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Introduction:

	The following essay is written by a middle-aged Polish woman who has spent several years as a single mother raising her two sons in a foreign country, away from her family and friends. As of recently, now that the sons are adults and they have their own lives, she has begun her educational journey. She has decided to fully dedicate her focus on her journey and has left work  to fully invest her time in her studies, until she has finished her degree.

[bookmark: _Toc40645803][bookmark: _Toc40651179]Communication:

Communication is known to be a way in which people are able to talk to each other through  exchanging information, ideas, thought, feeling and emotions through speech signals, writing or behaviour. During the communication process, a sender will encode a message and then using a medium will then send it to appropriate feedback using a medium. To put it more simply, Communication is an exchange of ideas, feelings or meaning between two or more people. (Dr. Vidya  Hattangadi). By being able to understand communication is what will then allow us as humans to interact with one another, by not being able to this means that we would then be unable to share general knowledge to help each other to improve on things such as speaking, writing, gestures, touch and broadcasting. (See Appendix A).
For Example:
SENDER - Encoding - INFORMATION (message) - CHANNEL-  Decoding - RECEIVER– FEEDBACK =Noise.


[bookmark: _Toc40651180]Types of communication:

There are three main types of communication these being; verbal communication, nonverbal communication and written communication whilst communicating with someone it could be seen as effective or ineffective.
[bookmark: _Toc40651181]What is the definition of effective communication?

Effective communication is defined as verbal speech or other methods of relaying information that get a point across. An example of effective communication is when the person who are talking to listens well and is able to process what it is that you have said, and is able to the understand your point, for the individual that is listening to be able to process what you have said and come back with an answer also shows effective communication. It also shows that you are able to understand each other’s emotions and intensions behind the information.
It is crucial to communicate effectively to ensure that each individual is able to achieve their goals, help build team goals, build a bond of trust with each other, preventing or resolving problems, providing clarity and direction, help to create a good strong relationship increases engagement, improves productivity also within a workplace, by doing all of these things can help make improvements to other things.
If there was to be any disruption or failure within the process it can create ineffective communication. To bit it simply, if the sender speaks in a language the receiver does not understand, the communication fails. For example: When writing a message to a person who has difficulty reading is also another form of ineffective communication.
There are five barriers of effective communication: language, cultural, diversity, gender differences, status differences and psychical separation.
[bookmark: _Toc40645804][bookmark: _Toc40651182]Communication Cycle 

Models of Communication:
The Simplest model of communication is  the work of Shannon & Weaver Model (1949)  consist of sender( information source), transmitter, channel, where is the information travels, noise  and destination (receiver) and feedback. (See Appendix E).
Next is Schramm Model of Communication (1954):
This is a two way circular communication between sender and receiver. It is derived from Osgood Model who gave a circular form of communication. A message is only send  when encoded by sender and decoded after its receiving by the receiver, so it is called decoder.  (See Appendix E).
Next is David Berlo's Model of Communication (1960).
 Berlo's SMCR ( Sender, Message, Channel, Receiver) Model:
He describes the different components that form the basic process of communication.
The sender encodes the message through his speaking and writing skills. The receiver decodes the message  through his listening and reading skills. Both sending and receiving are influenced by knowledge, attitudes, experiences and skills  and affected by the channel through which the message is sent. (See Appendix E).

Misunderstanding occurs when there is no consistency to the message that is being  delivered. The receiver should be able to easily understand the message that is being delivered. The receiver should be able to easily understand the message and that happen when the message remains focused and does not go off-topic. On general level the effect of misunderstandings is that they always cause trouble in an interaction. 

Miscommunication is a failure to communicate clearly.
He describes the different components that form the basic process of communication. The sender encodes the message through his speaking and writing skills. The receiver decodes the message  through his listening and reading skills. Both sending and receiving are influenced by knowledge, attitudes, experiences and skills  and affected by the channel through which the message is sent.

Misunderstanding occurs when there is no consistency to the message that is being  delivered. The receiver should be able to easily understand the message that is being delivered. The receiver should be able to easily understand the message and that happen when the message remains focused and does not go off-topic. On general level the effect of misunderstandings is that they always cause trouble in an interaction. 

A lack of good communication can happen through:
· Frustration - Frustration takes place when the expectations are not met.
· Lack of understanding (When communication isn't clear, it is not understood or even just general confusion).
· Anxiety – Worrying too much and stressing yourself out unnecessarily.
· Broken relationship, leads to ineffective communication and in some cases depression.



There are a variety of different ways in which Communication can be used better, these being:
· Listening, Effective listening is an important skill to have as it requires concentration, tolerance and sensitivity.
· Expressing yourself, by allowing others to listen to you and what it is you would like to say/by getting your point across in a positive way.
· Interpreting body language,  Body language shows a person’s feelings and emotions, but by giving off negative body language to others can lead to a negative reaction.
· Being aware of your differences.


The communication Cycle is six- step process that helps people to communicate effectively, to not  forget anything essential and helps maximise its impact to allows it audience to be able to follow it. By putting the Communication Cycle into a cycle, it encourages us to use the feedback received from our audience in order to improve on our communications in the future. The Communication Cycle is important to allow improvements to be made in the exchange of information between teams and their members. It helps to make improvements to communication misunderstanding or conflict and creates harmony by bridging communication gaps that create conflict. ( See Appendix D).


The ways in which to effectively communicate within a workplace:

· Open meetings, allowing service users the opportunity to speak with their manager regarding any concerns that they may whilst being at work.
· Emails, a formal way of contacting clients and other service users to address any queries or concerns.
· One on one, which allows both parties the opportunity to discuss any issues that they may have or things that they would like to address.
· Create a positive atmosphere, by acting in a positive way gives people more of a reason to want to talk with you.
· Use simple words, words that everyone is able to understand as some individuals may come from different backgrounds or cultures so communication may be their weakness. 

Effective communication within a workplace is the process of exchanging information and ideas, both verbal and non-verbal between one person /group and another person/ group within an organisation. Effective communication is critical in order to get the job done.

The active listening skill set involves six listening skills like paying attention, withholding judgment,  reflecting, clarifying, summarising and sharing. We have four Types of Listeners: Detached, who avoids making eye contact, appears withdrawn, lacks enthusiasm, seems inattentive, disinterested or bored. Passive listeners, who may or  may not make eye contact, gives fakes attention, uses little energy or effort, appears calm and laid back. Involved who is provides some direct eye contact, has an alert posture, gives the speaker some attention, reflects on the message to a degree.  And an Active listener who has an alert posture, uses direct eye contact, gives their full attention, focuses on what is said and participates to their full ability.

[bookmark: _Toc40645805][bookmark: _Toc40651183]Assessing Own Communication Skills:

Communication:
Communication, is described as an individual believing in themselves, it is based on the ability to meet life's daily challenges in order to succeed. By being confident requires the individual to have a realistic sense on one's capabilities and feeling secure in that particular knowledge.
Although there are a variety of communication skills, with there being a lot that are positive there is always room for improvement. With that being said the first and the most important skill that should be improved is confidence. This particular skill is very important as stated above, with learning English as a second language it is greatly beneficial. It is helpful in building confidence as the person might even find some simple terms more complicated than they should be compared to those that are able to speak English. There is always room for improved on this particular skill. Anyone can feel uncomfortable as they may have misunderstood something causing them stress and frustration, this could be improved by taking up English Language and Writing classes to help improve overall Communication Skills. 
The SWOT analyse found a few strengths such as: the ability to focus more attention on one thing at a time as well as being able to concentrate and focus on the individual that is speaking. The ability to be a good listener as well as being able to provide good eye contact in person is very important as it shows effective skills of communication, with this allowing people to finish what they are discussing shows that the person have good patience as well as showing interest in what the subject is discussing.  (See Appendix C).
[bookmark: _Toc40651184]SWOT Analyses:

	Strengths:	
· Being able to focus my attention.
· Using eye contact to engage.
· Good and active listening.
· Patient as I allow people to finish what they are saying before making my own point/opinion.
· Show interest in the person that is talking.
· Appear to be in the right frame of mind for important discussions.
	Weaknesses:
· Lack of self-confidence.
· Public speaking.
· Feel uncomfortable to ask for help well needed.
· Difficulty to talk with someone in authority.
· Difficultly in saying "no" when asked to do something that I may not want to do.
· Very quiet.
· Afraid to be direct with someone
· Unable to control body language very well.


	Opportunities:
· Learn to control my overall body language. 
· Practice public speaking at home even if in front of just friends or family, the be able to build myself up.
· Control my emotions whilst communicating.
· Having the support around me so that I can ask for help when I am struggling.
· Having specific skills such as being bilingual and having reading / writing fluency in Polish.
· Be more open ( not so quiet all the time).
· Be more comfortable within myself.
· Craft a better strategy to communicate more effectively.
· Build better relationships with class members and work colleagues.

	Threats:
· Lack of basic understanding.
· Negative personal characteristic upon myself.
· Lack of education/poor communication strategy.
· Poor training.
· Changing expectations.
· Innovation to the market.
· Changing trends.
· New technology.



[bookmark: _Toc40645806]
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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?

	
Use general business language and to be able to speak loud enough but at a slow enough pace for my presentation so that I can be understood.








	
 Able to get the point across in a way that can be easily understood.
	
 Do not speak loud enough and show a lack of confidence.
	
Practise speaking out loud whilst practicing going through the 
presentation.






	
Control body language.
	 
Able to stand still whilst speaking.
	
Lack of confidence,
Which often makes  become quite fidgety.
	
Practise body control whilst presenting the presentation.

	
To be able to feel  more  confident during public speaking.
	 
Able to talk in front of a crowd but lack in confidence.
	
Lack of confidence.
	
Practise  confidence skills whilst presenting the presentation.

	
Improve on overall English writing and speaking.





	
Able to speak and write basic English.
	
Lack  of knowledge, unable to reference at a high standard of Harvard Referencing.
	
Practise on presentation,
Reading business books and magazines.














[bookmark: _Toc40651186]PDP:

	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?

	
Be able to improve on my general English Speaking and Writing Skills.

	
Business magazines, books, online tutorials,  Communication Presentation,  Assignment BMSK4002 and other assignments.
	
The Feedback from the Presentation and Assignments.
	
May 2020 June 2020
December 2020.
	
Students and the lecturer that is listening to the presentation.
As well as the tutors feedback from assignment BMSK4002 and other assignments.


	
To be able to be more confident within myself.
	
To complete and perform my Presentation.
	
The feedback that I receive from my presentation.
	
13th May 2020.
	
Students and lecturer who is listening to my presentation.

	
Confidence in Public Speaking.

	
Presentations, online tutorial.
	
Feedback that I receive  from my Presentation.
	
13th May 2020.
December 2020
	
Students and lecturer who is listening the presentations.


	
Be able to my control body language.
	
Presentations, Practicing at home in front of an audience to gain extra knowledge.

	
Feedback from presentations.
	
13thMay 2020.
December 2020
	
Students and lecturer who are listening to the presentations.





Conclusion:

Throughout this essay a report was written discussing the communication skills required at a leadership and management level.
The essay then went onto discuss the communication skills that had been identified by using a SWOT analyses and GAP analyses to present my results, this was all done by creating a Personal Development Plan in order to complete this accordingly.
A GAP analysis table and PDP plan were then completed which demonstrated how this will be done both academically and personally.
Reflection:

Communication is the most important thing that is used in our daily live. At the moment with technology being the way it is communication can be so quick and easy. Things like mobile phones, emails, fax, teleconferencing, Social Media such as Face book, Google, Twitter, etc allows us the opportunity to communicate with so many different people, these being people with different personalities, culture, knowledge and attitude, throughout  many different time zones to create a network of friends. However it is important to explain that some of the relationships created through the social media platform are not necessary, and cannot last long (Stein, 2007).But at the same time we are communicating face to face less.
In  face to face communication it shows  some elements of confidence, and trust amongst one another. Eye contact is one of the major methods that can be used to create a sense of confidence, amongst the parties during  communication.
It is important to explain that most people are always reluctant and unable to maintain eye contact. This is because they don't feel confident within themselves. based on this fact, it is always difficult for an individual to maintain a relationship that is full of trust. I would gladly say, that is one of my stronger points.
In conclusion, where strengths exist, weakness is also depicted. One of my major weaknesses is lack of confidence, I know that this can be improved by speaking up during lectures and voicing my opinion as everyone else does during classes, as an individual I deserve to voice my opinion and my voice deserves to be heard, meaning that  I need to grow the confidence in order to be able to do this.
         When I started the essay I thought that my confidence in my communication was lacking as English is not my first language, I felt frustration and resistance as I felt like I  didn't have the same confidence as others in the class to speak up.
Now that the presentation is completed, I can see that I was really harsh on myself and that I did a lot better than I envisioned, which I'm sure will help my self-confidence to grow which in turn will help my cohesion and purpose to grow as well.
With this I hope that I can fell a lot more confident and creative when approaching my next piece of work. (See Appendix B).
The bar chart below shows what responders thought of my work and the rating they gave 
me on my work.



Bar Chart Key:
1 - Weak        2 - Fair         3 - Good         4 - Excellent
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In communication, noise is referred to as anything that interrupts the communication process between a speaker and their audience. Noise is a physical sound or internal ( a mental disturbance)and it can cause a disruption between a communication process. A noise can affect communication in some way distorting, or disguising the indented information that is being sent. By doing this will allow incorrect information to be received. 
The individual that is the sender of message can help cut down the noise by using simple language, or by selecting an environment that it calm and peaceful so that any form of communication whether it being non communication or just communication in general can be received on a positive note.
The speaker and the listener will have to overcome the noise barrier by eliminating noise pollution or changing their method of oral communication this will help to reduce noise. Communication Channel is grouped into three categories these being; formal, informal and unofficial. When a formal communication channel is being used to give information for example a procedure or goal, the messages will follow  a chain of command in order to retrieve the information being given successfully. The informal communication is the casual and unofficial form of communication, this meaning that any information that is being given will be done spontaneously between two or more people. Communication channels include face to face or personal  communication, mobile channels, electronic communication and written methods of communication. On a daily basis we use four types of communication: verbal, nonverbal, written and visual.

"The ability to express an idea is well-nigh as important as the idea itself" (American businessman, Bernard Baruch).
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Presentation Evaluation Sheet and Feedback Sheet.
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	[bookmark: _Toc40645812][bookmark: _Toc40651192]Team Communication


	
Topic:  Bruce Tuckman's Communication Model


	Presenting:
	Sylwia Wujcikowska

	Date:
	10 May 2020

	What can I do better next time?


· Work on maintaining eye contact with my audience.

· Work on my body language, more practise, build up my  confidence.

· Speak more loudly and clearly, work to grow my confidence.

· Listen to the questions more carefully in order to respond to questions more accurately.

· Be more familiar with TEAMS.

· Improve my computer skills.
(Technical problems).
	What went well?

· Preparations for the presentation was done at a high standard.

· Presenting was done in an interesting way.

· I was used visual aids effectively.

· Presented within the time given.











Feedback sheets
[bookmark: _Toc5713631][bookmark: _Toc40645813][bookmark: _Toc40651193] Responder 1:

	
	Weak
	Fair
	Good
	Excellent

	
	
	
	
	

	Preparation for Presentation
	
	
	
	X

	Presented in an interesting way
	
	
	
	X

	Used visual aids effectively
	
	
	
	X

	Maintain eye contact with audience
	
	
	
	X

	Positive body language
	
	
	
	X

	Spoke loud and clear
	
	
	
	X

	Presented within time given
	
	
	
	X

	Responded to questions accurately
	
	
	
	X

	
Comments :
I thought that the presentation was very strong. Extremely well prepared and thought out. Sylwia overcame some tech difficulties and recovered very well. Lot of good examples of each stage of Tuckman’s theory showed thought and research.
Sylwia should be very proud of what she has achieved today.













[bookmark: _Toc40645814][bookmark: _Toc40651194]Responder 2:


	
	Weak
	Fair
	Good
	Excellent

	
	
	
	
	

	Preparation for Presentation
	
	
	
	X

	Presented in an interesting way
	
	
	
	X

	Used visual aids effectively
	
	
	
	X

	Maintain eye contact with audience
	
	
	X
	

	Positive body language
	
	
	X
	

	Spoke loud and clear
	
	
	X
	

	Presented within time given
	
	
	
	X

	Responded to questions accurately
	
	
	X
	

	
Comments :
This was a good presentation, well thought out and made interesting.
For a second language, you did very well.

To improve:
Become more familiar with TEAMS, though to be fair, the assessor's Wi-Fi  dropping out didn't help you - well done.










[bookmark: _Toc40645815][bookmark: _Toc40651195]Responder 3:

	
	Weak
	Fair
	Good
	Excellent

	
	
	
	
	

	Preparation for Presentation
	
	
	
	X

	Presented in an interesting way
	
	
	
	X

	Used visual aids effectively
	
	
	
	X

	Maintain eye contact with audience
	
	
	
	X

	Positive body language
	
	
	
	X

	Spoke loud and clear
	
	
	
	X

	Presented within time given
	
	
	
	X

	Responded to questions accurately
	
	
	
	X

	
Comments :
Very well presented, the slides were to a high standard. You spoke clearly and kept it interesting.
You did well to deliver to such a high standard after the unavoidable technical issues to begin with.
Well done, you should be very proud of yourself.








[bookmark: _Toc40645816][bookmark: _Toc40651196]Appendix C

[bookmark: _Toc40645817][bookmark: _Toc40651197]Communication Style Questionnaire :

Skills You Need Communication Questionnaire:
Communication Style Questionnaire about preferred communication style shows, that communication style use most of the time is passive. ( Score is 19 - PASSIVE)
Passive Communication is a style in which individuals have developed a pattern of avoiding expressing their opinions or feelings, protecting their rights, and identifying and meeting their needs.
As a result, passive individuals do not respond overtly to hurtful or anger- inducing situations.

Communication Style Questionnaire
This questionnaire is designed to help you assess your preferred communication style.
Thinking about your behaviour at work, write a score against each statement to represent which best typifies your behaviour where 
4 = agree strongly, 3 = agree somewhat, 2 = disagree somewhat, and 1 = disagree strongly.
As with all questionnaires, the level of your honesty and self-awareness will impact on the accuracy of the outcome…so, be truthful to yourself!

1. I express my opinions in an honest and appropriate manner.
2. I can get angry and let this show. 
3. I find it difficult to say ‘no’. 
4. If I do not agree with a task that my boss has given me, I find a way of dragging my feet on it. 
5. I feel comfortable in asking for help from someone if they know more than me. 
6. I feel guilty if I leave on time for a valid reason and other people are still working. 
7. I can be sarcastic. 
8. I think my way of doing things is better than other people’s. 
9. If someone takes advantage of me, I find a way of evening the score. 
10. I feel I have a right to say no to other people’s requests and to negotiate a compromise. 
11. If I am in a large meeting, I find I do not speak up. 
12. I like to be in control of a situation. 
13. I stare people down. 
14. I make good eye contact with other people. 
15. If I am unsure about a task that I have been given, I find it uncomfortable to ask for help. 
16. I talk about other people behind their backs. 
17. When I have to deal with someone in authority, I find it difficult to look them directly in the eye. 
18. I am a good listener and equally other people listen to what I have to say. 
19. Rather than confronting someone about an issue, I would rather give them the cold shoulder or drop hints to other people that I am not happy. 
20. I am not afraid to be direct with someone, even if they think I am being rude.



Self-Assessment: Results:

To assess your preferred communication style, transfer the scores you have given to each statement to the boxes below.
Then total each column downwards.
Look at the column where your score is the highest.
This is the communication style you use most of the time.

	
Q1
Disagree strongly

	
Q3
Agree strongly
	
Q4
Agree strongly
	
Q2
Agree somewhat

	
Q5
Disagree strongly

	
Q6
Agree strongly
	
Q7
Agree strongly

	
Q8
Disagree strongly

	
Q10
Disagree strongly

	
Q11
Agree strongly
	
Q9
Disagree somewhat
	
Q12
Disagree strongly

	
Q14
Agree somewhat

	
Q15
Agree strongly
	
Q16
Disagree strongly
	
Q13
Disagree strongly

	
Q18
Agree somewhat

	
Q17
Agree somewhat
	
Q19
Disagree somewhat
	
Q20
Disagree strongly

	
Total
9

	
Total
19
	
Total
13
	
Total
7

	
Assertive

	
Passive
	
Passive Aggressive
	
Aggressive









[bookmark: _Toc40645818][bookmark: _Toc40651198]Mind Tools Communication Quiz


COMMUNICATION EFFECTIVENESS QUESTIONNAIRE

1. I maintain good eye contact and give people my full attention

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	x
	



2. I smile warmly at people when they appear to want to talk to me

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	x
	
	
	
	



3. I let people finish what they are saying without interrupting

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	
	x



4. I show genuine interest when people are talking to me

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	
	x



5. I encourage people to speak their minds openly and share concerns

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	          x
	



6. I appear in the right frame of mind for all important discussions

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	
	x



7. My body language is conducive to attentive listening

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	         x
	
	



8. I listen enthusiastically and positively

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	        x
	



9. I do not trivialise the ideas or views expressed by other people

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	         x
	



10. 
I am calm and patient in conversation and discussion

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	         x
	



11. I am well prepared for meetings

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	         x
	



12. I avoid making the other person feel as if they are being interrogated

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	         x
	
	



13. I communicate feelings as well as ideas and facts

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	         x
	
	



14. I speak up when I am confused or unsure

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	          x
	
	
	



15. I summarise what I have heard to make sure I have understood clearly

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	          x
	
	



16. I give people time, attention and encouragement so they can get the message across

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	          x
	



17. I communicate clearly when giving information and instruction

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	         x
	
	



18. I openly demonstrate that I appreciate feedback from other people

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	x
	
	




I do not insult or demean the other party when offering critical comments
	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	
	x



19. I am able to get complicated ideas across clearly

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	         x
	
	
	



20. I deliver my communication at a pace and way that is comfortable for others

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	        x
	
	



21. I demonstrate that I am helpful and genuine in conversations

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	         x
	
	



22. My written communications are clear and concise

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	        x
	
	



23. I keep everyone informed where appropriate

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	          x
	



Please provide any further details on what I do well:
 (
I do very well:
Let people finish what they are saying without interrupting.
Show genuine interest when people are talking to me.
Appear in the right frame of mind for all important discussions.
Do not insult or demean the other party when offering critical comments.
)



Please provide further details on what I could do better

Please provide any further details on what I could do better:
 (
I could do better:
Smile warmly at people that appear to want to talk to me.
Avoid making the other person feel as if they are being interrogated.
Communicate feelings as well as ideas and facts.
Speak up when I am confused or unsure.
Be able to get complicated ideas across clearly.
)






[bookmark: _Toc40645819][bookmark: _Toc40651199]Appendix D:
[bookmark: _Toc40645820][bookmark: _Toc40651200]
The Communication cycle helps communicate effectively.
The communication cycle expresses how the system of conveying and understanding messages operates and demonstrates how we send and receive messages every day.

[image: http://www.mindtools.com/media/Diagrams/Communication-Cycle.gif]
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The Shannon- Weaver model of communication has been called the "mother of all models".
Social Scientists use the term to refer to an integrated model of the concepts of information source, message, transmitter, signal, channel, noise, receiver, information destination, probability of error, encoding, decoding, information rate, channel capacity, etc.

[image: ]
Wilbur Schramm Model is two way circular communication between sender and receiver. It was delivered by Osgood Model who gave a circular form of communication. A message is only sent when encoded by sender and decoded by receiver, which is why it is called a decoder.

[image: OSGOOD- SCHRAMM MODEL OF COMMUNICATION]Schramm Model of Communication (1954).


Berlo's  SMCR Model of Communication represents the process of communication in its simplest form. The acronym SMCR stands for Sender, Message, Channel and Receiver.
Communication describes the different components that form the basic process of communication.

[image: BERLO'S SMCR MODEL OF COMMUNICATION]
David Berlo's Model of Communication (1960).


Bar Chart showing presentation feedback from 3 responders.
Responder 1	
Preparation for presentation	Presented in an interesting way	Used visual aids effectively	Maintain eye contact	Positive body language	Spokoe loud and clear	Preseented within time given	Responded to questions accurately	4	4	4	4	4	4	4	4	Responder 2	
Preparation for presentation	Presented in an interesting way	Used visual aids effectively	Maintain eye contact	Positive body language	Spokoe loud and clear	Preseented within time given	Responded to questions accurately	4	4	4	3	3	3	4	3	Responder 3	
Preparation for presentation	Presented in an interesting way	Used visual aids effectively	Maintain eye contact	Positive body language	Spokoe loud and clear	Preseented within time given	Responded to questions accurately	4	4	4	4	4	4	4	4	
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Figure 1: The Communication Cycle
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