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Introduction 
This assignment will be report on what communication is, the models and theorist ideas. It will also consider the importance of verbal and non- verbal communications and how effective they are in the workplace. It will also include a reflection on a presentation based on team work that was presented in front of an audience.
Communication in workplaces

Communication is a skill of interacting with others and helps to build relationships that are a two-way process. It helps create messages across to others and also receive information that is valuable. However, communication can also be misinterpreted which can affect its purpose and result in conflict between people. In relation to workplaces, communication is crucially important as it helps to structure trust and positivity between workers and follow with messages being delivered. 

Importance of communication in a workplace
It is important to understand that communication has a purpose and reason regarding workforces. It is important that the communication is successful and structured clearly. Doe, (2014) suggests that within workplaces, communication requires eight plans that help communication be evident and make it helpful. These eight ideas are essential communication, listening, and types of communication, nonverbal, productive manner, resolving conflict, workplace diversity and asking questions. Each skill has an effective way to help develop communication within workplaces. They help to construct forms of development that help create communication that is effectual with workplaces. 

Communication models

Theorists have argued how communication is an important skill that is important within daily life and workplace environment. In relation to the Shannon-Weaver’s model of Communication which is also known as ‘Mathematical Theory of Communication’, it specifies ideas that help process effective communication. 
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(Communication Theory, 2010). 

The model here identifies various ideas transmitter, channel, information destination, information source, noise, decode, transmitter and encode.  

Shannon was a mathematician and electronic engineer whilst Weaver was a scientist. Both theorists were American and joined their ideas together to create this model. This has helped to create effective communication between both reporter and receiver; it had started as a form of improving technological communication but eventually developed and expanded with other areas of communication. This suggests it has clearly been effective with communication. 

However, a few criticisms say otherwise. The model works better in real life situations rather than wider audiences. It is rather effortless and the model has various ideas in ordered processes which suggests how communication does not work & has a straightforward method of skills if it is being worked like that it will lose its effectiveness with the subjects. 
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Furthermore, Schramm’s model of communication suggests that communication is something circular in nature.

In this model there is an encoder sends message a decoder who receives the message and an interpreter who is trying to understand and interpret what is happening. This type of approach can be used between two people or individually. The good things about this model are that it demonstrates the way an event can amend. It also illustrates why unemployment is important, and it supposes that communication is circular in nature. However, the disadvantage is that it does not suggest semantic noise and it believes the quantity of encoding and decoding. 
Importance of Verbal Communication
Verbal communication is the easiest & most effective way to inform or explain matters. We can use verbal communication to correct a wrong. For example, the power of the words “I’m sorry,” is often more effective than an action. Clarification is a key component of verbal communication. Often, we do not articulate ourselves clearly or our words or actions are misinterpreted. Verbal communication helps to clarify misunderstandings and provides missing information. Verbal communication is a good method for passing information to get the point across. If the person you are verbally communicating to listens actively and understands it then it becomes effective communication.

Verbal communication is using sounds and words to express yourself.
Verbal communication can also be used as a tool of persuasion. It creates an opportunity for debate, its helps make correct decisions, thought and creativity & also deepens and creates new relationships. 

Robert M. Krauss in the article, “The Psychology of Verbal Communication,” published in the International Encyclopaedia of the Social and Behavioural Sciences in 2002, explains, “A species’ survival depends critically upon its ability to communicate effectively and the quality of its social life is determined in large measure by how and what it can communicate.”

Importance of non-verbal Communication

Non verbal communication includes things like pitch, speed, tone and volume of voice. There are many non-verbal communication skills ie. gestures, postures and eye contact. Interpreting the meaning of non verbal communication through bodily movement may be assessing how the person normally acts.

Michael Argyle, in his book “Bodily Communication,” identifies five main functions of non-verbal communication: to express emotions, communicate interpersonal relationships, support verbal interaction, reflect personality and perform rituals, such as greetings and goodbyes.

Non-verbal communication ranges from facial expression to body language, gestures, signs, and use of space which are important in non-verbal communication however, multicultural differences in body language, facial expression, use of space, and especially, gestures, are enormous and enormously open to misinterpretation.














Three elements of communication

There are three elements in any face-to-face communication.

Which is: words 7%, vocal(voice/Tone) 38%, visual (e.g., facial expression/body language)  55%

Albert Mehrabian developed a communication model, in which he demonstrated consist of literal content of a message. 
Dr. Mehrabian’s quoted: “If words disagree with the tone of voice and non-verbal behaviour, people tend to believe the tonality and non-verbal behaviour." (Mehrabian A, Silent Messages, 1971).
That is why Albert Mehrabian developed a communication model, in which he demonstrated that only 7% of what we communicate consists of the literal content of the message. The use of one's voice, such as tone, intonation and volume, take up 38% and as much as 55% of communication consists of body language.

Albert Mehrabian's communication model is used on a day to day basis for effective communication.

Vocal communication consists of the voice, tone & speed. Visual communication is the look, facial expression, appearance, body language and eye contact. Verbal communication is the words used & the message that is delivered.

Range of verbal and non verbal communications in the workplace
Communication is one of the most important concepts in human interaction. Communication defines and sets the boundary by which humans interact with one another.
At the heart of this debate is the distinction between verbal and non-verbal communication, this distinction traverses cultural boundaries. In what instances can we say that verbal communication is preferably and when can we say non-verbal is the better option? There are several ways these concepts can be contrasted. The first, as has already been alluded to, is culture. Using signs and symbols in some instances can have a far more powerful impact. We are more used to non-verbal symbolic communication in terms of sign language. In such cases non-verbal communication is evidently the preference for those who rely upon it.

A further way the two can be contrasted is the level of formality. Verbal communication has a far bigger impact when conducting meetings and other formal occasions. It is often said that fancy presentations only go so far - often a vocal leader can persuade a crowd.   

In simpler terms, I would say verbal communication examples vary and depends on dealing with different age groups. The different type of work places may have an impact too. For example, when I work as a midday supervisor, I deal with young children. The tone level I speak at has to be more gentle and soft and I have to speak in very basic English for them to understand what I am trying to communicate to them. Whereas working as an interpreter, I have to sometimes communicate with extensive vocabulary if the client is using certain words and also have to remain more professional (not friendly) and I need to communicate effectively based on the scenario.  

Non-verbal communication also varies. In a workplace environment such as a school with children, sometimes non-verbal communication works better and is more effective since a midday supervisor role is to encourage children to eat their lunch properly and looking after them in the canteen as well as supervising them in the playground to ensure they are playing safely. In such situations sometimes, I use sign languages, eg pointing at the dinner queue or getting them to come from across the other side of the playground. As in such situations, verbal communication is not possible. The child would not hear me say anything so non-verbal communication and gestures become the best way to communicate what I require.

On the other hand, there is another major form of communication which holds a lot of weight when it comes to official matters. This is written communication. This is imperative when you wish to keep evidence or refer back to when you may converse important communication. Written communication has its benefit and its down side. For example, you can communicate something in simple language and make it clear and concise. Something that can be referred back to however, sometimes written communication can be misinterpreted and cause misunderstandings and problems between co-workers, colleagues or even customers. It is only effective when you write using specific wording for the different types of audience/reader.
Own communication style questionnaire
I have used a self-assessment sheet where I answered 20 questions that reflect my own communication skills. In order to analyse my results from the questionnaire I have produced a data graph which identify which style of communication that I am strongest in and which ones that I have less scored in. The data is set out with different number questions allocated with the category it fits in and relates to as the questions were all mixed up to different styles of communication. The options for the question were set out with scores from 1) disagree strongly 2) disagree somewhat 3) agree somewhat and 4) agree strongly. 
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As you can see that the data shows with colour codes of each question and which style of communication it relates to. 
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The results calculated that my communication skills are high at being an assertive and passive person & this also shows how my communication skills are at the right stages. Also, the lowest percentage I had was 7% for being aggressive and 8% for being passive aggressive. This is good as it shows that I am not a demanding, loud or a controlling person which may also suggest that i am easy to communicate with as I am an understanding person who cares about others opinions. 

The questions were based on four categories these are passive, assertive, passive aggressive and aggressive.  
Each of these styles have different sort of behaviour and language. Assertive is the most effective style of communication, it has a high level of self-esteem. It is between both aggressive and passive style of communication. Those who are highly assertive have the confidence to communicate without manipulation. Assertive people know their limits. Aggressive style is about winning and these types of people are very demanding and threatening. Aggressive people think their need is most important others. 
SMART Action Plan
	Objective

What do I want to do?
	Specific Actions
How am I going to do it?
	Resources required

What do I need to help me do this?
	Date of Action

By when?

	Gain confidence

	 By participating in class discussions 
By interacting with group
	 Attend courses
Communicate more
	

	Learn how to write reports/essays effectively

	By going to classes, reading online essay writing materials
	Reading books 
Mentor help
	

	Maintain eye contact when communicating

	Interact more

Socialise and improve self esteem
	Socialising
Attending community events

Charity events

Study forums
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