals of sport referees...).
Components of non-verbal communication: 
· Eye contact: the look employs some functions in the communication: it regulates the shifts of word, helps to synchronize, to accompany or to comment the spoken word, etc. There are four basic types of looks (business, social, intimate and sideways).

· Facial expression: It plays different roles in interaction with another person: it shows the emotional state, provides feedback, indicates an attitude towards others and can act by modifying what is being said or done at the same time. There are six basic emotions: joy, surprise, fear, anger, disgust or contempt and sadness.

· The smile: It has as a function of cover other expressions, to support our messages, to calm conflict situations, etc. There are different types of smiles: simple, superior, wide and laughter.

· Distance and proximity: This may vary depending on the valuation of relationship with the speaker and the cultural guidelines. 
Personal space is the area where you cannot enter the "intruders" also called personal bubble. Each person needs a personal space this can vary according to sex, age, culture... The personal space can be classified in four zones: Intimate Zone: comprises from 0 to 45 cm. In this you can feel and smell the other person. It is only allowed to very close people.

Personal area: comprises between 46 to 1.20 m. At this distance you can see the other person well and touch it.
Social zone: comprises from 1.21 to 3.65 m. Relationships are more impersonal.
Public zone: It goes from 3.65 m to the limit of the visible or audible.
It is very important to find with each person the optimal distance that allows a sufficient approximation, without this implying an interference in his personal bubble.

· Physical contact: This is the most basic kind of behavior, the most intimate way of communication.
One can speak of different types of physical contacts: 
Functional or professional contact: one sees the other person as an object without any interest related.
Friendly touch: Here he expresses affection towards the other person.
Intimate Touch or love: It occurs when there are feelings of intimacy.
The appearance: it refers to the external appearance of the other person, is the image that a person gives to others. The basic components of appearance are: dress, grooming and physical appeal.

· The response time: is the temporal interval of silence between the termination of a sentence by the speaker and the initiation of another by his interlocutor, this denotes determinant attitudes. Excessive delay indicates passivity. A quick response indicates aggression. An answer neither long or short is appropriate, although it depends on the situation in which it is given.


Writing communication

Definition: 
“ Written communication is anything that uses words and language in print or written on the screen, wall or whiteboard to convey a message.” (Cameron, 2018)
 
The written communication is a method of transmission in which the transmitter produces its message without having to coincide space and time with its receiver at the period of doing so. In fact, that effective coincidence is not even necessary. The subject of this communication is the human being.
Written communication accurately translates spoken language, in this sense, there is a link between oral and writing, but written communication has particular structures with regard to the use of language, far from being a plain substitute for oral transmission.
Characteristics of written communication:
Styles 
· Description: They can be people, places or actions, it is the picture made with words. Is to represent an object so that the person who reads it is capable of reproducing it in his mind.
· Narration: It is the account of one or more ordered events taking on its own meaning. Narrate is counting, relate actions, connecting situations. Your order may be chronological where the facts are presented in the same order that passed or climatic where they are presented as the author wants.
· Argumentation: It's a more elaborate discourse, the value judgments that you have on a subject. The writer persuades the reader about the point of view.


· Exposure: This information is presented in a simple way but does not release value judgments of the sender. It's the opposite of the argumentation.
Structure
Is needed in order to achieve clarity, objectivity and concretion. For all information to be complete you have to answer these questions: 
what? (The event).
Who? (The person the communication is talking about)
How? (The way events unfold)
Where? (Place of events).
When? (time).
Why? (Explanation of cause).

Formats
This form of communication always requires a channel. Today we could talk about physical and virtual channels. Among the formats of the written communication in force we can mention:
· epistolary format: It already existed among the ancient ones. At present we recognise, for example, the commercial letter (means for the sale, request of information, publicity, etc) of the business area.
· Journalistic format: Characteristic of our culture of masses, represented by the newspaper, which does not contemplate a single receiver but a multitude to which it transmits news with the use of a simple lexicon.
· Literary format: It is not directed at any particular receiver but it is distinguished by a rich and imaginative handling of the language.
· Memorandum: Communicates matters of an administrative nature to institutions, governments and companies.
· Instructive format: referred to a set of rules, such as payment instructions and regulations.
· Academic format: linked to a comprehensive and disciplinary mode of exposure, among others.
Practical communication at workplace

· Verbal communication: my workplace is an Italian Restaurant located in central London. Me as a waiter, I have to use verbal communication in order to engage with customers, talk to other waiters, chefs or the managers.
Oral communication is the one I use most, because we do lot of talking. For example when I have to explain the menu to my customers or when my manager call us for a briefing before to start the shift in order to acknowledge me and my colleagues about the focus points and the allocations for the day.
Written communication is used but with less frequency. Maybe once or twice a week. For example when managers send us the timetable via email, or they give us a printed copy of notes in the briefing to  talk about the food and dishes with the description, ingredients that are used in each dish, what kind of drinks we could recommend for each pasta dish.

· Non verbal communication: this one happens a lot with customers or between waiters, just a look to my colleague and I know what is he or she expecting by the signs he just did with his hands. By other hand, customers use non verbal communication with us, when they request the bill or check by drawing a square with their hands. Another example would be, when customers use facial expressions or start looking at others tables or try to get the waiter attention because their food did not arrive yet, so its my responsibility to understand the facial expressions and satisfy they requests by doing my job.

Conclusion
 
All things considered, I believe that people spend lot os their time communicating verbally. Also through bodily expressions such as the movement of the hands, the distances that people maintain among themselves, etc. communication is essential for everyone, regardless is verbal or non verbal we all need to communicate. 
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