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Communication and Writing Skills
[bookmark: _GoBack]Communication skills are important because they allow one to understand what an individual is talking about and for people to be understood by others. In the workplace, this skill is essential because colleagues can share ideas effectively and give both negative and positive feedback. Writing skills requires correct spelling and grammar for effective communication as well. In the workplace, writing skills are essential because they allow one to communicate clearly. 
From the two documentaries, I have learned that effective communication works well when you pause as it helps one understand what the other person is communicating. In writing skills, I have noted that it is essential to use simple, clear words and pay attention to the structure as it helps one understand what is being communicated (Mind Tools, 2012). 
I would implement pausing during meetings to allow room for comprehension and members in the meeting to ask questions in areas they need clarification. When writing my monthly reports, I would implore the art of using simple and clear words so that my supervisor can understand what my report is about (Tracy, 2013).
Passive listening is one of the challenges we face in the company when it comes to communicating. To overcome this challenge, I would encourage the members to focus on active listening by leading with an example to prevent any misunderstandings. Poor writing skills is a challenge faced by my company, and this can be reduced by first understanding the audience, using proper grammar and proofreading. 
In conclusion, communication and writing skills are vital because they make the art of communicating easier for everyone. Excellent writing skills allow an individual to convey their message because of clarity. This is more important and beneficial when applied in a workplace setting.
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