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[bookmark: _Toc635612][bookmark: _Toc949936874]Introduction
This assignment is about communication it demonstrates different types of communication and ways to communicate within a workplace.
It will explain a clear understanding of the comms cycle, Shannon & Weaver, Schramm, and Berlo.
There will also be a personal PDP and a swot analysis, based on feedback on my own communication skills good and bad.

[bookmark: _Toc1338749429][bookmark: _Toc30370323]Communication
· What is communication? 
A definition: “Communication is the transactional use of symbols, influenced, guided, and understood in the context of relationships”
      Duck, S & McMahan, D.T, (2015), p.5

There are lots of diverse ways to communicate you adjust to where you are!
Here are a few examples:
· Work
· Family
· Friends
· Emails
· Symbols
· Informal
· Formal
· Emojis
[bookmark: _Toc533678359][bookmark: _Toc1778750703]Elements of communication
Vocal
The voice. This includes the vocal variety (Shouting, whispering) quality, rate, and vocalised pauses.
Pausing between sentences is an effective way of getting people to talk as they are not keen on awkward silences, and they feel the need to fill in the gaps.
Visual 
The look. This includes eye contact, posture, gestures & facial expression.
Emotions, body language. 
Verbal
The words spoke. This is what the person says.

“Words are singularly the most powerful force available to humanity. We can choose to use this force constructively with words of encouragement, or destructively using words of despair. Words have energy and power with the ability to help, to heal, to hinder, to hurt, to harm, to humiliate and to humble.”
Yehuda berg quotes. (n.d.). BrainyQuote.com.

[bookmark: _Toc197565820][bookmark: _Toc1846210477]The importance of verbal communication and non-verbal communication 
Verbal and non-verbal communication are important ways of sharing messages and information with others. Speech is not the only way to identify how you are feeling. Non-verbal communication is just as important.
Non-verbal communication examples 
Facial expressions 
If you are not happy about something and you answer “yes” with a nasty tone, and pull a grumpy face, the person that you are answering to is not going to believe you. They hear your yes but what they see, and the tone of your voice is what they believe. 
Gestures 
An example of a gesture would be nodding or shaking your head in response to yes or no or holding your two fingers up for number two. People can understand these without saying a word.
Body language 
Body language can be interpreted differently. When we cross our arms, it could mean that we are defensive or disinterested, playing with your fingers could mean you are anxious. Frowning face and looking at the floor gives the impression that you are not interested so during a job interview all the above would not be a good sign. As a manager, it is important to understand your audience because different cultures can have different terminology and gestures. 
It is especially important to understand when facing problems as a manager in the workplace. You never know what the person is going through they could be facing the worst personal problems at home. 
We do not see what is going on below the surface 
· Thoughts
· Motives
· Attitudes
· Feelings
· Emotions
· Values
[bookmark: _Int_AecZT4tb]One major factor that is impact both verbal and non-verbal communication is our stress levels. When we are under pressure and stressed, we are more than likely sending negative body language signals (emotional intelligence). For example, if your work colleague is a quiet worker, keeps themself to them self always looks presentable. Then one day they come into work quite moody and not looking like their professional self speaking to them informally on their own with empathy and understanding will help them open to you, and help you support them in ways you can. 
Stress can make us misread other people's communications too by not listening to what colleagues are saying we become poor communicators.
Paralinguistics
This means actions for language without speaking 
· Speed of speech
· Volume of speech
· Pitch and intonation
· Change and modulation
[bookmark: _Int_l7FdIeN4]So, for example, if some were shouting that could come across as aggressive. If you say the same words more quietly and in a different tone it would mean the quite opposite.
Eye contact
[bookmark: _Int_TcCylTXT]If you are making strong Eye contact with someone it usually demonstrates respect and interest. Eye contact is used to regulate conversations so at work demonstrating presentations and having full eye contact with your employees means that you have captured your audience and they are taking notice of you.

“Nonverbal communication is any symbolic activity that communicates a message other than words. This definition covers a wide range of topics: facial expression, hand movements, dress, tattoos, jewellery, physical attractiveness, timing of what happens, distance, tone of voice, eye movements, the positioning of furniture to create atmosphere, touch, and smell – and that is not an exhaustive list.” 
Duck, S. & McMahan, D. (2015) p.89

Although silent non-verbal cues can covey our feeling to other people effectively too. If someone asked me a question and I totally blanked them that shows a sense of negativity and rudeness towards them, without saying a word.
When you communicate with work colleagues or your manager you are more professional than you would be towards your family and friends. 
Sending emails is a verbal way of communicating as it is an exchange of short informational messages between at least two people.

You can also include symbols such as emojis to show yes or no (thumb up thumb down, smiling face, crying face etc.) This is non-verbal.
Being a manager, you will sometimes have to use informal meetings this is when words are spoken through a chat and nothing is documented down, whereas formal chats are documented and have minutes of the meeting present.
Examples of effective verbal communication 
· Active listening
· Asking for clarification
· Speaking clearly 

Communication means sharing meaning. With no sharing, there is no communication. To communicate successfully in a team or with others, at work or in the community, we must understand the communication environment and the barriers which prevent messages from being sent and received successfully. A communication barrier is anything that prevents us from receiving and understanding the messages others use to convey their information, ideas, and thoughts. They can interfere with or block the message you are trying to send. This paper will help you to recognise the barriers to communication
Rani, K. U. (2016).
[bookmark: _Toc325136867]Barriers to communication

	External barriers
	Internal barriers

	· Inaccurate information taken in 
· Mistakes made
· Emails not working
· Bad phone connection
· Distractions
· Noise


	· Anxiety
· Accents
· Stutters
· Age
· Emotions 
· Experiences





[bookmark: _Toc1703487525][bookmark: _Toc80589598][bookmark: _Int_Pwh1wPO6]A communication cycle

Message
Sender
Feedback
Reciever
Channel of communication
Formulates
Formulates
Decodes
Decodes

This is an example of a comms cycle it is a mechanism in which a person sends a message and moves around like a continuous link. It gives an understanding and importance that we can convey messages effectively to both the sender and receiver.
Here are a few more examples:
        
[bookmark: _Toc1838044239][bookmark: _Toc1687460267]The Shannon Weaver model of communication

	reciever decoder
information source
transmitter encoder
channel
destination
noise source




Shannon, C. and Weaver, W. (1949) The Mathematical Theory of Communication. Urbana: University of Illinois Press.
This model is Linear but also a circular event, the model deals with various concepts like Information source, transmitter, Noise, channel, message, receiver, channel, information destination, encode and decode. 
Information source/Sender-The message or the information source selects message
Encoder-The transmitter which puts the message into signals
  A reverse process of encode place converts signals into a message.
Receiver/Decoder- The person who the message is for. A reverse process of encoder. The place the signal converts into a message
Noise-The messages are transferred from encoder to decoder through channel. During this process, the messages may distract or affected by physical noise like horn sounds, cars etc.
No feedback

[bookmark: _Toc1109982355][bookmark: _Toc1391832723]Berlo model of communicationSource
Communication Skills
Attitudes
Knowledge
Social System
Culture
Receiver
Communication Skills
Attitudes
Knowledge
Social System
Culture
Channel
Hearing
Seeing
Touching
Smelling
Message
Content
Elements
Treatment
Structure

Source
[bookmark: _Int_yXv8pdeO]Berlo, D. (1960). The process of communication. New York,. New York: Rinehart, & Winston 
David Berlo set out his theory in 1960 it is also known as SMCR. 
Source- internal
Message
Channel- communication
Receiver- Decodes (in their own way internal)
Like the Shannon Weaver cycle, both feedback is missing so you would not know if the message has been received.

[bookmark: _Toc755731357][bookmark: _Toc158125523]Schramm's model of communication

message
message
Encoder
Interpreter
Decoder
Decoder
Interpreter
Encoder

[bookmark: _Int_1SKh9fUB]Schramm, Wilbur, 1907-1987 editor. The Process and Effects of Mass Communication. Urbana :University of Illinois Press, 1954
In this cycle, the same person sends the message, and the same person gets feedback. (Encoder sends message).
I think this is a good cycle because it has more of a clearer understanding, the noise is missing, and it has Feeback which in my opinion is more important than the channel.

[bookmark: _Toc1178072097][bookmark: _Toc50745375]S.W.O.T analysis Table

After collecting feedback from my peer and colleagues I have decided to do a swot analysis on my strengths weaknesses opportunities and threats based on my verbal and written communication. It appears that I speak clearly as my strength. this is good to hear as when performing a presentation getting the message across with this good communicating skill is much needed, what was also recognised was positive body language which I was told made me look approachable. When doing my presentation, I was told I looked nervous which made me stutter quite a bit, I also notice that I was thinking about the next thing to say before I finished my sentence to avoid this in the future of my managerial career, I will have to practice at home talking to the camera and audience. This will help with my self-belief and confidence building. 

	Strengths
                         
Clear understanding
Clean layout
positive body language 
Looked approachable


	weakness
              
Nervous
Stuttering
Use of repetitiveness words
Self-belief
Improve my skills


	Opportunities
                  
Practice makes perfect 
Improve confidence building 
	Threats 

Spelling mistakes
Use of wrong words
Mind going blank 


  
[bookmark: _Toc1654423975][bookmark: _Toc189436886]PDP table

I have produced this PDP table to help me overcome my weaknesses and build on my strengths. 
	Skills/behaviour
	Action needed
	Resources needed
	Date for review
	Aspirational/goal

	Improving my skills
	Improve presentation and writing skills

Make notes
	Watch tutorials online

Use Grammarly for writing 
	weekly
	I want to be able to do improve my presentation and writing skills to make my university life easier

	Nervous/stuttering
	Home learning

practice
	Practice talking in front of family and peers

Look online for ways to keep calm 
	weekly
	I want to be able to do my presentation clearly and confidently to make myself look more professional

	Self-belief
	To believe in myself
	Ask colleagues and peers for feedback
Read self-help books
	weekly
	I want to have more self-belief and be able to confidently produce acceptable work without lacking confidence


Morgan, P. (2017)





[bookmark: _Toc1535172202][bookmark: _Toc758797525]References
Duck, S & McMahan, D.T, (2015), p.5
Duck, S. & McMahan, D. (2015) p.89
[bookmark: _Int_b02AJwYp]Berlo, D. (1960). The process of communication. New York,. New York: Rinehart, & Winston.
Shannon, C. and Weaver, W. (1949) The Mathematical Theory of Communication. Urbana: University of Illinois Press.
[bookmark: _Int_iQWlQJnh]Schramm, Wilbur, 1907-1987 editor. The Process and Effects of Mass Communication. Urbana :University of Illinois Press, 1954
Rani, K. U. (2016).
Morgan, P. (2017).
Yehuda berg quotes. (n.d.). BrainyQuote.com.




	
	
	



image.png
Y Drindod Dewi Sant

y Saint David





