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(Shannon and Weaver, 1949)

Effective communication is important both within an organisation and externally. Effective communication improves business efficiency.
Communication is about passing messages between people or organisations. Messages between a sender and receiver take place using a medium such as email or phone. One-way communication is when the receiver cannot respond to a message. Two-way communication is when the receiver can respond to a message. This allows confirmation the message has been both received and understood.
The communication cycle is the process in which messages are sent by one individual, and it passes through a chain of recipients. The timing and effectiveness of a communication cycle is based on how long it takes for feedback to be received by the initial sender.
The Shannon-Weaver model introduces 5 key stages to the communication process which can be explained below.
1 – The sender. This is a person, group or organization that first thinks of the message they want to communicate.
2 – The encoder. This individual takes the message and turns it into signals. This could be written, spoken or by using gestures. Gifs and emojis are even a form of encoding.
3 – The channel. This refers to how the message is sent. This could be sound through the airwaves in a spoken conversation, or binary data transmitted electronically in a text or email.
4 – The decoder. A message must be decoded when it arrives. This stage describes how the receiver interprets the message and converts it to language. This could be a machine that does it electronically using binary data, or it could be our brains when we pick up on all the language and communication data, including words, visuals and intonation that form a communication transaction.
5 – The receiver. This individual has the message interpreted by their brain into something meaningful. 
The Shannon-Weaver model introduces the concept of noise. Noise can be anything which interferes in the channel stage of the model. This could be background noise which makes it hard for the receiver to hear or it could be distractions which prevent them from focusing on the communication. 
Wilber Schramm proposed the model of communication in 1954. Coding and decoding are the two essential processes of an effective communication according to this model. He states that the communication is incomplete unless and until the sender receives feedback from the recipient. This is built on a theory that communication is a two-way street.
David Berlo set out a theory of communication in 1960. This model has four components, sender, message, channel and receiver (SMCR). The sender is the source of the message or the person who originates the message. The person or source sends the message to the receiver. A message is a substance being sent by the sender to the receiver. It may be in the form of voice, audio, text video or other media. The channel is the medium used to send the message. This could be in a way of machines for example, telephones or internet but is usually in the form of the 5 human senses hearing, seeing, touching, smelling, tasting. The receiver is the person who gets the message sent in the process. Berlo’s model of communication is copied into Appendix A.
Harold Lasswell, an American sociologist and psychologist developed his linear model of communication in 1948. The Lasswell model of communication describes who is saying something, which channel is used to convey the messages, who the message is aimed at and what effect the message has. The advantages of Lasswell’s communication model are that it is simple and can be implemented in a wide range of communication processes and has been proven to be an effective communication model. The disadvantage of Lasswell’s model is that it does not include feedback and it ignores the possibility of noise. Without feedback, a communication process cannot be fulfilled. Lasswell’s model is very linear and does not consider barriers in the communication process.
All the above are great models of communication and are still used in everyday life today. Excellent verbal communication is a key to maintaining successful business relationships. Effective communication causes productivity to increase, errors to decrease and operations to run smoother. It is vital to an organization that employees communicate with each other as this portrays an image which could be the first impression or the last. Good communication skills can help build relationships with other organizations and build on the business.
Effective verbal communication between the employer and the employee is essential to increase job satisfaction and the employer feels secure and confident in their role when they receive the correct information for the job. Excellent verbal communication skills increase the ability of the individuals to share ideas, thoughts, and concerns with each other. Nonverbal communication refers to gestures, facial expressions, tone of voice, eye contact, body language, posture and other ways people can communicate without using language. Nonverbal communication can create a positive or negative impression. Crossed arms can seem defensive. Poor posture may appear unprofessional. A downward gaze or avoiding eye contact can detract you from being seen as confident.

In my workplace, both verbal and non-verbal communication is very important. We use spoken language to communicate t, colleagues and parent patients. This can be in the form of face to face, on the telephone, via phone calls or text messages and emails.
We use nonverbal communication to communicate with colleagues and patients. This may be in the form of emails, text messages, body language etc. Myself and my colleagues always maintain eye contact and use a professional approach to the language used.
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By assessing my own communication skills through the Shannon and Weaver model of communication, I can see a pattern on which I have seen my strengths and weaknesses with communication. 
Thankfully, due to my job I am always face to face with patients and am usually the focal point for conversation, so I am very good at talking to people. However, when I am left to contact patients via phone calls, texts, and emails, I am always weary that the information has been misinterpreted as I cannot hear their reaction to the information in which I am supplying. This is a prime example of the importance of effective communication and that I am better face to face than anything else. 
The thing I like most with regards to speaking to people face to face, whether that be family members, friends, colleagues, patients, or strangers is that there is room for questions should they need to be asked. If I were to speak to someone and they didn’t understand what I was saying, they are able to stop me in my tracks and ask me to elaborate. Are we able to do this with the use of technology? I’m on the fence. 
I tend to use WhatsApp messenger a lot with regards to work as we have a group of around 20 plus dentists, nurses, and reception staff. I also am weary of this as I will often ponder whether I have said something out of turn as I haven’t had a reply. The facial expressions and body language in which we us are lost via modern day technology and it is something I am working on to become more comfortable with. 
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	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 confidence with talking to patients via phone call



	
Email and text
	
Confidence in technology 
	
More use of the phone, email system and speaking over the phone

	
Group messaging on WhatsApp
	
Send messages of less importance, worry less about important messages being misinterpreted
	
Skills to speak my mind in message form
	
Send more messages, try to put more of myself into message form
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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?

	
Become more efficient as sending/receiving messages via Whatsapp, email, text
	
More use of the systems in place
	
I will feel better with the replies in which I receive and trust that if I don’t receive a reply, its not a fault of my communication.
	
January 2022
	
Colleagues, friends, family, patients

	
Relax more when communication has to be done not face to face
	
Call patients more when the opportunity arises e.g. recalls, cancellations, follow up appointments
	
Gain confidence in making phone calls, sending emails and being assigned reception duties with ease. 
	
January 2022
	
Colleagues, friends, family, patients
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	Module:  BMSK4002

	Topic:  Effective Team working 


	Date
	Name of Presenter:   

	
	Feedback

	
	

	
	Weak
	Fair
	Good
	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
	 
	 
	 
	 

	Responded to questions accurately
	 
	 
	 
	 

	
What can I do better next time?


	
What went well?
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