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Part 2 Communication

The author of this report is a 34year old married woman and mother of three young girls, she works part time as a support worker and is currently studying her first year in university. The author will be looking into a number of different communication aspects and will also explain in detail what the communication cycle is, and why it will benefit herself and her manager at her workplace. 
Communication is a means of transmitting information and making someone else understand it. It is the exchange of thoughts, information, or ideas that results in mutual understanding between two or more people. 
 It is a huge challenge for managers to communicate well mainly because they are responsible for providing information to their staff. Effective communication within the healthcare sector which is the sector the author works in, is so essential, it resolves communication misunderstanding, improves productivity, boosts growth, improves team building, it reduces mistakes, and improves service users safety and a lot more reasons too. It so very important in the authors job setting due to her, along with her team workers having the service users lives in their hands, example, bad communication could lead to a medication error that could potentially be life threating. 
In health care , effective communication within the organisation is important to perform their role effectively and appropriately. Team members require communication skills from listening and negotiation, to goal setting and assertiveness, and being able to use these skills in any situation (Guo,Sanchez, 2005)
Below the author will explain the communication cycle from Shannon Weaver, 
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(Shannon and Weaver, 1949)

This cycle shows the process that is required in the process of communication, it requires at least one sender, one receiver, and a message that is transmitted within a communication medium. It begins with an idea or concept in the mind of the sender. He or she encodes the idea into meaningful symbols in the form of words, pictures, language or gestures. The sender then selects a medium to transit those symbols so the receiver can access the through one or more senses. The medium can be face-to-face, text message or social media. When the receiver receives the message, he or she must decode the symbols in order to interpret the message and understand the intent of the sender. (maund2017)
In comparison to the authors managers role in her workplace, communicating a message to the staff members is vital, here is an example shown in the same form as the Shannon Weaver cycle.


Example of a medication change for a service user.

Manager thinks of the idea – takes note of the new medication detail, side effects, new time of administrating, how often.

Manager puts the idea into a message – updates the medication file of new medication, calls a team meeting, 

The manager sends the message – communicates the message through face to face and also written communication by writing it in the communication book, 

The message is received by staff – staff listened in the face to face communication message, and also read the new medication file and the communication book

The message is thought through by staff – staff will prepare what is needed to administrate the new medication

The message is understood by staff and undertaken the task – staff signed the new medication file of the change of medication and has administered the medication the  service user

There are serval different types of communication, examples are, 

Face to face/verbal
Phone
Voicemail
Letters
Emails
Text message
Online/skype
Social media
And each type can be perceived in a different way, that why its important to select an appropriate tone, use an appropriate language.
According to business communication data (2015) ‘no matter what job you have in life, your access will be determined 5% by your academic credentials, 15% by your professional experiences, and 80% by your communication skills’

The list of different types of communication comes under two main sources of communication, which is.. verbal and non verbal
Verbal communication is a form of communication in which you use words to interchange the information with other people in the form of speech and whereas non verbal does not use words for communicating anything, but some other modes are used, example, where communication takes place by way of unspoken or unwritten messages such as body language, facial expressions and sign language. (linkedin.pulse)
Body language can be a great form of communication, it can send signals stronger than words, body language is controlled by your subconscious mind, so a reader can actually understand if there’s a difference in what you are thinking and what you are saying. The reporter can relate this to her workplace from a previous incident that happened in her workplace. The manager of the reporter was doing an appraisal with her, and while doing the appraisal the manager was slouched in her chair and was leaning her head on her hand which was leaning on her desk, while the manager was praising the reporter for her dedication at work, but her body language suggested otherwise and came across to the reporter that the manager didn’t mean what she was saying and rather coming away from her appraisal feeling positive and pleased the reporter came away feeling annoyed and lied to, all from the body language on her manager. Whereas if the manager had don’t the appraisal with positive body language, like sitting up, smiling, looking pleased and proud to praise the reporter of her good work, the reporter would of come away with a much more positive feeling.
Communication is a complex process which does not always produce the outcome you intend. Checking that understanding of your message is the same as you intend with those who receive it is always important.(https:/sagepub.com/morgan)

A lot of things could get in the way of communicating a message correctly and these are just a few reasons o why or how communication could fail
Not being cler enough
Using wrong words
Not speaking clearly
Not using helpful expression
Not using helpful non-verbal communication
Poor listening
Not giving feedback
Failing to check we understand the message correctly
Poor lighting
Noise
Lack of privacy
Poor hearing
Overload of information

It is important to take all these factors into consideration when communicating a message to someone, as a wring message could be crucial. A prime example of this is in the reporters workplace, if the manager of the reporters workplace again had to communicate to her staff of a change of medication to a certain service user, and did this over telephone to each staff member, and the manager made this phone call while in the office with a radio playing loudly in the background the receiver (staff member) could mis hear what the manager was saying and could think she named a different user than intended so the staff member would then go in to work and give the wrong service user the wrong medication which could lead to serious consequences.
In the authors workplace it is mainly verbal face to face  and written communication that is used, what ever message the manager has to send out to the staff, she will call a team meeting, or address the staff while at work and communicate the message, she will then write the message in the communication as a back up of communication.

To be a good communicator you need to be effective at all points in the communication process-from ‘senders’ to ‘receiver’ and you must be comfortable with the different channels of communication like, face to face, online and written.(mindtools)
 The reporter has completed a skills test to see how good of communicator she is. The results of this will follow in the appendices. But briefly the outcome was an average result of a ‘capable communicator’ but sometimes experience communication problems, the results says to take time to think about the approach to communication and focus on receiving messages effectively as much as sending them, this will help the reporter to improve the ability to communicate.

The reporter also sent out feedback sheets to 10 other students who watched and observed her presentation on teams. Below is the copy of the feedback sheet the reporter used
	
	excellent
	good
	average
	poor

	Prepared for presentation
	
	
	
	

	Presented in an interesting way
	
	
	
	

	Objectives of the presentation are clear
	
	
	
	

	Used visual aids effectively
	
	
	
	

	Organized the presentation logically
	
	
	
	

	Made eye contact with the audience 
	
	
	
	

	Presented without reading 
	
	
	
	

	Spoke loudly enough
	
	
	
	

	Spoke clearly enough
	
	
	
	

	Presented within appropriate time
	
	
	
	



The results were noted and the reporter worked out an average for the results, they are as follows..
	
	excellent
	good
	average
	poor

	Prepared for presentation 
	20%
	60%
	20%
	

	Presented in an interesting way
	
	70%
	30%
	

	Objectives of the presentation are clear
	
	50%
	50%
	

	Used visual aids effectively
	
	30%
	70%
	

	Organised the presentation logically
	
	80%
	30%
	

	Made eye contact with audience 
	
	90%
	10%
	

	Presented without reading 
	
	20%
	70%
	10%

	Spoke loudly enough
	
	30%
	60%
	10%

	Spoke clearly enough
	
	40%
	60%
	

	Presented within appropriate time
	
	
	20%
	80%




Following analysing the results, the reporter can clearly see that she has hardly any ‘excellent’ marks for her presentation so needs to improve on all aspects to reach the full potential of good communication. The reporters score was overfull in the good/average mark, but drastically needs to improve on  the time management as the reporter scored a 80% poor mark. The reporter will complete a gap analysis and a pdp to improve on this.
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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 my time management



	Speak but not long enough
	Organization 
	Getting organised and practise time keeping

	Speak more loudly
	Speak but not loudly
	confidence
	Practise in front of friends and family

	Presenent without reading
	Present but while reading
	Confidence and expierence
	Practise in front of family and friends
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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?

	Speak more loudly and clearly
	Practice in front of family and friends
	Feedback from listeners
	1.10.2021
	Keep practising and speaking in front of an audience 

	Grow in confidence
	Practise and get more experience
	Feedback and fell self esteem 
	1.10.2021
	Practise inofrnt of friends and family

	Present a presentation with excellent feedback all round
	Resource, practice, learn, 
	Feedback from listners after practising 
	1.01.22
	Interent, books, feedback, family and friends, lectures
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your colleagues! The rest of this
article will direct you to some
great tools for improving your
communication skills. (Read
below to start.)

36- You're a capable communicator,

55 but you sometimes experience
communication problems. Take
the time to think about your
approach to communication, and
focus on receiving messages
effectively, as much as sending
them. This will help to improve
your ability to communicate.
(Read below to start.)

56-75 Excellent! You understand your
role as a communicator, both
when you send messages and
when you receive them. You
anticipate problems, and you
choose the right channel to
communicate. People respect
you for your ability to

communicate clearly and they

appreciate your listening skills.
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