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Part 2 Communication
In this part I am going to explain about ’Effective Communication’.
Effective communication is important, it is a two-way process of speaking and listening, it is an exchange of information of ideas and feelings. This can be through verbal communication, which can sometimes be misinterpreted by the receiver (the other person) the way it comes across especially when communicating with different cultures where their expressions and gestures can mean something different to ours. The tone of the voice is very important when speaking, keeping your voice calm and clear with a steady soft tone is important for the receiver.
When a person sends or receives information not only using spoken or written communication, but also nonverbal communication can be seen through body language. This could involve our posture and in the way you stand next to others, for instance if you place distance between you and another or sit down with folded arms or slouch in the chair or even be seen to fall asleep people can tell whether you’re interested in the communication being given to you; you can also see this in facial expressions whether you are interested in the communication which is being relayed to you.
Physical communication is the use of touch by a handshake or a tap on the back, this is always taken as a good gesture in communication. It gives the feeling of a job well done and the feeling of belonging to others which is very appreciated.
Everyone is accountable for the effectiveness of their own communication skills below are some tips to help make communication effective:
· Speak face to face.
· Always be honest.
· Speak clearly.
· Never speak over the other person.

It is very important to listen to other people’s ideas and ask for feedback from them at the end of a session which will help you make better decisions. Don’t let emotions get in the way because this could send out the wrong message you are trying to help get across to your team, always listen to people’s ideas and respect their cultured background e.g. their religion or even their language barriers that they may have.
Communication skills are essential no matter what job you are in, good communication skills are perhaps the most basic skills you can possess as an employee. We all communicate in everyday life with people such as family, friends, colleagues and to strangers when out and about shopping. Having good communication in the workplace will help maintain strong working relationships with the employer and employees, this is to succeed and achieve the organisation’s goals together. Communication can bring in laughter and in some cases relaxation which can be very effective for a pleasant working environment. A good communicator within a team, will help the team members 
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who may not understand something being relayed to them and will explain the tasks and goals that is require of them in a way that they will understand? Having reached this level of trust and understanding, with good communication your list of achievements will be endless. Each member of your team will by now know what is expect from them, involving the companies’ employees’ tasks and goals and by doing this they can meet the deadlines for the business. By them doing this you are left to carry on with your own work, which could include going out to meet the customers and making sure that they are happy. Always take time out to thank employees for their achievements, showing appreciation for all the hard work that they are doing. By treating them to a night out or even for a meal will encourage good team working ethics. This will keep the moral up within the team members and in return they will work just as hard for you and your company. Don’t forget your team members which have different cultural backgrounds they may not want to go for drinks or even a meal, because of their cultural background, so making sure that you show them appreciation just as much as the other members of your team. As they should work just as hard or potentially even harder than the rest of your team. Taking the time out just to say thank you or even finding out what they would like to do themselves for team building exercises, will demonstrate all their hard work they have done for the company has not gone unnoticed, This in return will make them happy and keep their moral up and carry on doing the work which is required of them.
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Below I have a diagram which shows the communication cycle with an explanation on how the communication cycle works.
[image: ]
(Shannon and Weaver, 1949)
This is explaining the model of communication in the above graph in detail. 
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· SENDER.
The sender would be the individual or persons who are sending the message, they are also known as the Source of communications or the communicator.
· ENCODER.
This is a machine that transmits the message, it converts the message’s which are sent to the receiver, people can turn their ideas into words they can also be the encoder to send messages to the receiver by writing their message’s down to be able to communicate with each other.
· CHANNEL.
Information can be channelled in different ways; you can use the internet or even telephones they channel through electric cables. Also, you can channel through messaging or by verbal talking face to face, talking about the message you want to send this will travel through the sender to the receiver that is the person you are communicating with.
· NOISE.
· Trying to communicate with having noise in the back ground while you are on the telephone or the internet can cause problems such as spelling or not being able to hear the person that you are communicating with so it is important to try and work in a different room so you can keep the noise to a minimum.
· DECODER.
This is a device that turns your message’s into a format that the receiver can understand you will find that there may be message’s used without technology that needs to be decoded, such as secret message’s which need to be turned into word’s so you can read them. 
· RECEIVER.
At this stage the message finally gets to the receiver, they can receive this via email or messaging. This person will then read the message, or the receiver could have a conversation on the telephone.
· FEEDBACK.
Feedback will occur after the receiver has got the message, which then they can reply and give you feedback on the message, which was sent, feedback can happen while communicating with family and friends or email.
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After completing the online questionnaire, I found my scores to be average on all the questions. The Graph below will show my results and by going through this I know what to improve on. 
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[bookmark: _Toc9181648]As the diagram above shows that my scores are average.

Listening skills, my score is 52%(average).
I may have picked up some bad habits with my listening skills, or never previously thought about the active skills involved in effective listening. Although my listening skills are average, I should think about developing them further by consciously practising effective and active listening.
Emotional Intelligence, my score is 55%(average).
Developing emotional awareness gives me a better understanding, of my emotions as well as understanding other people’s emotions. It is worth me taking time to understand and improve on my emotional intelligence, as it could be most important aspect of my personal development. People with higher emotional intelligence enjoy a more satisfying and successful careers and relationships.
Verbal communication, my score is 59%(average).
When I speak to others I need to take time to think about what I am going to say before I say it, so here I need to improve on communicating effectively, so I say the right things at the right time, so the people that I’m communicating with can understand the point that I may be trying to make.
Communicating in groups, my score is 59%(average).
My confidence levels are average when communicating in group situations, I’m most likely to handle group situations adequately, although I may be nervous in some situations. Communicating effectively is very useful in many different areas of life, 
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next time I’m in a group situation, I will pick up some ideas of what I can do, and what to I should avoid doing, to improve my presence in group situations for the future. So, based upon the Interpersonal skills-self Assessment, my overall score is 57%.

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?

	
I want to improve on my computer skills this will 
[bookmark: _GoBack]make it quicker for my course.



	I can already do the basics on computers.
	I am lacking in experience on computers.
	Go on a computer course, practice more.

	I want to be able to communicate more within my group lectures.
	I tend to speak out when I understand the question.
	I am lacking in confidence.
	To fix this I need to speak more freely in my group sessions
with confidence.




	To complete all the above to gain the confidence in talking within my group out loud and to complete my course on technology.
	 Basic in technology, and little communication within my group.
	Again, it’s the lack in confidence.
	Communicate more within my group and attend all courses.to build up my confidence.
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	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?

	To be able to communicate more within my group on my course.
	Will need the help of others in the group and lecturers.
	When I can speak out with confidence.
	As soon as possible.
	Family, friends’ people within my group and lecturers.

	Gain more knowledge of computers.
	Attend a computer course.
	When I’m able to use computer with confidence.
	I would like this to be done in the next 6 to 8 months.
	Attend courses and ask for help when needed.

	To complete my university course.
	To attend all lectures and pass all my assignments.
	By completing all my assignments on time and completing the course.
	Three years’ time.
	Attend all group sessions and the help of my lecturer.
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My total score 57%.  AVERAGE.
Listening skills 52%.  AVERAGE.
Emotional Intelligence 55%. AVERAGE.
Verbal Communication 59%. AVERAGE.
Communicating in groups 59%. AVERAGE.
These were accessed 24.04.2020.
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Mind Tools Communication Quiz
I scored 47% in the communication quiz.
These were accessed 24.04.2020.
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