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Summary 
The purpose of this report is to give evidence that demonstrates the type’s communication skills which I understand within the workplace including in class exercises.
Introduction
The purpose of this report is that I will be focusing on what are effective team working and communication skills which I refer to class exercise. 
 
.What is communication?  
Communication is the exchange of thoughts, information or ideas that result in the understanding between two or more people. 
Communication is also having a clear understanding as well as being able to clearly convey a message, you need to be able to   listen in a way that you  understand the full meaning of what’s being said and makes the other person feel heard and understood.
(Maund.et.al 2017, P.47
Verbal communication
The process of sending and receiving messages with words including writing.
Verbal communication is created through language which involves accurate interpretations of others. You must make effective use of your language skills and improve your abilities to interpret other people’s messages. 
(Maud et.al, 2017) 
 
Non-Verbal
Non- verbal communication includes the way we communicate without words Another definition of non- verbal communication is ‘communication other than written or spoken language that creates meaning for someone. (Maund et.al 2017)


Communication barriers between healthcare providers and patients contribute to the healthcare providers if they have any issues such as lack of experiences in the workplace or lack of understanding of cultural differences.
Include: 

· The use of jargon, over-complicated or unfamiliar terms.
· Emotional barriers and taboos- Some people may find it difficult to express their emotions.
· Lack of attention, interest, distractions, or irrelevance to the receiver.
· Differences in perception and viewpoint.
· Disabilities such as hearing problems or speech difficulties
(www.skillsyouneed.com/ips/barriers.communication.html)
       Strategies of effective communication

· Disabilities such as hearing problems or speech difficulties
The strategies to overcome barriers with people with hearing loss or speech problems are to speak more slowly so they can understand more clearly.
People with hearing loss find it harder to focus with the noise of the background. 
(https://www.guidedogs.org.au/tips-for-communicating-with-a-person-with-hearing-loss)
Barriers of communication

· Difference in perceptions or viewpoint
 People tend to disagree when they don't understand each other. When you come to an understanding that most of us are more alike than we are different, you can begin to tolerate and accommodate--even appreciate--a different point of view. So first you need to understand one another. That does not mean you have to agree, just that you're open to hearing them out.
It is also important to be a good listener and to listen to different opinions.
(https://www.inc.com/lolly-daskal/7-simple-ways-to-deal-with-a-disagreement-effectively.html)

· Emotional barriers and taboos
To strategies to overcome emotional barriers within the workplace is people who are often angry or frustrated have diffulty in processing information by other people so in order to solve this situation you need to think clearly or take a break until your ready to process this information.
(https://guides.co/g/the-seven-barriers-of-communication/)

· Language barrier
The ability of language may act as a barrier to communication. However, even when communicating in the same language, the terminology used in a message may act as a barrier if it is not fully understood by the receiver(s). For example, a message that includes a lot of jargon and abbreviations will not be understood by a receiver who is not familiar with the terminology used so you must need to use language that can be understood by the receiver.

(http://phicare.com/competencies/communicationbarriers)

· The use of Jargon
To overcome the use of using Jargon is to try to avoid using abbreviations that is difficult to understand or try paraphrasing.
(https://www.grammarly.com/blog/how-to-overcome-plain-language)
      Theories of communication 
       We have been looking at some of the theories of communication on how to
       process this information.

· Verbal  
· Telephone
· Online
· Letters
· Media                   




Communications Models     
Communication models are a process which helps to understand how communication work can be done.
 Following class exercise provided by Barbara Chinyani we have discussed models of communication such as:                                                                                                              
1. The Shannon-Weaver Mathematical Model, 1949
This model is designed to develop the effective communication between sender and receiver.
This model deals with concepts like Information source, transmitter, Noise, channel, message, receiver, channel, information destination, encode and decode. 
· Sender:  The originator of message or the information source selects desire message.
· Encoder : The transmitter which converts the message into signals
· Decoder: The reception place of the signal which converts signals into message. A reverse process of encode
· Receiver : The destination of the message from sender
· Noise:  The messages are transferred from encoder to decoder through channel. During this process the messages may distracted or affected by physical noise like horn sounds, thunder and crowd noise or encoded signals may distract in the channel during the transmission process which affect the communication flow or the receiver may not receive the correct message. 
 (Businesstopia, 2018)

2. Berlo’s Model of communication, 1960
Berlo’s Model of Communication is the process of communication that helps to develop a descriptive writing learning device on SMRC Berlos communication in its simplest form.
 The SMCR stands for Sender, Message, Channel, and Receiver.
 Berlo’s SMCR Model of Communication describes the different components that form the basic process of communication. Because this communication tool also emphasises the coding and decoding of the message, it can be used for more effective communication. 
 (www.communicationtheory.org)


3. Schramm’s Model of communication, 1954 
Schramm Communication Model is a cyclical communication model containing all basic principles of communication. This Model offers an explanation of communication.
 It can be used to determine how communication between two people works when they’re exchanging information, ideas, or attitudes.
          (www.communicationtheory.org)
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This chart encodes a message for a channel for the receiver who decodes the message S-M-C-R Model
Graph 6.1 Berlos model of communication

Communication in the workplace: Case study

[bookmark: _GoBack]Sender- Source of information (it was me)
Receiver- Children

I am going to briefly analyse communication in my own workplace between myself & my staff
In my workplace which is working in a nursery, I am going to describe the situation.  Before the class starts the staffs have to make sure everything’s prepared for the class activities. 
 My job is to know the way I have to encode the message to staff in order for them to decode the message to the receiver which is through verbal communication.
The way I have to communicate with the receiver is through body language in order for them to understand what I’m trying to tell them.
In this situation I have to help the staff prepare the daily activities for the receiver such as making sure they following instructions clearly, making sure to wash their hands before meals.
Also I need to follow instructions clearly to ensure I can decode the message to the receiver so they can listen to their instructions.
For instance if  a member of staff gives clear instructions not to  touch equipment’s or do something that can cause danger towards their colleagues ,the sender(me) needs to make sure how to decode the message nice & clearly so the receiver can understand the instructions given.
Sometimes I had to supervise the classrooms to ensure everything is safe and put away without anyone getting hurt.
 If someone gets hurt during playtime or accidently bangs their head I need to ensure they have proper care so this means I have to inform a member of staff so a member of staff has to inform their parent on what has happened.  

To apply Berlo’s model of communication I am going to demonstrate situation from my work experience. I gave instructions to member of staff to complete checkup for children’s health on the computer. I created a document folder with all the information to follow. I made sure that staff understood the message correctly, 
I asked my colleagues do you understand how this job need to be done. I received clear answer given task is understood. I had clear discussion with my staff. I repeated the message twice but unfortunately, they didn’t complete the task because they didn’t understand my message because of lack of computer knowledge.. They was to shy to ask me again to repeat this information.
I was the sender so I encoded the message. My staff was the receiver do they decoded the message instruction which was given verbally. Language and tone of voice were appropriate to the situation. I also used written channel. This means I wrote clear instructions which i provided information on paper. 
My attitude was right because I reinforce the style of communication with spoken words.
Receiver saw and heard the message. The structure of the message was right.
 My communication skills were good However, receiver didn’t decode information based on communication skills. Shyness was linked to culture and background.
 On top of that the receiver had lack of digital skills.
Strategies
To improve communication skills the receiver needs to develop computer skills. IT course is required for this.
Another barrier is if someone feels upset or distressed of any kind of reason and doesn’t feel they don’t have nobody to talk to myself or a member of staff can engage with them as we need to bond with this receiver in order for them to communicate with us so we can fully understand what is bothering them so we can decide on how to support them. 
The strategies for this situation are to listen carefully to what the person is trying to say.

If someone wants to join the nursery that has difficulty communicating then that would be a language barrier, so in order to overcome this myself and  staff have to work together so the receiver gets the right source of information, by doing this the way we have to decode the message is through verbal/ body language.
Also to overcome this we need to speak clearly and slowly then we need to decide whether how we can support this receiver or have one-to-one session.
Another barrier might be difference between viewpoints with me and my staff or with the receiver. 
This can be an issue because it will make it difficult to know how to support this receiver so the strategies to overcome this situation is to listen clearly so you can understand what the persons is saying. 
The strategies are to avoid using jargon or unfamiliar terms.


(Communication theory, 2020)


Conclusion and recommendation

In my conclusion I have concluded all the aspects of communication such as the barriers and the models of communication and I have applied my own case study which I have also described the strategies within my workplace.
It is necessary to develop communication skills such as listening skills.
It is required training to overcome low confidence. Another suggestion is to join computer course if you unfamiliar with computers skills.
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