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Communication Skills

In the world where people are different, it is crucial to find the right way of sharing and exchange information. Communicational skills help in understanding different beliefs, opinions, values, and needs of people. The act of communication consists of verbal, nonverbal, and preverbal components. The first verbal component means the words we say, nonverbal or territorial component means the way we say these words, and the third preverbal component is our body language. There are different types of communication according to the number of interlocutors in a group, such as interpersonal communication, group communication, and organizational communication.

Interpersonal communication means such way of communication where one individual participates in discourse with another individual or group of people. This communication can be face-to-face or by means of various technological devices such as telephone or Internet. The main goal of this communication type is sending the message to another person or group and expectation that it will be understood adequately. The communication skills of this type are verbal, nonverbal, and preverbal, which difference and significant elements were mentioned above. The most important features for verbal communication are skills to create a well-organized and brief message without jargon words, which does not cause the resistance of the listener. The communicative process involves differences according to the group of speakers, i.e. colleagues at work, family, or friends. It means that the speaking language in the work place should be more professional, formal and organized while among friends or family members can be freer and informal. Nonverbal communication means using gestures, tone, and intonation as the other way of sending the message. In this case, the person can show politeness and warm openness towards his or her listener. When the individual uses many gestures, it can cause the resistance in listener. The preverbal communication skills should be polite, but not necessarily formal. The interpersonal communication implies some restrictions in using nonverbal language, especially at a workplace if the intonation reflects the attitude of the speaker. Listening skills are quite vital for interpersonal communication. It is worth noticing that it is necessary to listen actively, concentrate fully, reflect, avoid prejudgment, build the habit, and appreciate the advantages. All these skills are especially crucial in interpersonal communication as this way of communication is more personal and private. The main elements of my interpersonal communicative skills are being honest with the partner, do not criticize, listen carefully, in case of misunderstanding ask questions, and admission of wrongness. 

Group communication means the way of communication where participants are few individuals. The overall skills are the same as in interpersonal communication but take place within the group of people. While communicating within the group, it is necessary to recognize the differences and interests of each member of the group as well as to be attentive to every member. Five characteristics that can define me as a member of a group are leadership, helpfulness, attentiveness, openheartedness, and honesty. The roles that mostly referred to me as a member of a group are the initiator, energizer, and informant because I usually perform myself as a leader who actively participates in every action of the group. According to my territoriality, it is possible to conclude that I need my personal space, but I do not need to range space bubble. For instance, I usually put my bag on the nearest chair and try to stand 0.5 m from other people. This aspect does not disturb my communication with others, as this personal space is necessary for the comfortable distance with other people. The communication inside my family can be referred as close, friendly but respectable, as my role consists in showing respect to my parents. Inside my family, I can be free in communication but also recognize that my verbal and nonverbal language and nonverbal should have barriers and show politeness and respect. 

Organizational communication usually means the way of communication, which is targeted by the main goal of the group or individuals. According to my communication skills in this area, I use language that is more formal. In verbal communication, I usually avoid jargon words or expressive phrases as my language should be polite, well organized, calm, and professional. According to nonverbal communication, it is vital to limit possible emotional gestures and expressive tone. In preverbal communication, I should also be calm and well organized, but free and confident. As this area is usually related to a workplace, it is vital to create professional skills of communication. Self-management is one of the most significant parts of successful communication and performance at work. In addition, self-management can be defined as the possibility to be well organized, punctual, polite, and professional. According to my personality, I can say that I have all these features. Moreover, I can define myself as confident and intelligent person, who likes to be involved in most activities of the organization, as well as benevolent and initial, energetic and active, honest, caring and polite. As we live in the technological era, I also can add that I have various technology skills that help me in using different devices and communicate through them. 

To conclude, I can add that I possess necessary skills within the mentioned communication types that help me to communicate with individuals, groups, or separate organization effectively. 

