[endnoteRef:2][image: Description: :::::::Desktop:In progress desktop:TRINITY SAINT DAVID:logo:TSD_logo2010.jpg] [2:  ] 


Skills for the Workplace
Module Assignment Submission 

	Student Name:
	Sarah Paton

	Student Number:
	1911022

	Module No:
	BMSK4002

	Module Title:
	Effective Team Working and Communication 
Part 2



Statement of Confirmation of Authenticity
By the act of making this submission, the student declares that this is the work of the student named above. The work has not, in whole or in part, been knowingly presented elsewhere for assessment, or where assessment has been built on a previous assessment, this has been identified. Where materials have been used from other sources it has been properly acknowledged. If this statement is untrue, the student acknowledges that an assessment offence has been committed.
Attention is drawn to the plagiarism and unfair practice policies of both the University and of ILM.




Table of Contents
Part 2 Communication	3
1.0	3
Communication Cycle	3
2.0	5
Assessing Own Communication Skills	5
Gap Analysis	6
PDP	6
References	7
Appendix A	7
Skills You Need Communication Quiz	7
Mind Tools Communication Quiz	9



[bookmark: _Toc9181643]Part 2 Communication


[bookmark: _Toc9181644]1.0

[bookmark: _Toc9181645]Communication Cycle

Three Models of communication 
There are three main models of communication they are the linear model, the transaction model and the interaction model, although these models do vary the contain some common elements.
The linear model of communication was developed in 1949 by Claude Shannon and Warren Weaver. 
This model of communication is a straightforward communication model. The information flows in a straight line from sender to the receiver. There is no impression of feedback in this model.
there are three parts to this model of communication, the sender is the person speaking, the cannel could be the phone or tv and the receiver is the person picking up the message.
Although this model is recognised for its ability to describe how information can be misinterpreted in the process,'' The transmission model has enabled us to sidestep genuine problems that we ought to be facing. To avoid the mental image of 'bits' of communication being passed back and forth between sender and receiver'' (Shannon and Weaver, 1949).
Communication is only successful when both the sender and the receiver understand the same information. Doing this requires effort from both the sender and the receiver of the message.
[image: ](Shannon and Weaver, 1949)

In 1960 Berlo expanded Shannon and Weaver’s linear model of communication. This model is not specific to any particular communication. 
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. (Berlo, 1960) Because this form of communication focuses on the coding and decoding of a message, it can be used for more efficient communication. 

       [image: ]
(Berlo, 1960)
Barnlund's model is a transaction model of communication, this is a ‘’multi-layered feedback system. It is a continuous process where the sender and receiver interchange their places and are both equally important’’. (Barnland, 1970)  
There is constant feedback with this model. Barnlund's communication model becomes more useful and more capable when the members are of a comparable environment and share the same social system. 
This model is the most comprehensive model of communication, as even our daily interactions are examples of the transactional model communication.  ‘’Each person in the process reacts depending upon factors such as their background, experience, attitudes, cultural beliefs and self-esteem'’. (Barnlund, 1970)
Non-verbal feedback like gestures, body language, is also considered as feedback in this model. 
A disadvantage of this model is that Both the sender and receiver must understand the codes sent by the other.
     [image: ]
(Barnland, 1970)

The communication model that is related to the interaction communication model is the Schramm model, and This Model is circular. 
‘’It usually means at least two parties are required to send and receive a message. Both the sender and the recipient have to encode and decode the information to interpret the message correctly’’. (Schramm, 1997).
Unlike the linear model of communication, Schramm believes communication is incomplete until the sender receives feedback from the recipient.
The model suggests that even if you fully and correctly decode the language of a message, your personal interpretation will still influence your understanding and, ultimately, your own transmission of information.

          [image: ]
(Schramm, 1997)

Noise  
Any interference between a speaker or audience in the communication cycle can be referred to as Noise. ‘’Noise can be external (a physical sound) or internal (a mental disturbance), and it can disrupt the communication process at any point’’. (Nordquist, 2019) You can identify Noise in most communication models. Noise is interference with the decoding of a message.
There are Different types of Noise I have a few examples Physical Noise this could be anything from someone talking in the background or music. Environmental Noise can be caused by traffic. Psychological Noise results from biased knowledge we bring to discussions, such as racial stereotypes, reputations, biases, and assumptions.

            

Workplace communication
Effective communication is essential in both our professional and personal lives, and if you can communicate well, you can get your message across. If you can’t communicate well, this can cause miscommunication and the information that you are trying. To send can be filtered away.
Many barriers can contribute to poor communication, for example, different cultures, different expectations or even different communication styles. Your mood or attitude could also impact how you receive a message and messages could easily be misunderstood. This could happen in several ways A tone of voice could influence the way you interpret a piece of information.
Communication is most successful when both the sender and receiver both understand the same information.
Within my workplace text message is a typical form of communication and usually works well as there is very little communication needed unless any problems arise. I work as a lone worker, and most of the information I need is all communicated via an app called Quick plan on my phone. 
We also use Logbooks in each service user’s home, written communication is also a regularly used form of communication, the care worker from the previous call would log any issued that need to be addressed for the following call. 
I think this is an effective form of communication for Care workers because they are getting information in real-time. 
Although this works well most of the time, things can become misunderstood.
A workplace example that I can give for misunderstood communication is that my manager (sender) asked me to cover a shift via text message (channel). Although I was happy to cover the shift.
It was not made clear through the text if it would have been on my regular run or on someone else run. (noise), Semantic noise 
Could have caused this miscommunication for example this could have been gramma or information wrote that that my manager(decoder) could not understand.
Within the confusion, a text message that I had sent back to my manager(receiver) that was misunderstood It gave the impression that I did not want to cover the shift. Although if it had been another form of communication (decoder), for example, face to face or verbal, the misunderstood information might have been received differently.
Working as a care worker, you need to be more aware of communication barriers because you are dealing with mostly elderly and disabled individuals. Emotional intelligence is also essential in this role as we are dealing with vulnerable it is not only. Important to recognise our feelings, we should be able to identify the feelings of others to read other people’s signals and react appropriately to them.
Emotional intelligence skills are required to understand better, empathise and negotiate with other people. In my workplace, I also need to be aware of different forms of communication, for example, non-verbal communication.
An example of non-verbal communication in my workplace is that as working as a care worker, It can be common to come into contact with people who suffer from illnesses such as dementia. 
Dementia can affect a person's cognitive abilities this means the person with dementia may have a slower speed of thought and this could affect their ability to communicate as it might take them longer to process their thoughts. 
A person who has dementia can often be misunderstood and will have trouble communicating effectively. This can be quite frustrating for the individual, and they will often hold back from starting conversations.
As a care worker, interpersonal communication skills are vital when dealing with dementia, and non-verbal communication skills are the best form of communication. 
you would need to learn to listen actively, Carefully and become more aware of other forms of non-verbal communication such as facial expression, gestures and touch all of these actions can lead a positive relationship between the carer and individual. 
We must also be conscious of the Psychological noise that can cause barriers within the communication process, Certain attitudes can also make communication difficult. For example, great anger or sadness may cause someone dealing with dementia lose focus on the present moment.
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Upon taking several quizzes to assess my communication skills, I already knew my self-esteem, ego and confidence have always held me back.
Although I am continuously working on building up confidence and knowing my worth, by attending my yoga classes and regularly having Bio-energy healing, I am starting to accept myself for who I am. 
I can take on board the outcome of my communication assessments, and these outcomes show I am a capable communicator. But Still, sometimes experience communication problems; for example, I had a low score for Verbal communication and communicating in a group. 
People with low self-esteem may not feel able to communicate their ideas or opinions confidently.
Even though I might have a valid point that I would like to include in a discussion, my ego and self-esteem would block me from speaking out loud.
It is also possible that my low self-esteem let me negatively answer questions on the in the communication skills assessments. 
I recognise this and have taken on board the positive feedback. It would be sensible for me to spend time. Practice my interpersonal skills as it would lead to better relationships.
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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?

	
I want to refine verbal communication.

	
I have submitted my presentation to my class (team) this is the first step of improvement. 
	 
I am lacking confidence with speaking to. An audience. 
	
I will take on board all feedback good and bad. 


	
I want to enhance my communication skills when talking to a group. 
	
I am prepared to work on all, communication skills. 
	
I am rarely in a situation of group discussions I would say that, 
I lack experience in this area. 
	
I could practice     communication in a social or family setting 
Feedback and self-evaluation will also help.


	
I would like to brush up on listening skills.




	
I feel my listening skills are one of my better interpersonal skills .
	
I feel I have never previously thought about the active process involved in effective listening. 
	
I need to become involved in active listening.
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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?

	Work on self-esteem and confidence 
	Continue to have my private sessions for bio energy healing 
Continue with yoga and meditation. 
	I can already see an improvement with my confidence that will in turn help with all study and career opportunities.
	On-going 
Process.
	Attend yoga and energy healing classes 
University lecture 


	I want to present to a team with assurance 
	Participate in all spoken activities, take on board all feedback.

	If I actively listen to all feedback, I will see an improvement each time I present. 
	At the end of this assignment 
BMSK4002.
	Take on board all feedback, good and bad


	I want to brush up on emotional intelligence


I would like to expand on all 
Communication skills 
	Learn to understand my emotions and other people’s emotions. 

Identify areas that need most work. 
	I will identify this by evaluating my own personal development.


I will identify my success after evaluating my feedback forms from my presentation.

	On-going process there will always be room for improvement.

At the end of this course. 
	Do a self- evaluation
Look at myself honestly. 


University lecture 
All modules 
Build self-esteem
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Your total score is: 48%




image5.png
Listening Skills

Your score: 58% (Average)
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Emotional Intelligence

Your score: 58% (Average)
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Verbal Communication

Your score: 39% (Below Average)
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Communicating in Groups

Your score: 37% (Below Average)
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You need to keep working on your communication skills. You are not expressing yourself clearly
and you may not be receiving messages correctly, either. The good news is that, by paying close
attention to the way in which you communicate, you can improve your effectiveness at work and
enjoy better working relationships with your colleagues! The rest of this article wil direct you to
some great tools for improving your communication skills. (Read below to start)

You're a capable communicator, 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)

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. (Read below for more.)
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