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Communication


Giving, receiving, and exchanging information — in other words, talking, writing, and listening or reading — is the act of communication. Good communicators pay attention to what others are saying, speak or write clearly, and respect differing viewpoints.
Strong communication skills can help children interact both in person and online. Understanding how words and visuals affect others is essential to texting, talking, and publishing appropriately. Teaching kids to use social media safely, modelling positive communication, and viewing movies and TV shows that emphasise the benefits of healthy communication can all help children develop their communication skills (Common sense media, 2020).
Workplace communication is important for streamlining internal communication. Maintaining effective communication ensures that management and the team below them are on the same page. That means that employees are confident with the work at hand and managers are assured that team members are correctly undertaking that work.(Ring central blog,2022)
Effective communication is critical for individual and team success because it may help you avoid misunderstandings, build solid relationships, and establish yourself as a contributing member of the team. Mastering the art of effective communication takes time and practise. It's critical to know what to say and how to say it so that you can contribute to collaborative efforts at work and assist the company achieve its goals. We'll go over the basics of communication, why it's important, and how you may enhance communication at work in this article (indeed,2021)
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Communication cycle




Communication Cycle - The Communication Cycle model is a linear communication model that shows the relationship between sender, message, medium/media, and recipient in a diagram. Claude Elwood Shannon and Warren Weaver came up with the concept (toolshero,2022)
The Communication Cycle concept by Claude Elwood Shannon and Warren Weaver is explained in this article in a practical fashion. After reading, you will have a good understanding of the fundamentals of this useful communication tool.
The Communication Cycle model is a linear communication model that shows the relationship between sender, message, medium/media, and recipient in a diagram. Claude Elwood Shannon and Warren Weaver came up with the concept.
Communication is a complicated process that takes place orally, in writing, and non-verbally, and in which the message being communicated takes place in a specific environment. In this paradigm, both the sender and the recipient can respond to each other, with the sender and recipient switching roles. This results a clinical process. 
Sender, message, and recipient in the communication cycle to fully comprehend the Communication Cycle model, it is necessary to examine all of its components. The sender comes first. He has the ability to express himself. He expresses himself and communicates a message to the recipient using words and/or body language. It could be information, an emotion, a song, or a dance, for example.
The message is the thing he conveys. This message is for the person who will receive it (s). The appellative function refers to how the message is handled and interpreted by the recipient. A medium, also known as a conduit, must carry the message itself (Toolshero,2022).

Shannon Weaver Model Concepts
Sender (Information source): The sender creates the message, selects the channel, and sends the message.
Encoder (Transmitter) - An encoder is a sender who utilises a machine to turn a message into binary data or signals. It could also be a direct reference to the machine.
The means through which a communication is sent is referred to as a channel.
Decoder (Receiver) — A decoder is a machine that converts signals or binary data into messages, or a receiver that converts signals into messages.
Receiver (Destination) - The recipient is the person who receives the communication or the location to which the message must be delivered. The receiver responds to the communication by providing feedback.
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Communication in the workplace.

What does it mean to communicate effectively in the workplace? Effective workplace communication is critical to a company's success; it improves connections within the firm and with clients, as well as employee engagement and a team's overall effectiveness.
Every aspect of a business is built on the foundation of communication. Effective communication is when two or more people communicate with the goal of successfully delivering, receiving, and interpreting a message. It's the process of sharing information among team members while keeping in mind what you want to say, what you actually say, and how your audience interprets what you say.(ProofHub,2022).
Employee communication is an important aspect of both company and HR. Internal communication is critical for establishing trust inside a company and has a substantial impact on employee engagement, company culture, and, ultimately, productivity. Despite this, our study indicates that many employees believe they are given limited or no information. Communication requires managerial support, a defined strategy, and evaluation to be successful.(CIPD,2022)
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Active listening

Listening with all of your senses is what active listening entails. It's crucial for the 'active listener' to be seen to be listening as well as paying full attention to the speaker; otherwise, the speaker may decide that what they're talking about is uninteresting to the listener.
Maintaining eye contact, nodding your head and smiling, agreeing with a simple 'Yes' or simply 'Mmm hmm' can all be used to urge the speaker to continue. The individual speaking will usually feel more at ease after receiving this 'feedback,' and will thus communicate more easily, openly, and honestly as a result (skills you need,2022).


Nonverbal Indicators of Active or Attentive Listening

This is a generalised list of nonverbal listening signals; persons who are listening are more likely to exhibit at least some of these signals. These indicators, however, may not be acceptable in all contexts or cultures.

Smile - Small smiles can be used to indicate that the listener is paying attention to what is being said, or to agree with or be pleased with the information received. Smiles, when combined with nods of the head, can be quite effective in confirming that messages have been heard and comprehended.
Make Eye Contact - It is natural and typically beneficial for the listener to turn his or her gaze to the speaker. However, eye contact can be daunting, particularly for more introverted presenters; determine how much eye contact is suitable for each scenario. To encourage the speaker, use eye contact with smiles and other nonverbal gestures.
Posture - In interpersonal relationships, posture can reveal a lot about the sender and receiver. While sitting, the attentive listener tends to lean slightly forward or laterally. A slight inclination of the head or resting the head on one hand are also evidence of active listening.
Mirroring - The automatic reflection/mirroring of the speaker's facial expressions might be a sign of careful listening. In more emotional situations, these reflecting gestures can aid in expressing sympathy and understanding. Inattention can be indicated by an attempt to intentionally copy facial expressions (rather than an automatic reflection of expressions).
Distraction - The active listener will not be distracted and therefore will refrain from fidgeting, looking at a clock or watch, doodling, playing with their hair or picking their fingernails (skills you Need,2022).


What is Verbal and Non-Verbal Communication?

When we consider different types of communication, speech may be the first thing that comes to mind. Nonverbal communication, on the other hand, is frequently overlooked. Nonverbal indicators like body language have been demonstrated in studies to be as as essential as, if not more important than, what we say. Understanding nonverbal communication, for example, can assist us negotiate talks with persons who are deaf.
The difference between them- The use of voice or spoken word to convey information, emotions, and thoughts is known as verbal communication. Nonverbal communication, on the other hand, is the act of conveying and exchanging messages without the use of spoken words.
Nonverbal cues can communicate our feelings, attitudes, and actions to others more effectively than words can. According to studies, nonverbal communication accounts for roughly 80% of our conversation, whereas vocal communication accounts for about 20%.
Non Verbal communication examples would be facial expressions, Gestures, Body language ,Paralinguistics, and eye contact .
Understanding nonverbal cues has a number of advantages.
We can develop stronger relationships and have better conversations when we talk to others and convey our message through both verbal and nonverbal communication.
Nonverbal cues and language are important in how we communicate as well as how we hear and interpret what others say. However, verbal communication remains the most effective means of conveying a message (lexie,2022). 
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Levels of formality in communication
Definition: Formal communication is the flow of official information across the various levels of the organisational hierarchy while adhering to the organization's professional rules, policies, standards, processes, and laws.
Formal communication follows a predetermined communication channel that is carefully monitored. It is governed by the chain of command and follows all of the organization's standard operating procedures. Formal communication can take any of the following forms in an organisational setting:

Downward Communication
When information goes from the management level to the subordinate level, it is referred to as downward communication. This is the most typical type of formal communication in which information is passed down from upper management to lower management.
It mostly consists of orders and instructions, and it can be written or delivered orally, depending on the importance of the message and the status of those participating in the communication process. Reports, emails, letters, manuals, and other forms of communication are routinely employed.
Upward Communication
When a message is passed from the subordinate level to the management level, it is referred to as upward communication. Requests, reports, recommendations, complaints, and directions move upwards from the subordinates to the supervisors.
Horizontal or Lateral Communication
Horizontal communication occurs when coworkers from different areas of responsibility but from the same organisational level speak with one another. The best example of horizontal communication is communication between managers from different departments, such as marketing, finance, production, and HR.
Diagonal or Crosswise Communication
The communication is considered to be diagonal or cross-wise when individuals from various departments at different levels speak with each other regardless of the chain of command. Diagonal communication is demonstrated by the communication between the floor manager and the sales staff.
The formal communication network is the means by which formal communication can be facilitated. Individuals employ a variety of forms of Formal Communication Network to get their word through to others (BJ Business jargons,2022). 
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My Personal development plan


What I aim to achieve? I want to work as a manager, learn new skills, obtain more experience, work as part of a team, and have strong communication skills. I have previous retail experience, but not as a management, which intrigues me.
How will I get there? To reach where I want to go, I'll have to work harder, learn new abilities, complete a workplace skills course, and request additional training.
Who can help me get there? My tutor can assist me in getting there by assisting me in completing this course, and my employer can assist me by providing additional training and experience. as well as my own personal goals, which I hope to achieve via hard effort.
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