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Introduction 
In this assignment I will be talking about communication where I will compare communication theories, talk about the importance of verbal and written communication, collect feedback from class members, friends/family members too, talk about my communication style, personal behaviours, use theories to identify weaknesses, strengths and create a personal development plan. 
[bookmark: _Toc40907634]Comms cycle and theories such as Shannon & Weaver, Schramm and Berlo 
Communication is the way people exchange information which can be shown and done through speaking and writing. There is a variety types of communication such as visual, verbal, written and non-verbal. The importance of communicating is how we share information between individuals. Comms cycle is a communication cycle which is a method that people can follow when it comes to starting a small business. A communication cycle will allow business owners develop strategies whether they are new small business owners or old business owners.
The Shannon and Weavers model is about communication, key concepts in the Shannon and Weavers model includes sender, encoder, decoder, receiver, noise and feedback. The model starts with the sender: the person who wishes to communicate, encoder: the message will be changed into signals, decoder: is done by the receiver when the message is received, receiver: feedback can be given to the sender, this’ll show that the message was properly received. Noise: the message sent will be transferred through a channel which most likely will be interrupted by noise such as external noise. External noise can occur when something delays the message. And lastly feedback: this is where the receiver can ask for clarifications from the sender, this can be essential as this will show the sender that the message has been received. The importance of their model explains how messages are lost and distorted within the process of communication. This theory “explains the barriers to effective communication very well” by identifying technical problems, effectiveness problems and semantic problems too. 
An example that I can give would be royal mail staff or anyone that posts letters or posters through the letterbox. An example from my work setting would be that when I started my job I was sent a letter through the post by the sender which was the payroll people as all members of staff need this letter to sign up for payroll within the company they work for. 
Schramm model of communication is a communication theory which is about how people communicate with one another mostly through writing, speech and discourse. There are four principles in his model, the first is circular communication which is used between two people such as the sender and receiver as they are both the opposite too. Second principal is communication which involves interpretation. This is where “misinterpretation of information” can occur during the process of interpretation however, two-way communication will carry on and semantic noise will be reduced. Principle 3 is where communication requires encoding, decoding and interpreting. Lastly principle 4 is about equal and reciprocal communication, this is simply where those who communicate have the capacity to encode, decode and interpret. By using this model, it will allow people to understand a “face to face conversation or text message exchange” this will then allow them to carry on having a back and fourth conversation. 
Berlo’s communication model includes source, message, channel and receiver and in-between them it involves encoding and decoding. 
[bookmark: _Toc40907635]Comparison between the theories 
All of these theories and models have a few things in common which is the skill communication. They have very similar methods and ways to show how to communicate however the difference they may have is that some are simpler than others and basic too whereas others are more in depth. Berlo’s communication model is so similar to Shannon and Weavers model however David Berlo “considers the different things that can affect each of the model’s components”. It’s clear that most theorists have such similar communication models but are slightly different. Looking at all these theories an example that I can give relating to my work setting or even any work settings is that when it comes to communicating and poor communicating is shown then the person receiving the message “may not get the right message”. Therefore, communication is key so that we know how to communicate well and when to which will be most likely everyday as communication is always used. What I like about Berlo’s theory is that he talks about attitude. It is written in his theory that the attitude the sender has towards the receiver “can change the way the message is delivered and accepted” this makes it clear that when communicating attitudes also plays a part in communication. In my work setting I would present a good attitude when communicating as that’s how I am as a person, I like to think positive and give positive vibes too. 
[bookmark: _Toc40907636]Importance of verbal communication & non-verbal communication 
[bookmark: _Toc40907637]Verbal and non-verbal communication methods used in my work setting
Verbal communication is how individuals share information through speech. Any sort of conversation is a form of verbal communication. Examples of verbal communication would include over the phone, interviews and speeches. Non-verbal communication can be shown by people through their facial expressions, voice, gestures, eye contact and posture. Written communication can be shown through writing where information is written and passed on to the sender. An example for this would be emails. Individuals can communicate through emails to whoever they’d like to send the message to, and they would receive a response. When it comes to communicating with people in work or anywhere verbal and non-verbal communication plays a part. With eye contact some people may look at others in disgust which shows your interest in conversations or what’s being said.  For myself in my work I communicate with my colleagues and managers by giving them eye contact when they speak to me, I sometimes use hand gestures when speaking, my facial expressions will be shown when speaking to them and when they speak to me too. For example, if a member of management asks me to do something such as cover an aisle then I would give the manager eye contact when they call my name and my body language and posture would show that I am saying yes politely. Another example would be that when they tell me to do something my tone of voice will tell them that I am more than happy doing what they request me to do.  A written communication example that I can give from my work setting would be that in the past I have wrote a letter to the area manager in my work setting to sort shifts out for myself and in the end he communicated back to me and I was able to sort out what I wanted to. 
[bookmark: _Toc40907638]Own ability to communicate effectively 
When it comes to evaluating my communication skills listening is very important which is something I always do. This’ll allow me to improve in relationships “both at work and at home”. By doing this It’ll show me that I am communicating effectively. Showing empathy is about “seeing the world as someone else sees it”, this quote simply states that showing empathy shows that you can understand how people are feeling during a certain time. Personally, I naturally show empathy as it allows me to communicate well with others. 
[bookmark: _Toc40907639]Feedback on own verbal and written communication 
After collecting feedback on my verbal communication from friends and family members they have said that the way I speak when I communicate and the tone of voice I speak in is good as they can understand me well enough. They’ve also mentioned that I use hand gestures sometimes when speaking, this tells me that I exactly try to express what I’m thinking, feeling and emphasize certain points when speaking. After asking a few family members about their opinion and feedback they have said my listening skills are great as I listen to them whenever they tell me something serious or not. I know that listening plays an important part in communication hence why I’m always ready to listen as I like to pay attention to what people say to me. 
[bookmark: _Toc40907640]Feedback from students in my class 
I collected feedback from members of students in my class where they have commented that overall, I have done very good when presenting my presentation but either the signal connection or the mic made it hard to hear me at times. They’ve stated that it’s not my fault that this happened as it was out of my control. Another feedback stated that I presented very well, and I used a good range of examples and I was recommended that I could use more eye contact with the camera. I’m happy with the feedback I got as it shows that I did do good and I like areas to improve on too as nobody is perfect and we can always develop on areas to improve on. 
[bookmark: _Toc40907641]Own communication style
Everyone would have a unique communication style which can include either passive, aggressive, passive aggressive and assertive. After I’ve completed the communication style questionnaire which was on Microsoft teams. I found out that I got the highest score for assertive and second highest score was to passive. I would say that I disagree with being passive as I do like to express my feelings whether I get hurt by something or not. In my work place if I get customers that respond to me rudely when I have answered their questions politely and they give me back responses rudely then I do say to them kindly that I don’t need bad attitude from them as no member of staff deserves that. My managers will also tell them the same. We all have feelings and expressing them doesn’t cause harm in fact it makes things better most of the time. With my results about being assertive I would say I agree with this as you can tell from my answer above, I do prefer to voice my opinions as we all have the rights to voice what we want to say. I still give people the respect they should gain whilst I get to the point and voice my opinions. 
[bookmark: _Toc40907642]Personal behaviour – reflection on presentation 
Reflecting to when I presented my presentation and how my personal behaviour was towards it, I would say as it was my first time presenting online to my tutor and others too, which was very new to me. However, people may have thought I was nervous which I would say that’s not how I felt at all, as we only had 8-10 minutes to preform and present I was cautious as I wanted to make sure I don’t go overtime and still talk about the important points. I would say that I was assertive as I put in my own work examples and done the best to my ability, however due to lack of time that we had a few more minutes such as 15 minutes would’ve been better as I did wish that I could’ve spoken about other things too. The downfall would be that as it’s online people may think I wasn’t confident as I was giving eye contact however we are all different, with myself even though I give eye contact I do look around as it helps me speak more and it’s my way of communicating and concentrating too. 
[bookmark: _Toc40907643]Use of theories and models to evaluate own skills as a manager and identification of strengths and areas of improvement 
As a manager I would definitely use Tuckman’s theory in any work setting, this’ll also help me improve on any strengths and areas to improve on too. I know this because as my confidence is growing, I always believe there more room for improvement. Using Tuckman’s theory and model it’ll allow me to continuously build trust and relationships with my colleagues which is essential. Conflict may arise anywhere, and if it arises in my work setting, I’d find solutions to decrease conflict. I would also use Belbin’s theory and model as I want to ensure colleagues work well as a team. As a manager I would continue to build and boost my confidence more as this will show a good example to my colleagues as everybody should continuously improve on their confidence as this will allow us all to try new things and believe that we can do anything. I would also use Schramms theory and model as it’ll allow me to have face to face conversations with my colleagues and staff as this is essential. Sometimes I may be a quiet person however when it comes to work I know naturally I will communicate well with staff and colleagues because we are a team and we have the same goals to achieve when working together and in order to achieve the goals and targets we have to maintain growing and improving on our skills as this’ll help us reach our goals. Hence why communicating is so important in each setting and in day to day life in general too. 
[bookmark: _Toc40907644]Personal development plan 

	SMART objectives 
	Weaknesses and what to build onto my strengths 

	Specific 
	Finding it hard saying “no” to something and taking on more than I can handle. 

Finding it hard to ask for help. 

	Measurable 
	I will set clear objectives which will make it measurable as I want to continuously progress. 

Setting objectives to ensure that I meet my target will make it measurable. 

	Achievable 
	Definitely achievable as my managers are very understanding and staff in general should always express their ideas and thoughts.

Again, this is achievable as my managers are more than happy to answer any questions we may have. 


	Realistic 
	I should always remember that everyone should be able to understand, and if I tell management that I will be able to do more after I complete what I was asked to do first, instead of them piling it on top of what I’ve been given because this’ll allow me to finish one load of work ready for the next. 


We all have the same goals to achieve whether we are staff or managers hence why we are all a good team and are ready to help one another out. I should always remind myself that even though I am independent most of the time, as humans we will lack in some areas but to make sure that we improve on those strengths will allow us to be in a better place with increasing our skills. 

	Time bound 
	I can do this as soon as possible whenever I am in work and when needed. 

Again, this can be done as soon as possible for example whenever I need to ask a question even though most of the time I will, still I’d like to strengthen this small weakness of mine. 



[bookmark: _Toc40907645]Conclusion 
Overall, I have spoken about everything else mentioned in my introduction. 
[bookmark: _Toc40907646]
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