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1.1 Communication Report – Introduction
In this report I will look at communication methods both verbal and non-verbal, communication channels and how it works within my industry then also give myself a personal development plan to increase my communication skills.
In all aspects of daily life we use methods of communication and it is really important and vital that we get our message across correctly.
The meaning of communication.
 “the imparting or exchanging of information by speaking, writing, or using some other medium” and “means of sending or receiving information, such as telephone lines or computers.”

1. Verbal communication: conversations, interviews, calls
· Intrapersonal – conversations with ourselves
· Interpersonal – one-on-one conversation
· Small group – press conferences, board meetings, and team meeting
2. Non-verbal communication: voice tone, facial expressions, postures
3. Written communication: letters, memos, reports
4. Visual communication: photographs, videos, films

Kashyap (CEO of proof hub) tells us that - In research where 400 surveyed corporations (with 100,000 plus employees in the U.S. and U.K.) it was estimated that communication barriers cost the average organization $62.4 million per year in lost productivity.


1.2 Communication Cycle

In my report I have included a model of communication known as the Shannon-weaver model of 1949, as one method used in the workplace and outside of the workplace on a day to day basis.
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 Drew (2019) breaks down the Shannon and weaver model into 7 key concepts:
Sender: The person who sends the information to begin with
Encoder : The transmitter which converts the message into signals
Channel : The method in which you send the message to the receiver (email, phone, message, fax)
Noise:  The messages are transferred from encoder to decoder through channel. During this process the messages may distracted or affected by physical noise like people talking in the background or loss of mobile signal, all these affect the transmission process which will also affect the communication flow and the receiver may not receive the correct message
Decoder : The reception place of the signal which converts signals into message. A reverse process of encoder.
Receiver : The destination of the message from the sender
Feedback : Was the message received 100% correct and not interfered with, also was it understood entirely by the receiver

This model can be broken down to use for pretty much all methods of communication.

1.3 Importance of Verbal and non-verbal communication
Verbal
Agrawal (2020) explains that Speaking with clarity, being silent and focused, being well behaved, and following some of the general rules of behaviour altogether will help in the process of oral or verbal communication. The verbal part of communication refers to the words that we choose, and how they are heard and interpreted.
However In many personal meetings between people, the very first impressions are made within ten seconds just with a simple smile and being dressed appropriately for that meeting, but then the verbal communication sets the tone for the meeting, can people at the back hear what you’re saying and are you speaking clearly and concisely enough for people to take notes. Then have you given opportunity at the end for people to ask questions on what you have just presented for example.
If your target audience has been totally convinced by what you have said due to your verbal communication, even though it may not all be true you have proven you are a confident communicator just by the way you have spoken, kept eye contact and had been given great feedback then this all equates to a great communicator.

Non-verbal
Nonverbal communication can be anything from body language to tone of voice. For non-verbal communication, you should appear confident when you give any type of presentation or meet with your superiors in the workplace. For example, good posture and maintaining eye contact are excellent traits that portray confidence, these let your peers know you believe in what you are saying as well as showing charisma and confidence. In addition to this, you should also keep a moderate tone of voice, being careful not to bore your listener with a monotone speech or a raised voice which expresses concern.
If you want to become a more effective communicator, you need to understand the importance of nonverbal communication. Be mindful that your verbal and nonverbal messages are in agreement. Positive nonverbal feedback such as head-nodding when the other person is talking gives the speaker confidence you are still aware of what is being said and understand what they are saying.

2.1 Evaluation of personal communication channels
In the modern workplace we use many methods of communication within the business such as skype, Microsoft teams, face to face meetings with people in different areas of the business or even just a quick phone conversation. All these methods can be effective and as I know in my current business certain methods can only be used to communicate with certain individuals. For example if I needed to get hold of a supplier for my company then a face to face meeting would be time consuming as they are on a busy schedule and would be a long distance away, so in this instance I would either give them a call or more productively send them an email including the information that I needed clarification on as I know they would be using their computer or laptop quite regularly and they can reply when they have the time available to do so.
I Have already constructed a personal diary for people in the business and the best method of contact with them and any given time, then within my team if I need to speak to someone individually I will use Microsoft teams chat as it is not as formal as organising a meeting in the office, if I need to share targets or developments with my team as a whole I will send out a group email and mark it is important for all to see as this is the most effective way as we all will check email’s whilst in work at any given time.
Within my team if we need a quick answer being in the same office we will do this verbally by walking to their computer and having a quick chat.
You need to have concise communication. Whether you’re into a verbal communication or non-verbal communication, do not get into a long speech to get your point across, it is important to respect everyone’s time so being brief and to the point get’s your point across effectively without being time consuming.

2.2 Feedback and reflection of communication skills
Presentation feedback – After completing my presentation I set up a few questions for my university group members to score me on out of 5. This then would give me an opportunity to focus on where I could of done better and also reveals where I did best, the questions I asked my group were as follows.
1 - The presenter delivered the material in a clear and structured 
manner. Score out of 5 was 5
2 - The presenter was knowledgeable about the topic and any 
related issues. Score out of 5 was 4
3 - The presenter maintained my interest during the entire 
presentation. Score out of 5 was 3
4 - The presentation was concise and informative. Score out of 5 was 5
5 - The presenter was enthusiastic about the topic. Score out of 5 was 4
6 - The presenter was well organized and prepared. Score out of 5 was 5

As a whole I produced a good total score but they also left me with some ideas in what I could improve on, I will use this information in my personal development plan to produce a perfect mark for future presentations and increase my communication skills in general.

2.3 Personal Development Plan
	What do I want to learn?
	What do I have to do?
	How will I measure my success?
	What support and resources do I need?
	Target date for review?

	Practise public speaking and make meetings and methods of communication more interesting for viewers
	Practise using graphs and diagrams instead of just discussing topic
	Take a meeting in front of my superiors and ask for open feedback 
	Practise after work at home in front of parents and family members to see what they like and what they did not.
	By end of the year

	Use more verbal communication skills in the workplace
	Organise team meetings, end of month team building exercises to encourage communication within team
	Ask for feedback from colleagues at work and use feedback forms after work meetings
	Ask my peers for any tips or to give me feedback on personal bad traits
	Over next 2 years

	Be more charismatic at work and when public speaking
	Attending public speaking classes and also watching tutorials of others successfully doing this
	In the next team meeting take control of the topic in question by standing at the front and speaking out
	Learn from studying speaking material and online resources of how to present effectively
	Over 3 years
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