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Through the years communication has been researched and developed by many theorists. However, Shannon-Weaver’s Model of Communication is used the most during the breakdown of communication. Communication doesn’t necessarily have to be oral all the time. We are now fortunate enough to communicate through our mobile phones, laptops, and the old traditional way of writing letters. These are all ways of how people can communicate to each other. 
The first step of the communication cycle is the sender. The sender is the person who sends the message to the individual. Communication can be done through talking and body language to the individual. The next step the encoder. During this step is when the person receiving the message is decoding the message. Decoding can be how the person can define the message through the persons’ talking and body language. It is important that both persons are understanding each other to receive the message. The term for this is “appellative function”. The message needs to be carried by the medium, or also known in the communication cycle, the channel stage. 
In Shannon’s communication cycle the sender sends the coding for the receiver to decode it. When the sender is sending the message out, he/she is using communication that they believe that the decoder will understand. The sender usually thinks of the communication styles he would use for the person receiving the message to understand. The sender needs to consider a lot of things when it comes to communicating to the best possible way. Sometimes communication styles will work for some, but not others. 
How a message is received is different for everyone. We learn how to communicate as infants. Our upbringing can alter a lot for the way we communicate and receive messages. Our educational backgrounds are a role behind it too. We are all human, and we rely on communication every day. Great communication is a vital key to use in any workplace. Without great communication work teams could fall apart. According to a Smarp article 74% of employees feel they are missing out on important information, (01, 2021, author unknown).
So, what is noise in the cycle? The noise is the part of the communication cycle that can lead to the receiver to misunderstand the message. Miscommunication can be blamed by the noise or the static during the message being said. The noise in the communication can be caused by either internal noise or intentional noise. In order for the sender to transfer the message successfully noise needs to be put down to a minimal. The sender could have another person trying to communicate to them during the conversation, or static noise can be an interference. Things such as strong accents can cause trouble to the sender. The sender sometimes can use specialist language (jargon) to the individual which can make them feel lost as they will not be able to decode the message straight away, or sometimes at all. The sender can have trouble; however, it is important to note that the receiver can also have trouble with noise. They could be distracted with another message being said to them, or small things such as headaches can cause trouble for them. 
It is important to note that one of the biggest noise factors to consider is external noise. External noise could be mobile phones going off, babies crying, anything that can be loud during the time the message is being said between the sender and the receiver. It can be resolved easily by using perhaps a quiet office. However, there could still be intentional noise in the office, such as a ticking clock, or writing on a piece of paper.  
The communication cycle consists of 6 steps. These steps are a way to ensure that the message is delivered successfully. To put the theory into context I have just done my very own presentation on effective team working. However, these steps can also be put into the workplace. 
The first step is the aim. What is the aim for this communication? Would it matter to the person or the audience you are encoding to? The aim of the presentation was to present what it takes to ensure great and effective teamwork. It was also a way to present different theories to the audience of how teamwork is defined. Now that is the aim and the thought process behind it. Now it is time to think of how we’re going to encode it. As the presentation was on Teams, things such as body language and even to the way you dressed wasn’t considered in the encoding stage. These things weren’t important as the cycle wasn’t happening in person. So, language was important. Using a good tone of voice and a positive one had to be considered as I needed to keep my audience engaged. Asking theoretical questions to make them think of the topic in their mind during the presentation. Small things like these ensures that everyone is still receiving the message. During the delivery process of the presentation things such as distractions needed to be considered on either end of the sender and the receiver. As it was on Teams, small distractions such as phones, dogs, anything in the home can alter their concentration. To ensure that everyone understands during the presentation need to be thought of. Ask questions during it to ensure that everyone is on the same wavelength. The feedback stage is so important. This can ensure the sender knows that the audience understands, and also if the receiver needs any clarification on a topic. It can also give the sender a better understanding of how the audience is truly understand his/her communication ways. It could lead to the sender wanting to develop their communication skills to improve their work life. This is when we learn and analyse in the cycle. It can always be great to have feedback forms. Having the receiver analyse on paper on how well the sender did can open a can of worms. It can lead to self-improvement, or it can be seen as a pat on the back of how well they did. I have attached on the appendix the feedback I had on my presentation. 
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Now to put Weaver’s theory into context in my own workplace. I work in a very busy café in a tourist destination. There is a lot of noise to consider here. We have coffee machines, people talking, cooking, and our own team talking to each other. It can be a very noisy place, and to have good communication skills is key to ensure it runs smoothly day in, day out. I am one of the supervisors in the café, so I have to communicate to my team to ensure they know what is expected every day. Before we open, I like to have a team meeting, everything is quiet in moderation. No coffee machines are going, and no one is cooking. I talk in a clear manner. I list all the people on what roles they have that day, and what time their break is allocated. During that time, I am sending the information to the team, that is when they decode the information. However, the meetings can always be interrupted for a number of things, such as someone coming in for their morning coffee. That is when noise can interfere. The team then decodes the information, gather their thoughts and ask any questions they might have for the day ahead. I am very busy every day, so sometimes my communication can alter. During meetings I have had people ask me questions externally, this can interfere the team and can lead them to not understand the message. To have great relationships with your team can ensure that communication is efficient, and that Weaver’s cycle is used to the best standard. 
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Description automatically generated]To have another perspective as what kind of communicator I am I took a test from MindTools. As you can see below, I scored 45. I would agree that I can sometimes struggle to get the message across to my team. I do tend to waffle on with other topics when I need to discuss a certain topic. To manage this, I need to use my time effectively. I could use task lists to tick off the things I need to discuss.  
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[bookmark: _Toc72154706]To further my self-assessment, I decided to take another test. The test is on a website called Skills You Need. It is more in depth with information containing how well you are with communication. My total score came to 67%. I am still in a stage where I am learning on how to communicate to staff at a higher level, so I agree more to this test than the previous. 
My listening skills came at an average of 67%. I do tend to slip through concentration during some topics of discussion. I need to concentrate on all conversations, no matter how tedious the topic is! 
Overall, my communication skills are okay. They need to be improved, so in that case I have prepared a GAP analysis and a PDP. This is to ensure that I have always got a plan and goal to better my communication skills. 
interpersonal Skills Self-Assessment
Top of Form
Your total score is: 67%

Based on the answers you provided your interpersonal skills are about average – compared to other people. Although you have a basic grasp of the key interpersonal skills, there is still a lot you can do to improve them further. Spend some time practising and developing your interpersonal skills to enhance your relationships with others further.

Listening Skills
Your score: 67% (Average)
(You rated your listening skills as: Average)
Based on the answers you provided your listening skills are average.  You may have picked up some bad listening habits or never previously thought about the active processes involved in effective listening. Although your listening skills are OK, you should think about developing them further by consciously practising effective and active listening.

Emotional Intelligence
Your score: 55% (Average)
You achieved an average score for the emotional intelligence part of the assessment. Emotional intelligence is a measure of how well you understand and deal with your emotions and the emotions of others. Developing a better awareness of emotions and understanding why you and others behave in certain ways will enhance your interpersonal skills.  It is worth taking some time to understand and improve your emotional intelligence as it could be the most important aspect of personal development. Research has shown that people with higher emotional intelligence enjoy more satisfying and successful careers and relationships.

Verbal Communication
Your score: 73% (Above Average)
(You rated your verbal communication skills as: Average)
Your verbal or spoken communication is above average: you normally use appropriate language and know when to talk, and when not to talk. Having good verbal communication means that you can express yourself well to others – explaining your ideas and opinions in such a way that they are usually understood by others. Of course, you can always further improve your verbal communication.

Communicating in Groups
Your score: 73% (Above Average)
You usually communicate well in a group situation and your skills in this area are above average. You are probably quite a confident person who feels comfortable making appropriate contributions in group settings. Although how you behave in a group situation is linked to your self-esteem, your ability to listen and process information and speak effectively are also important. You may find it useful to watch others the next time you are in a group situation for ideas on how you can improve your communication skills further.
Bottom of Form



Gap Analysis

	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?

	
Have weekly meetings to see how everyone is feeling. 


	
I can use our WhatsApp group to communicate to team members. 
	
The time to set aside to talk to everyone individually. 
	
Set a date or a time to ensure that team members feel comfortable to talk. 

	
Set dates for team building. 
	We do not do team building enough outside of work, so hardly anything is being done for it. 
	
The guidance from other management members. 
	Talk to other management members to organize fun activities to do with the team. 

	
Have 6 monthly reviews with team members. 
	We do this yearly, but a lot can change in a space of a year, so halving it will ensure members are listened to more. 
	Approval from management. 
	Talk to other management members to arrange 6 monthly reviews. 
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PDP
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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?

	Ensure that the topic is discussed in a short time.
	I need to ensure that I discuss the topic short and promptly. I need to overtalk about other things! 
	I will have small meetings, less than 5 minutes a day. 
	4/06/21 
	My managers can help with this. 

	Talk clearly.
	Talk clearly and not fast. 
	I will try to ensure that I take my time.
	4/06/21
	I can only help myself here. Or I could also ask the people who I am communicating to to stop me from talking fast. 

	Ensure that everyone understands the topic. 
	Talk at the end of the discussion to see if everyone understands. Q&A at the end of every meeting. 
	That everyone understands the job at task. 
	4/06/21
	Managers and the team I work with. 







[bookmark: _Toc72154709]




References 

Blenkinsop, P. (2010) The Communication Cycle. [online] Available at: http://manyana-education.blogspot.com/2010/10/communication-cycle.html Accessed: 22.04.21

MindTools (2021) How good are your communication skills? [online] Available at: https://www.mindtools.com/pages/article/newCS_99.htm  Accessed: 22.04.21
Shannon, C. and Weaver, W. (1949) The Mathematical Theory of Communication. Urbana: University of Illinois Press. 
Skills You Need (2021) Interpersonal Skills Self-Assessment.  [online] Available at: https://www.skillsyouneed.com/ls/index.php/343479  Accessed: 22.04.21

Smarp (2021) 18 Leadership Communcation Trends to Look for in 2021. {online} Accessed on 27.05.21 https://blog.smarp.com/18-leadership-communication-trends-to-look-for-in-2020




[bookmark: _Toc72154710]








Appendix A

Presentation Feedback and Evaluation goes here 

	Presentation Evaluation Sheet                           

	Module:  BMSK4002 

	Topic:  Effective Team working 

	Presenting ( name of presenter):
	Christy Mainwaring  

	
	 

	
	Date: 28/05/21 



	 

	
	 

	
	 

	
	Weak
	Fair
	Good
	Excellent

	Prepared for Presentation
	 
	 x
	 
	 

	Presented in an interesting way
	 
	 
	 x
	 

	Objectives of the presentation are clear
	 
	 
	 x
	 

	Used visual aids effectively
	 
	 
	 x
	 

	Organised the presentation logically
	 
	 
	 x
	 

	Made eye contact with audience
	 
	 
	 x
	 

	Presented without reading
	 
	 
	 
	 x

	Spoke loudly enough
	 
	 
	 
	 x

	Spoke slowly and clearly
	 
	 
	 
	 x

	Presented within appropriate time
	 
	 
	 
	 x

	Responded to questions accurately
	 
	 
	 x
	 

	
What can I do better next time?

The next time I present I would like to add more to the theories. I talked over the time limit I gave myself when I wanted to talk about my own workplace. I would have liked to talk about the theories more in depth, but with a structure with written notes. 
Also to ensure that the speaker is working on my laptop properly!!!

	
What went well?

I believe I spoke highly to my workplace and used the theories in context with the theories. I believe my audience found it interesting and entertaining. I believe that the slides themselves were engaging to the eye, and brought some interest in them. 












 




























	Presentation Evaluation Sheet

	Module:  BMSK4002

	Topic:  Effective Team working 


	Date 20/05/2021
	Name of Presenter:   Christy Mainwaring

	
	Feedback

	
	

	
	Weak
	Fair
	Good
	Excellent

	Prepared for Presentation
	
	
	
	x

	Presented in an interesting way
	
	
	
	x

	Objectives of the presentation are clear
	
	
	x
	

	Used visual aids effectively
	
	
	
	x

	Organised the presentation logically
	
	
	x
	

	Spoke loudly enough
	
	
	
	x

	Spoke slowly and clearly
	
	
	
	x

	Presented within appropriate time
	
	
	x
	

	Responded to questions accurately
	
	
	x
	

	
What can I do better next time?
Maybe just a little more text on the slides

	
What went well?
Spoke really enthusiastically and confidently, which made it really interesting to listen to












 







	Presentation Evaluation Sheet

	Module:  BMSK4002

	Topic:  Effective Team working 


	Date 20/5/21
	Name of Presenter:   Christy Mainwaring

	
	Feedback

	
	

	
	Weak
	Fair
	Good
	Excellent

	Prepared for Presentation
	 
	 
	 
	 [image: Checkmark with solid fill]

	Presented in an interesting way
	 
	 
	 
	 [image: Checkmark with solid fill]

	Objectives of the presentation are clear
	 
	 
	 
	[image: Checkmark with solid fill] 

	Used visual aids effectively
	 
	 
	 
	 [image: Checkmark with solid fill]

	Organised the presentation logically
	 
	 
	 
	 [image: Checkmark with solid fill]

	Spoke loudly enough
	 
	 
	 
	 [image: Checkmark with solid fill]

	Spoke slowly and clearly
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	Presented within appropriate time
	 
	 
	 
	 [image: Checkmark with solid fill]

	Responded to questions accurately
	 
	 
	 
	 

	
What can I do better next time?
The only thing I could suggest is to include more slides so that you can spread the talking out across more images to keep the audience engaged

	
What went well?

· Very detailed
· Relatable
· Good work examples
· I really enjoyed it







 










	Presentation Evaluation Sheet

	Module:  BMSK4002

	Topic:  Effective Team working 


	Date - 24/05/2021
	Name of Presenter:   Christy Mainwaring

	
	Feedback

	
	

	
	Weak
	Fair
	Good
	Excellent

	Prepared for Presentation
	 
	 
	
	X

	Presented in an interesting way
	 
	
	
	X

	Objectives of the presentation are clear
	 
	 
	X
	

	Used visual aids effectively
	 
	 
	
	X

	Organised the presentation logically
	 
	 
	X
	

	Spoke loudly enough
	 
	 
	
	X

	Spoke slowly and clearly
	 
	 
	
	X

	Presented within appropriate time
	 
	 
	
	X

	Responded to questions accurately
	 
	
	X
	

	
What can I do better next time?
Although interesting, your own workplace examples were a bit long.
	
What went well?
I really liked your own workplace examples.
You spoke clearly and enthusiastically.
You provided a good understanding of the subject.
It was clear to see that you are really invested in the importance of team working.
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Your Score is 45
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Results...
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36- You're a capable communicator, but you sometimes experience communication problems. Take the time to think
55 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)
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