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Part 2 Communication

What is effective communication in a business?

Effective communication in a business environment is a sign of a high performance business. When people in a business share ideas and information with each other this is called workplace communication. 
Effective communication is measured by how a message is sent and if it is received accurately. In a business environment effective communication is very important for success and happiness with employees within a business.

Why is effective communication so important?

There are many reasons why effective communication is important with a business environment, a few examples of these are: 
· Effective communication can help avoid confusion when trying to complete tasks
· Effective communication can help build a positive company culture within a business
· Effective communication can creates accountability within a business 

There are also a number of skills, which people will need to effectively communicate with one another. A few examples of these skills which employers look for when trying to establish an effective team, these are: 
· Having really good oral communication and speaking clearly and professionally
· Being an active listening and being empathetic when listening to others
· Have excellent written communication skills 
· Being a good public speaker and being confident to speak in front of others

What are the characteristics of effective communication within a business?

Just delivering a message is not enough; it must meet the purpose of the sender. Some examples of which makes communication effective within a business is:

Sending a message to a user sometimes isn’t enough, the message must also meet the purpose of the sender. Some examples of which makes communication effective within a business is:

Having a clear message, the sender must make the message simple , clear and easy to understand.

Making sure the information being sent is correct, this information must not be vague or false , it must also be error free and have no grammar mistakes

Sending a complete message is important as if the message sent is incomplete this may lead to a wrong decision being made.

Sending messages, which are clear, short and to the point will help when interpreting the message.

Making sure the message the sender is sending is information from a reliable source or right by there own knowledge. The person receiving the message will have to trust that information being received is accurate so they can rely on the information.

The medium of communication and other physical settings must be planned, keeping in mind the attitude, language, knowledge, education level and position of the receiver. 


The message should be constructed in a way it matches to reflect the sender’s courtesy, humbleness and respect towards the receiver.

(Prachi, 2018)



Communication Cycles
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(Shannon and Weaver, 1949)

Shannon and Weaver Model of Communication

“The Shannon and Weaver Model of Communication is a mathematical theory of communication that argues that human communication can be broken down into 6 key concepts: sender, encoder, channel, noise, decoder, and receiver. A later version of the theory by Norbert Weiner added a 7th concept (‘feedback’), which changed the model from a linear to cyclical model." (Drew, 2019)

The Shannon and Weaver model is quoted as the “mother of all models”, this is because of its popularity. The main reason for the model is a way of explaining how when messages are sent and received, how the information may be lost or distorted during the process of communication

An example of the Shannon and Weaver model of communication within a business environment which follows the 7 key principle may be;
 

A conversation will start maybe a meeting or maybe two people having a discussion about a work task, this will start the communication process 

The next step would be the person listening would receive the message and start to encode it, in a business environment this may be a group of people having a meeting and the information being received is information in regards to a task they need to complete. 

The next stage in the model is noise, this is where the communication between people may get distorted, in a meeting this could be because people are talking over each other, background noise or someone speaking could have an accent, which is difficult to understand. All these factors could distort the message to the receiver’s 
 
 The next stage in the model is the decoding stage, this would be when the receivers have turned what they have heard in to a legible message in there heads, in a business scenario during a meeting this may be a visual representation of something to do with the task which needs to be completed and the people receiving the message need to understand what it means. 

The next stage is the receiver, this is the step where the person finally gets the message, in a business scenario this would be during a meeting the person speaking would have finished and asked questions.

The final stage is the feedback stage, during this stage and in a business environment this would be the stage where everyone takes turns to as talk. If someone’s message is not heard because of noise interference, they can ask for the sender to clarify what they said.

 
Berlo’s SMCR Model of Communication
 
“David Berlos’s SMCR Model of Communication represents the process of communication in its simplest form. The acronym SMCR stands for Sender, Message, Channel, and Receiver.
Berlos’s SMCR Model of Communication (1960) describes the different components that form the basic process of communication. Because this communication tool also emphasises the coding and decoding of the message, it can be used for more efficient communication.”  (Businesstopia in communication, 2018)
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Key components of Berlos’s Model of communication

The four key concepts of berlos’s model are the sender, message, channel and the receiver.

 The first stage of the model is the sender stage; this is where the message is first originated. This is made up of 5 elements

· Communication – the persons communication skills can be a factor that affects the communication process. 
· Attitude – the attitude of the sender and the receiver creates the effect of the message. 
· Familiarity – how familiar the person receiving the message is with the subject of the message can affect the communication.
· Social system – the social factors such as the persons values, beliefs. Laws , rules, religion etc may affect the way the sender communicates the messag
· Cultural - Cultural differences can make messages different be received differently. 
 
The second stage is the message; this is the substance of the message that is being sent by the sender to the receiver. 
This is made up of 5 elements, these are the;

· Content – The content is the information that makes up the message being received
· Elements – These are non-verbal queues that are associated with the content like 
· gestures and sign language. These are used to hey convey the message being sent.
· Treatment – the treatment is the way in which the message is conveyed to the receiver
· Structure - The structure is what the message is made up of, this is how the content in the message is constructed or arrange for the receiver. The way the message is structured can also have an affect on the effectiveness of the message being sent.
· Code – this is the form in which the message is sent. It might be in the form of language, text, and video.
 
The third stage is the channel; this is the way the medium used to send the message.
· Hearing – A message can be sent and the receiver can listen to the message, this would be if a message was being sent if two people were having a conversation or phone call.
·  Seeing – we perceive through seeing. We also get non-verbal messages by seeing. This could be the message being sent as an image. 
· Touching – Touching is a way non-verbal communication happens, this could be from touching like holding hands, hugging or finishing a meeting with a handshake.
· Smelling – information can be collected from smelling, this could be to distinguish if something is clean. 
· Tasting – Taste can also provide information to be sent as a message, if something taste good it tells the receiver that the sender is sending the correct message.
 
The final stage is the receiver, this is the person who gets the message sent in the process. The receiver must have a very good listening skill. Other factors are similar to that of the sender.
· Communication skills
· Attitudes
· Knowledge
· Social Systems
· Culture



What is the Schramm Communication Model?


The Osgood-Schramm Model of communication
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 “The Schramm Communication Model is a cyclical communication model containing all basic principles of communication. The Schramm Communication Model offers a classic approach to and explanation of communication. It can be used to determine how communication between two people works when they’re exchanging information, ideas, or attitudes.” (Janse, 2019)


What is the difference between verbal and no verbal communication?

Verbal communication 

Verbal communication is the term that relates to the communication which involves words, this can be spoken, written or signed language.
Examples of verbal communication can be sending a text message or an email, it could be having a conversation or a team meeting or having a telephone conversation. Verbal communication does not just limit us to using sound to communicate, there are many way of which people can communicate verbally with one another and with technology people have today there is no limit to who we may want to verbally communicate with.
 
Non-verbal communication
Non-verbal communication refers to how people communicate without the need for sound, this can includes a person body language, such as gestures, facial expressions, eye contact and posture a persons posture. Touch is also a non-verbal communication; this could involve hugging someone if they are upset or greeting someone with a handshake.
2.0 

Assessing Own Communication Skills

From the feedback I received on my presentation from a number of peers and also friends and family, the feedback was all very similar in terms of what I could improve on. 
I spoke too fast during my presentation, this was due to nerves and also the fact I had a number of slides to cover and was conscious of the time constraints. 
I also used words like basically to frequently which again was down to nerves and also a lack of experience presenting to a group of people. 



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?

	
I want to Become more confident when speaking to groups of people



	I can collect data and present a presentation to a group of peers
	Experience presenting to groups of people

Building confidence
	I will try to present my work more frequently to build more confidence 

	Lack of interpersonal skills 
	I am confident to engage with my work colleagues on a daily basis 
	Only being at my company a few month I believe I lack confidence to speak to new people 
	Be more open and willing to speak to new people and also collaborate with new people

	Be a more active listener 
	I feel I do listen well but feel I could improve 
	The patients to wait until someone has finished speaking 
	Wait and be more conscience of others when they speak and wait for them to finish 



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?

	Become more confident when speaking in a group
	Ask to had up meeting and lead meetings in work
	If meetings are completed successfully 
	3 months
	My manager and also presentation tools to prep myself for meetings 

	Interact with more people in my company
	Speak to more people and learn more about my other fellow employees
	Learning more about what other people do in my business 
	3 months
	Time to be able to speak to people 

	Become a better listener 
	Be more aware of how I may perceive myself when listening to others. Be more aware of my body language.   
	Asking the people I listen too speak to ask me questions relevant to what they have been speaking about 
	3 months 
	People in the company to help me by asking questions after they have spoke about a subject
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Appendix A

Skills You Need Communication Quiz
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Mind Tools Communication Quiz
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Interpersonal Skills Self-Assessment

Your total score is: 50%

Based on the answers you provided your interpersonal skills are below average. You should spend some time developing
and practising your interpersonal skills - this is likely to lead to better and more successful relationships with other peo-
ple, at home, socially and at work or school.
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15-35 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 will direct you to I
some great tools for improving your communication skills. (Read below to start.)

36- You're a capable communicator, but you sometimes experience communication problems. Take

55 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.)

56-75 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
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