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[bookmark: _Toc40986399]Introduction
During this assignment, I would like to examine and explore all the different types of communication there are in the world today. Griffiths and Dunham (2015) state that communication is the exchange between two or more people of information, ideas or thoughts that leads to a mutual understanding. 
In today’s society there are many different ways of communication. With technology as advanced as it is today, there are so many ways to receive and interpret a message that it is understandable why miscommunication is so common. It is also very probable that previous academic models of communication will not work effectively in today’s workplace.
I will also address the feedback I gained from the PowerPoint presentation that I gave on effective teams for the first part of my assignment.
[bookmark: _Toc40986400]Different types of Communication
There are three main types of communication, Verbal, Nonverbal, paralinguistic and body language.
Verbal communication is the actual words that are said, and according to studies accounts for 7% of the message as a whole. Nonverbal communication is the things we do not say, which accounts for 55% and can be many different things, from body language and gut feelings associated with this, to texts and email. Paralinguistic behaviour is oral behaviour which adds meaning to the message a person is trying to convey. It is not the words that are used but the way in which they are said. This accounts for 38% of the message. The percentages here show how crucial nonverbal communication is.
Different types of messages are attached to different types of communication. For example, certain body language is attached to a person being untruthful. If somebody is telling you something, but is not making eye contact, chewing their lip, looking nervous and uncomfortable, a person is much more inclined to not believe them as they will feel something is wrong. When actions and symbols do not match to the words being said, red flags are raised. An individual will tend to rely on nonverbal communication when trying to interpret the true meaning of a message if both verbal and nonverbal means are contradicting, Phutela (2015)
When looking at the percentages gathered and comparing these different styles, is it strongly suggested that nonverbal communication is just as important, if not more so, than verbal communication. Especially for people who do not already have a relationship and do not know each other, there is a chance that something said will be taken completely out of context by the other person, because they speak differently, are from a different place or culture where different words have different meaning, or just do not like the persons tone of voice or delivery of the words

[bookmark: _Toc40986401]Listening 
Active listening is the active search for an accurate understanding of another’s message, through the interpretation of verbal and nonverbal messages. Being a good listener is a lot more difficult than it seems and is a very important part of communication, especially as a manger. 
There are three important parts of actively listening. The first is Sense. To sense is to really use all your senses, not just hearing, to receive the message from the person who is speaking. Compare their body language and tone to the words that they are saying. Do they all match? Then consider. Before responding you must really think about the message that you have received. And then respond once all the information you need has been gathered.
As a manger, it is so important to listen properly. There may be difficult communications, communication barriers with language or culture and it is the job of a manger to learn from this and find a way to communicate fairly and effectively with the whole team. 
[bookmark: _Toc40986402]How relationships effect Communication
Relationships strongly effect communication. There are many different scenarios that would require different body language, tone and speech. For example, a person would talk very differently to their boss compared to how they would talk to their mother. They would also talk differently to their mother than they would their sibling, and again sibling compared to best friend.
There are so many different personality traits that are hidden and shown for different types of relationships and people. Different ways of respect, different attitudes, emotional behaviours, joking, polite, offensive, swearing, the list is endless.
How we act and speak to each person we come across is completely reliant on the type of relationship, or lack of relationship that we have with them.
Morgan (2017) explains that all the different styles of communication we use will end up creating impressions of ourselves in the minds of those we communicate with. Whether that message is the message we intended on giving will depend on whether the recipient uses the same issues to help to decode the message in the same way.

[bookmark: _Toc40986403]Communication in the workplace
As a Dental nurse, a lot of the communication between myself and colleagues is done through nonverbal form. Because we are all based in different areas of the practice (different surgeries, reception, managers office, laboratory, staff room) we tend to use our instant messaging on our dental software multiple times during the day, whether that be to discuss a patients payment with reception, to requesting a cup of coffee, to friendly chat completely unrelated to work.
Miscommunication between my boss, myself and my colleagues does not happen often in my place of work, however I have seen it happen. Now I have an understanding of the communication cycle, I can see that it was always because a message hadn’t been interpreted correctly, the time wasn’t taken to ensure the other person had the right message, or it was too rushed and incomplete. This shows that the way in which the message is delivered is always as important as the message itself and must be treated as such. 
Regarding our patients, we generally do not speak during treatment unless it’s to check the wellbeing of the patient. However, if we do need to discuss something, or if something is going wrong during treatment, we tend to use highly technical words and abbreviations so the patient would not understand. This is for the simple fact that most patients have a strong dental phobia and do not want to know. On the other hand, when speaking to the patient prior to treatment to explain their treatment options, we would always use layman’s terms and explain each procedure in language and drawings that the patient can understand. Without understanding they cannot consent to treatment, which is illegal, so this is incredibly important.

[bookmark: _Toc40986404]Models of Communication
During my research, I looked at four models of communication. The first, the communication cycle, consists of 6 stages which are as follows. Aim, encode, transmit, feedback, learn and improve. Blenkinsop (2010) explains that whilst using the basic model of communication, as much thought must be given to the way in which we give a message, to the actual message itself.
This is evident in the last 3 stages that give the person sending the message the crucial stages of feedback, learn and improve.
In comparison to the Shannon and weaver (1945) and Berlos (1960) models, are very simple models with a basic outline of encoder, signal, receiver, decoder. There is no stage of feedback or explanation. 
Schrams model of communication (1954) adds a further stage again and is slightly more explanatory. It is acknowledged that the interpretation of a message by the sender or receiver is an important point between encoding and decoding.
It must be noted that these models were created long before the time of internet and instant messaging. There was no email, Facebook, texts or mobile phones. With only face to face, word of mouth or letters, there were a lot less ways to misinterpret the message given or received as there are in today’s society. 
I feel that the only model relevant to effective communication in management today is the initial cycle of communication, as it is so important to have feedback and know that the receiver of your message understands exactly what you were trying to say. Ineffective communication between management and employees is a recipe for failure for the team as a whole. Numerous problems will arise from poor communication. From frustration coming from both sides of management and the team respectively, to colleagues leaving their employment or being dismissed from poor communication.

[bookmark: _Toc40986405]PDP
For the first part of my assignment, I presented a power point presentation to my class on Effective Teams. I gave the presentation and then distributed feedback forms to my classmates, which I will now use to form my PDP.
My results were as follows.
	Question
	Results
	Written feedback

	Was my voice loud enough?
	All excellent
	None

	Was my voice clear?
	All excellent
	None

	How was my delivery?
	60% good – 40% fair
	Need to slow down my speech

	Was I precise enough?
	All good
	None

	Did my content make sense?
	All good
	None

	Was my presentation interesting?
	All good
	None

	Was my presentation understandable?
	All good
	None

	Did I leave enough time for questions?
	All weak
	I rushed the end and did not leave enough time for questioning



From my results I now know that I need to work on my delivery of presenting, and I need to learn how to leave ample time for my audience to ask questions. I will do this using my PDP. Although I received good feedback for all my other questions, I will continue to work on all other aspects of presenting.

	
	What?
	How?
	Resources?
	Success?
	Date/Time?

	Delivery of Presentation
	I will learn to speak slower and more articulate
	I will practice presenting
	I will use family, friends and my classmates to give me pointers on when and where I need to improve
	To have the feedback from my peers that I am now speaking slower and more articulate
	By next assignment
26/07/20

	Did my content make sense?
	I will continue to structure any future presentations to the audience I have
	I will cater my presentation to the audience and ensure the level of information is correct
	Classroom, books and internet
	To have high feedback on content from my audience
	By next assignment
26/07/20

	Interesting?
	I will continue to ensure that I do not use a lot of text in my presentations.
	I will find interesting layouts, pictures and topic heading to include that I can then elaborate on.
	I will continue to learn and explore the software
	To have high feedback on content from my audience
	By next presentation
26/07/20

	Understandable?
	I will always ensure that I use correct language and understanding to the audience when delivering a presentation
	I will cater this to the audience and use my knowledge of the topic to show that I know and understand the topic
	I will ensure that I have researched the topic thoroughly and have enough understanding to answer any questions given
	To have high feedback on content from my audience
	By next presentation.
26/07/20

	Enough time for questions?
	I will ensure I do not rush and leave enough time at the end of my presentation
	I will be very conscious at the end of the presentation and make a flash card ensuring I do not forget. 
	Flashcard and feedback from audience.
	I will take my time at the end of the presentation and ensure I leave enough time for questions or additional information.
	By next assignment
26/07/20



[bookmark: _Toc40986406]Conclusion
In conclusion, I feel that communication is incredibly dynamic and differs vastly between people. With all the modern technology that we have now a days, it is easy to see how mixed messaged and miscommunication happen so frequently. As a manger, there must be a real effort made to communicate effectively with colleagues and employees.
During my first part of the assignment, I realised how difficult it is to give a good presentation. I was nervous, as it was my first one, and found it incredibly nerve wracking. However, with the feedback I gained I know now what I need to do to continue to improve my skills. 
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