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Introduction
In this assignment (teamwork and communication) I am going to talk about the communication cycle and the different models that have been tried, and how we can show communications not just through verbal communication but also through nonverbal communication and through emotions and how we present ourselves. The second part of this assignment I am going to analyse my own communication through verbal and nonverbal communication how it comes across and gather feedback from my work colleagues. I'm also going to put all my strengths and weakness in a PDP table and how I can turn my threats in to opportunities.


Communication cycle 
The communication cycle is a linear model of communication that provides a schematic representation of the relation between sender, message, medium/ media, and recipient. This cycle was created by Claude Elwood Shannon and Warren Weaver.
Communication is an essential part of everyday life. There are several communication methods we use from simple chats with colleagues' or texts and video chats to things on a larger scale such as presentations and speeches.
At the basic level, communication is an interactive process for sending and receiving messages. Effective communication is where the person sending the message or speaking does it clearly. The staff members must feel that the manager is providing valid information and is also able to listen and digest what is being communicated. If there's effective communication, there is no need for people to go elsewhere for it. President George Washington noted ‘’serious misfortunes originating in misrepresentation, frequently flow the spread be for they can be disputed by truth’'. 
Shannon and Weaver model is designed to develop effective communication between the sender and the receiver. The model deals with various concepts like information source, transmitter, noise, channel, message, receiver, channel, information destination, encode and decode.
Shannon and Weaver ‘’ Transmisson’’ model of the communication process has long been recognised as inadequate for describing the complex process of human communication except in the limited counter of radio – telephone communication of which it was originally developed despite numerous criticisms and attempts to produce new models, none of the alternative has been Widley accepted.
The Osgood – Schramm model of communication is unlike any other communication models; this model is circular or cyclical model that consists of all the essential elements of communication. 
Schramm's model of communication was proposed in 1954 and it had its origins in the Shannon and Weaver model. He initially proposed that the communication is not linear model but circular mode, this model was later amended by Schramm.
The model explains the flow of communication, it suggests that the communication is a two-way path with the message continually passing between the sender and the receiver. 
David Berlo's SMCR model of communication represents the process of communicate in its simple form. SMCRs stands for sender, message, channel, and receiver.
 Berlo's SMCR model of communication (1960) describes the different components that form the basic process of communication.
Verbal communication 
In verbal communication the speaker uses words for transmitting the message to the receiver. In this form the communication messages are understood. In a verbal communication face to face interaction is not essential.



The importance of verbal communication is that it helps build positive image. Having a clear and transparent verbal communication with high confidence levels during team meetings or with your friends/ peers elevate the flow of thoughts, ideas, or conversation. With the flow of thoughts and ideas being said could innovate ways to promotions. A lot is explored by realising the importance of verbal communication.
When we talk about the relationship between an employer and an employee having clear communication between the two parties elevates the satisfaction and confidence level of the employee, employers must make their employees understand what they want so they can iron out floors and work on any issues that they have, if there is any. This will also increase the confidence level of team members and more productive in the workplace. It also allows team members to approach managers and raise concerns without being worried or concerned how they will react.
When a team member “beats around the bush” and is not clear with their communication and what they are explaining or wanting to achieve this can result in waste of time, energy, and efforts, as well as causing delays and missing deadlines. Every team member must ensure that the communication is clear and to the point so that the project can stay on track, and everyone has a clear idea and understanding.
Non-verbal
Non – verbal communication is information that is passed without the use of spoken or written words, non-verbal communication includes eye contact or the use of/ lack of facial expressions, gestures, postures of the communicator, and personal appearance.
Verbal and non-verbal communication occurs simultaneously. Body language, facial expressions and eye contact are not easy to control but are used when speaking naturally. Whereas verbal communications are done intentionally as a result we have more faith in non-verbal communication rather than words said, if a person says one thing but sends a contradicting message non-verbally the receiver is more likely to trust the non-verbal signal. For example, someone verbally saying they like the food but pulling a dissatisfied facial expression you would think they did not like it. 
Thoughts, ideas, emotions, and feelings are shared by people with expressions and movements. People interpret messages accordingly to how you react, when listening, looking around etc when verbal and non-verbal signals do not match it creates distrust, unclear messages, and confusion. Non-verbal communication is more important than verbal communication.
Non-verbal communication is used to show emotions like happiness, anger, sadness, hurt etc. People show these emotions most of the time without having to think about it.
Non-verbal communication makes the workplace better. If their non-verbal communication is not up to the mark their work could suffer. Non-verbal communication increases understanding of messages. 









Levels of formalities 
Levels of formalities are a set of established conversions where social rules apply. We adhere to specific social rules that reflect our cultural norm's formalities can be used to help us fit into different environments in society, our family, our circle of friends and workplace etc. Various levels of formalities guide our behaviour and communication patterns. This also applies to written communications.
There are five levels of formality which are as follows:
·  Intermate
· Casual
· Constructive
· Formal
· frozen
Formality helps us integrate our self into society, when in a job and you are on a task people must work together in a way that encourage informal communication.

Communication methods in your organisation
Within the hospitality sector communication is important not only within the team to ensure everything runs smoothly but also to customers to ensure they receive the service they need.
Within in my role verbal communication is key, having to answer the phone and being front of house I am the main contact and first person they meet. As front of house verbal communication over the phone is a main part of the role, as the customer cannot see any non-verbal communication such as hand gestures and facial expressions it is vital my tone of voice and words used are friendly and adequate. 
However, when customers arrive at the venue verbal communication is also vital however as they are faced to face it is important my non-verbal communication is also professional and friendly. For example, having a smile on my face and the correct posture. 
Within the company speaking with different departments both verbal and non-verbal communication is used. It is important clear verbal instructions are given where needed for example if on front of house a call is received for another department a clear message is taken and put through to the correct team, or when orders need to be made to suppliers, we need to ensure clear communication is given for the correct items to be ordered. 
My own communication
I am more confident communicating 1 on 1 or in a small group. When tasked to give instructions in work to staff before service I must wite it down to pass on information correctly and confidently without doing this I can often stumble on my words.
If put in an unconfutable situation my verbal communication can be unclear as I mumble. I know what I need and want to say however my nerves get the better of me, meaning my Commumication skills suffer.
Feedback from others
After speaking with my colleagues, they agree that my communication skills are clear, and easy to understand. They do however agree if there is a large group of them on shift my communication does speed up and occasionally words are muddled up as I get flustered.



Analysing feedback
After speaking with my colleagues after my brief with them, I agree with their comments that sometimes my communication is lost and broken-down while talking in a large group. I understand that I need to work on this to grow my confidence can progress in the workplace and ensure the team completely understand the task they need to complete. 
My non-verbal communication is better because I can control this, and not overthink my actions or what I want to say. My colleagues commented that I have always got a smile on my face and that I am very approachable, they noticed I am more confident and hold longer conversation when one on one with them.
Personal behaviours
During my presentation I was confident with the written communication side of things as I had the time to read this and make amendments where required. If I have the time set aside it allows me to plan what I wish to say and make notes before producing the final product. However, the verbal side where I had to present my work took me many attempts, this was due to stuttering and doubting myself and nerves. Once I started recording, I knew I was not able to make changes and would either need to allow the nerves to be present or start again. I have not been in a position before and the unknown makes my confidence drop. 
In everyday life my verbal communication can often set me back as I often mumble and can be quite shy. This has led to me loosing opportunities within the workplace for example promotions. 
Arears of improvement using theories and models
Using the Shannon and Weaver model of communication they specify to develop effective communication between sender and receiver, the sender transmits a message, and the receiver absorbs it.  As a manager in the workplace, I would have to make sure my communication is clear, straight to the point because if I go off topic mixed messages can be received causing confusion and errors may occur. 
My strengths when communicating within the workplace are predominantly nonverbal, my facial expression and body language can tell others what I am thinking and the mood I am in and whether I can be approached. 
My weaknesses occur mainly when I am trying to verbally communicate with a large group of people, I become shy and mumble my words meaning I am not being clear, and people have to ask me to repeat myself. This means as the sender my messages are not being received clearly. This also occurs when I meet new people or particularly when doing something new out of my comfort zone for example the presentation. To improve my communication and confidence I need to check what information I need to pass on or say and make notes so if I feel I cannot remember or get flustered I have prompts available.








	Strengths
	Weaknesses

	· Approachable
· Preparing what I want to say
· Mannerism whilst communicating
	· Self-conscious
· Communication in large groups 
· Confidence 
· Speaking clearly

	Opportunities 
	Threats

	· Chance to meet new people
· Opportunity to gain knowledge 
· More responsibility 
	· Self-doubt 
· Missed opportunities
· Inaccurate information being received 
·  Delays in starting tasks




	What do I want to learn
	What do I have to do
	What support and resources will I need
	How will I measure success
	Target date for review

	Develop my confidence 
	Push myself to volunteer to lead meetings within the workplace. 
	I will need to be informed when meetings take place and adequate time to prepare with correct information provided. 
	Set a target to volunteer X number of times over a period. 
	December 2022, the end of the year. 

	Develop my communication skills both verbally and written
	Complete additional training and courses either online or in person
	Access to the computer or discuss with my tutor what is available within the university. I can also ask my manager if there are any courses within the company, I could partake in. 
	Review my work weekly to see what requires improvement and get feedback from my manager during 1-2-1 meetings.
	December 2022
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