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Good communication is imperative within the workplace. I believe this stems from the manager of the team. Poor communication can lead to the breakdown of a team. I have witnessed good and poor examples of management communication in my working life. Sadly, there are still managers that work with poor communication skills, and it will be the whole team that then suffers.  
Effective communication is about more than just exchanging information. It’s about understanding the emotion and intentions behind the information. (Effective Communication - HelpGuide.org, 2022). Listening is an integral part to good communication. 
Unluturk (2012) writes effective communication is the single most important aspect of leadership skill. In the Merriam-Webster dictionary it describes communication as a being that sends and receives information using behaviour, sound, and sign. Good communication must always be clear and concise. Always think of your audience. Do you need any resources? Sign language for example. Or microphone to reach the people in the room, or maybe even an interpreter.
We use several types of communication in my workplace. I am a cancer support worker, and we use fax, email, telephone, face to face, video call to name a few. During the covid pandemic we have had to change how we deliver information to patients. We have ‘attend anywhere’ which is a link we send patients to access video clinics. Unfortunately, during the pandemic this is how we have had to deliver devastating news to patients. The majority understand that this was the only option we had. The positives from this would be that there are few elderlies or poorly patients that must travel quite a long distance to clinic for a result of a test or check-up, this can now be done via video call. We are now easing restrictions and have face to face clinics again, but we can now give the option of video link to our patients 
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I have been studying the Shannon and Weaver method of communication. It breaks down all human communication into six sections. Those being, sender, encoder, channel, noise, decoder and receiver. Claude Shannon and Warren Weaver were the creators of this model. Shannon published an article where he explained his theory. ‘The fundamental problem of communication is that of reproducing a message sent from one point, either exactly or approximately, to another point” (Shannon, 1948, p. 379).
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(Shannon and Weaver, 1949)
This communication model begins with sender. The sender has numerous ways in which to send a message, whether it be spoken, writing, sign to name a few. 
We then step into encoder. The encoder could be a device in which the information is sent, such as a telephone or computer. It could even be the person relaying the message. 
Following encoder is channel. The channel of communication is the infrastructure that gets information from the sender and transmitter through to the decoder and receiver (Helpfulprofessor.com. 2022). An example of this would be if a person is communicating via landline telephone, the wires and cables are their channel. 
The next part of the model is noise. Noise is used here as it can distort a message being sent. They use two examples of noise. Internal noise and external noise. External noise may be poor signal, so you would hear crackles in the line. Internal examples could be that the receiver, or sender has a strong accent which is difficult to understand. I elaborate more on this in section 3. 
The penultimate step in this model is decoder. If we look back at the encoder, it will be opposite of this. The reception place of the signal which converts signals into message. Shannon and Weaver Model (First model of Communication), 2022).
To conclude the model, we have receiver. This is the destination of the message. Examples of a receiver could be the other person at the end of the telephone call or the person reading the email that has been sent. 
3.Noise 
There are five types of noise barriers to communicating well. Physical, Psychological, Physiological, Semantic noise. 
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Each of these areas bring disturbance or a barrier when we communicate. We can try our best to overcome these noise barriers by using effective listening for example. Pay attention to the communicator. We can also locate the noise and try to distinguish it. For example, loud fan noise-switch off whilst in conversation, someone talking too fast or slow- ask them to speak at a pace that suits you. 



4.Nonverbal communication
Nonverbal communication can be just effective, if not more effective.  Non-verbal communication is often more subtle and more effective than verbal communication and can convey meaning better than words. For example, perhaps a smile conveys our feeling much easier than words. The same being for a frown or a scowl. 
 The five primary functions of Nonverbal Behaviour (Argyle, 1988) are: 
1. Expression of Emotion — emotions are expressed in many ways, mainly through the face, body, and voice. 
2. Communication of Interpersonal Attitudes — the establishment and maintenance of relationships if often done through nonverbal signals (tone of voice, gaze, touch, etc.). 
3. Accompany and Support Speech — vocalization and nonverbal behaviours are synchronized with speech in conversation (nodding one’s head or using phrases like “uh-huh” when another is talking). 
4. Self-Presentation — presenting oneself to another through nonverbal attributes like appearance. 
5. Rituals — the use of greetings, handshakes, or other rituals.

Richmond and McCroskey (2004) wrote that one of the roles of nonverbal communication was to define the status of individuals within an organization. A leader should have the ability to understand their teams’ feelings and attitudes to be able to deliver support and to be able to motivate the team effectively. I believe the type of manager you are judged by more nonverbal communication, than verbal. For example, for your body language to give the impression you are confident and eye contact to make you believable and trustworthy. 
Another very important part of nonverbal communication would be listening skills. Not to be confused with hearing, where the sound is heard but not processed. Us, as adults spend a great deal of our time communicating. On average it is around 70%. Of this, research shows that an average of 45% is spent listening compared to 30% speaking, 16% reading and 9% writing. (Adler, R. et al. 2001). Please see appendix A for a pie chart displaying this. 
One of the main barriers to effective listening is distraction. It is easy to be distracted by one’s surroundings. We can also be distracted by our feelings or our trail of thought. 
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There are six different types of communicators. (There are 6 Types of Communicators. Which One are You?, 2022)
1. Reflector. You use communication to bond with others. You are generally calm, softly spoken and are sensitive and understanding. 
2. Magistrate. You analyse your topics, pick out the main points and then explain them to your audience. You are usually the leader of conversation and are always direct. 
3. Noble. You are a practical communicator. You enjoy open conversations and are always to the point and direct.
4. Candidate. You are diplomatic and will use communication to end disagreements. You would be charming and tend to charm and make people feel at ease. 
5. Socratic. You are good at problem solving. You enjoy a debate. Your main strength is that you are very detailed, and others value your opinion.
6. Senator. You are a strategist. You follow your dreams and are successful at work and at home. 
From studying these different types and styles of communicating I would say I lean more towards being a Socratic communicator. I love problem solving. I enjoy that feeling spending time effectively and efficiently solving problems. I also enjoy a debate. I would collect facts and knowledge and speak my part. 
I would say an area I need to improve on would be listening. I do find I am easily distracted. I often have multiple thoughts trailing my head, from arranging childcare, to even what we are having for dinner. I need to learn to clear my mind and thoughts when engaging in conversation. 
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6.Levels of formality 
There are two types of formality in communication, formal and informal. Formal communication is an exchange of official information between people within the same organization who are often at different levels within the organizational hierarchy ("Formal Communication: A Definitive Guide", 2022). Formal communication is important as it sets an authority. This ensures the audience in which you are speaking to know their responsibilities and actions. Using a more formal approach should improve efficiency as the message is clear and understood and comes from a place of authority. There are four types of formal communication. 

They are: 

Downward Communication
Upward Communication
Horizontal or Lateral Communication
Diagonal Communication

Communication that flows from a higher level in an organization to a lower level is a downward communication. ("Business communication. Related to correspondence in business areas. - studocu", 2022) a communication flowing from managers to employees. 
Downward communication is usually a form of feedback. From employees to managers. It is a tool used by employees to share views and ideas to those working in a more superior level.
Horizontal or Lateral Communication is used between people of the same hierarchy, not including senior authorities. 
Diagonal Communication is a form of communication that is practised through other channels such as project management, where you would communicate between the compartment structure and the team. 

There are also four types of informal communication. 
They are:
Single Strand
Gossip Chain
Probability Chain
Cluster Chain
Single strand would be where one person communicates to another person and then that person communicates to another individually. 
A group conversation in which each person is communicating to each other informally would be a gossip train.
The probability chain is where one person tells another person the same information.
Cluster chain is where one person communicates with a team of people and then each person within that team shares that communication with others. 
There are advantages to using informal communication. If used in the correct way it can be used to encourage your team’s ideas and feelings and to boost morale within the team. It can make your team relaxed and therefore, they would be more likely to share ideas and options. 
It also comes with disadvantages. Employees may choose to believe informal news over formal. Informal communication can sometimes exaggerate what needs to be said therefore leading to incorrect information. 
The basic differences of both are listed below in a table. 
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I have recently delivered a presentation on effective team working. At the end of the presentation my fellow students completed an evaluation. The results are shown in appendix B in the form of a bar chart. 

8.Gap Analysis

	Objective

	Current Position

	Deficiency

	Action


	What do I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?

	
Improve presentation skills




	Create PowerPoints
	Confidence
	Practising presentations to friends and colleagues 

	Improve listening skills
	I am aware of my distractions
	I become easily bored. 
	Be more aware of body language.
Be less distracted 

	Revise APA referencing
	I know the basics but cannot seem to grasp this style of referencing 
	Knowledge
	Revise and gain understanding before submitting next assignment
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9.PDP

Below you will see my most recent PDP.



	Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

	List your Goals
	What do you need to do to achieve these goals?
	How will you identify your success? 
	When do they need to be done by?
	Who or what do you need to help you?

	Learn APA referencing
	Internet, university books
	By hopefully gaining higher marks in my assignments
	End of March
	Tutor, other students

	Keep up to date with all assignments and study
	Allow myself time so I do not rush. 
Ensuring I am organised, and I know exactly what dates I need to hand work in by
	Assignments will be handed in on time and I will not be stressed about timings
	Throughout degree
	Internet, diary, tutor

	Be more motivated to get assignments completed
	Attend all lectures
Motivate myself to spend time in the evenings and days off studying and completing assignment
	By having better grades and feeling more positive
	Throughout degree
	Diary
Tutor
Fellow students
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11.Appendix B
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12.Mind Tools Communication Quiz

I have completed the mind tools quiz online. I fully agree with the outcome. My communication barrier is distraction. I have a hundred things in my head at one time, so it does become difficult to put these aside when listening and communicating effectively. 

You're a capable communicator, but you sometimes experience communication problems. Take the time to think about your approach to communication, and focus on receiving messages effectively, as much as sending them. This will help to improve your ability to communicate.
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Feedback presentation evaluation scores

Weak	
Prepared for Presentation 	Presented in an interesting way 	Objectives of the presentation are clear 	Used visual aids effectively 	Organised the presentation logically 	Spoke loudly enough 	Spoke slowly and clearly 	Presented within appropriate time 	0	0	0	0	0	0	0	0	Fair	
Prepared for Presentation 	Presented in an interesting way 	Objectives of the presentation are clear 	Used visual aids effectively 	Organised the presentation logically 	Spoke loudly enough 	Spoke slowly and clearly 	Presented within appropriate time 	0	0	0	1	0	0	0	0	GOOD	
Prepared for Presentation 	Presented in an interesting way 	Objectives of the presentation are clear 	Used visual aids effectively 	Organised the presentation logically 	Spoke loudly enough 	Spoke slowly and clearly 	Presented within appropriate time 	1	4	0	3	3	2	0	2	Excellent	
Prepared for Presentation 	Presented in an interesting way 	Objectives of the presentation are clear 	Used visual aids effectively 	Organised the presentation logically 	Spoke loudly enough 	Spoke slowly and clearly 	Presented within appropriate time 	3	0	4	0	1	2	4	2	
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