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[bookmark: _Toc41004429]Introduction.
This report is about communication and how a person can send a message to a receiver and the process of how the receiver can decode a message and be able to understand. It will discuss the communication cycle and other models and how the process works when sending a message. It will address the strength and weakness of the student after completing a presentation and what type of communicator the student is.

























[bookmark: _Toc41004430]Communication Cycle.
Communication is how you talk to people verbally or how you send people a message which can be non-verbal. The person who is the sender will send the message to the receiver. There are many ways you can communicate with people but there can also be barriers about how the person will understand the message. 
There are different ways of communication such as talking face to face verballing or on the phone, non-verballing is text messaging, emails and letters. A good communicator is someone who will talk confidently when talking and making sure there is clarity in their message and after receiving feedback will be able to understand if the receiver has got the correct understanding of the message. This is like the communication cycle which goes around until the receiver fully understands and can decode the message. The communication cycle looks like the picture below.
[image: The Communication Cycle Handout]
(Unearthed, 2016) 
It shows that the sender is someone who will send a message, for example if it was sent by email then the message will contain the message about what to say and the language used this can be formal or informal. The message is most important part because it will set the tone of how you want the receiver to understand also using the correct language. Transmission is how you send the message, this can be through text message, phone, letter, video calling and email. Noise is the distractions or something that effects how the message will come across. This can be a delay in receiving the message, the writing of the sender is hard to read and unclear. When talking sometimes people’s accent is not easily understood so it is harder to understand the message. The receiver will try and understand the message from the sender, sometimes this can be delayed because of any barriers for example peoples accent etc. Once the receiver decodes the message, they will reply which is feedback and this is to clarify that they understand the message, if they don’t understand they would reply and ask the sender to explain better. If they are face to face talking then they will use body language to show they are understanding the message by nodding or looking confused and may have their arms or legs crossed if they do not agree. This will go around the cycle until both the sender and the receiver are satisfied that both sides understand the message. This is very important to make sure both sides are happy with the message because this can sometimes cause misunderstanding if there is miscommunication which can cause problems in the relationship of both sides. 
When the student first started work, he used to get messages sent through email about the requirements of the job what he can and can not do, what uniform he must wear when doing different jobs and when to wear PPE. There were also messages about the contract and what to expect, he found this very hard to understand in the beginning as it was a new career for him, and he was not used to this field of work. Luckily, he was able to contact the people and call them on the phone to help him understand better. Sometimes the words they used when communicating were difficult to understand or their English was spoken fast as English was his second language. They will always repeat themselves or speak slower which helped to improve his listening skills. Therefore, disadvantage of emails or letters is that you cannot get feedback straight away and will have to wait for a reply which can cause confusion. The advantage of text message and emails is that you can receive the message instantly and there is no delay to ask for feedback.
[bookmark: _Toc41004431]Communication model.
[bookmark: _Toc41004432]Shannon and Weavers model.
There are different communication models for example a communication cycle by Claude Shannon and Warren Weaver, 1949.
[image: Communication model of Shannon (Shannon and Weaver, 1949 ...]
(Gate, 2014)

This model is about the communication process from how the sender sends the message and the receiver gets the message and decodes it. This model is very good to understand about the process but if you have sent someone an email or a text message this model does not include the feedback process so it can cause problems of understanding. This can be overcome by continuously asking questions to be able to fully understand the message. 
[bookmark: _Toc41004433]Berlos SMRC model of communication.
Berlos model is like Shannon and Weaver model and does not have the feedback element like the communication cycle. The model has source which is how the message is sent from. Communication skills is how the individual communicates by speaking or writing, which involves the language used and what the sender is trying to say or write to get point across. Then channel, Berlo refers to the five senses to be able to understand the message clearly. Receiver is how the message was understood by the sender which will affect the final understanding. 
[bookmark: _Toc41004434]Workplace example.
When the student first started his job, he was told that someone will help him to train in the job, he was excited to start the job, before that he already attended college to learn the practical skills for plumbing. The mentor would give him jobs to do which he used to complete and sometimes he didn’t like the way he was told to do the job because he felt it was not right. when the student told the mentor that he knows a different way which will be better he did not want to ear it and said he learned like that, so the student has to listen and do it the way the mentor learned. One day the student had a different mentor who asked if he knew other ways of working and if he didn’t he will help, the student showed him how he thought was a better way to do the job and explained he was very happy with the work. The first part is bad communication because the mentor did not want to explain the method properly and did not want to hear the opinion of the student. The second mentor showed good communication because both asked each other about their views and listened to see if it was a good idea or not. This problem can be avoided if both sides listen to each other and try to understand each other. 
[bookmark: _Toc41004435]Effective communication.
Effective communication involves transparency which is to be clear and straight forward with the message you are trying to share. Assertiveness which is to communicate openly and honestly. “Assertiveness is based on balance. It requires being forthright about your wants and needs, while still considering the rights, needs and wants of others. When you're assertive, you are self assured and draw power from this to get your point across firmly, fairly and with empathy.” (Tools, 2017). Clarity, precision and active listening. Active listening is a very important skill to learn as this shows that you are interested and taking concern about what the other person is saying this can be by showing openness and body language to engage. 
A person will have to be aware of how they communicate in different environments because if you are in the workplace usually the language is more formal and body language is usually more formal. If you are with your friends, the language used is usually informal and body language is more laid back and relaxed. It is important to be able to adapt to different environments. In the workplace a manager will need to be able to take control of the situation and his feelings because if he is having personal problems he should not let this effect how he behaves and communicates at work so it is important to learn how to control emotions. Interpersonal skills are a good skill to have and build and be aware of, this will help you learn to communicate better as you can understand how the other person is feeling or the current situation before speaking or communicating to others.
[bookmark: _Toc41004436]Feedback.
The student asked his peers to give him feedback on a presentation he done. This helped the student to see what areas he needed to improve. 
The feedback questionnaires can be found in Appendix A, the feedback for speaking clearly was good, the presentation was interesting, the student explained everything clearly and there was enough information. 
Additional feedback from the questionnaires was that the student kept looking at his notes whilst reading including when he was giving his workplace examples.
Those are the areas he needs to work on and improve, the student spent the day reading over his notes before the presentation but was very nervous as this was the first time speaking about a new topic in front of others. A barrier was that his speak skills are not as fluent as he would like because English is his second language and struggles with the grammar and placing words. Therefore, he felt like it was best to read the notes more to help him use the correct English after typing what he needed to say on word as this usually corrects the grammar. The student also has a stammer, so this sometimes makes his confidence drop. He feels like the topic was interesting for him and he needs to practice more discussing different topics in front of others to help improve his speaking and English. 
	[bookmark: _Toc464282680][bookmark: _Toc464372385][bookmark: _Toc464934462][bookmark: _Toc464934635]
STRENGTHS
I am good at remembering details.


	[bookmark: _Toc464282681][bookmark: _Toc464372386][bookmark: _Toc464934463][bookmark: _Toc464934636]
WEAKNESSES
My English speaking and understanding are not as fluent as I like.



	[bookmark: _Toc464282682][bookmark: _Toc464372387][bookmark: _Toc464934464][bookmark: _Toc464934637]
OPPORTUNITIES
Take an English-speaking and listening course.



	[bookmark: _Toc464282683][bookmark: _Toc464372388][bookmark: _Toc464934465][bookmark: _Toc464934638]
THREATS
Other people will progress in my Job because they can speak fluently and understand quicker.



[bookmark: _Toc41004437]SWOT Analysis.
The student done a SWOT to see what he needs to work on and how he can improve. He feels like speaking English and listening to understand new words is his weakness and this effects his confidence. If he takes an additional course, it will help him build his confidence and progress in his career.

[bookmark: _Toc41004438]Personal Development Plan.
The Student also prepared a personal development plan to help look at how he can progress which is found in Appendix B. The PDP helped him reflect on what he was lacking and how he can improve on his weakness and turn it into strength which for him was to practice doing more presentations and speaking out loud in front of others more formally. He felt that he now has a better understanding on teamwork, and he can learn to improve this at his workplace more by communicating clearly which helps build better relationships. 
The student also done a communication questionnaire to identify what type of communicator he and what is his communication style is which can be found in Appendix C. He feels like he understands about how he should be treated and how he should treat others by not letting others abuse or manipulate him. The questionnaire shows that he is more like an assertive communicator “One of the characteristics of assertive people is that they prioritize good relationships with others.” (The 7 Characteristics of Assertive People, 2017)
[bookmark: _Toc41004439]Conclusion.
The student felt that communication is a very important skills or have and learn to develop further to be able to pass messages to someone successfully, and to be able to build relationship and work well together in teams in the workplace. This helps people to understand each other if they know exactly what each other are saying also facing and solving barriers of communication because this can impact on how the message is understood or sent. Making sure both sides understand properly will be successful communication, also learning to speak in front of others is a skill that would improve if it is practised more often which will also improve confidence. 
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[bookmark: _Toc41004441]Appendix A.
Feedback Questionnaire for Tanveer Ahmed.
	
Name Optional:




Please mark from 1 to 5. 1 being poor and 5 being excellent.

	Spoke clearly
	1
	2
	3
	4
	5

	Was it interesting
	1
	2
	3
	4
	5

	Was slides interesting
	1
	2
	3
	4
	5

	Did I explain clearly
	1
	2
	3
	4
	5

	Was there enough information.
	1
	2
	3
	4
	5


Additional Feedback.
- The whole time you were reading from the notes and PowerPoint nonstop including examples too 
- Overall presentation was great however examples that were used were good as well but they were also read word by word from notes too. 
- Slides where interesting however we couldn’t see all of them and not too clearly either. 
- you did look quite nervous too 

Overall, well done Tanveer!   







Feedback Questionnaire for Tanveer Ahmed.
	
Name Optional:




Please mark from 1 to 5. 1 being poor and 5 being excellent.

	Spoke clearly
	1
	2
	3
	4
	5

	Was it interesting
	1
	2
	3
	4
	5

	Was slides interesting
	1
	2
	3
	4
	5

	Did I explain clearly
	1
	2
	3
	4
	5

	Was there enough information.
	1
	2
	3
	4
	5


Additional Feedback.
You seemed very nervous which showed.
You kept looking at your notes which seemed like you didn’t prepare enough.
Apart from that the speak was clear and I understood everything you said.   













[bookmark: _Toc41004442]Appendix B.
	PDP Monitoring Learning Log

	Date: 

	STUDENT NAME: Tanveer Ahmed
	May 2020



	
What happened?


	What did I do?
Speak and do a presentation about the role of effective team working and communication.


	How do I think/feel about this?
I was very nervous to do this because this topic is new for me.



	How well or how badly did it go?
I don’t think it went as well as I would have liked. Because I was nervous and forgot what to say sometimes.


	
My conclusions/reflections/lessons learned


	What did I learn?
That I should practise more.



	What have I achieved?
Speaking English formally which I do not do in everyday life.



	How have I put any theory into practice?
Learning about teamwork and how I can be better.


	What have I learned about myself?
That I need to build more confidence. 



	How does what I am doing lead me to becoming better at a skill?
I can practice speaking formally in front of others.



	How can I use this to plan for the future?
Practise speaking at work and do more networking to build confidence. 



	How can I use this to plan new learning experiences?
Help me to see my weakness and turn it into a strength by practising. 


	
My plan to do something better/different by using what I have learned 


	What will I do differently next time?
Speak in front of people more.




	How will I do it differently next time?
Practice doing this more than once.

























[bookmark: _Toc41004443]Appendix C.
Communication Style Questionnaire
This questionnaire is designed to help you assess your preferred communication style.
Thinking about your behaviour at work, write a score against each statement to represent which best typifies your behaviour where 
4 = agree strongly, 3 = agree somewhat, 2 = disagree somewhat, and 1 = disagree strongly.
As with all questionnaires, the level of your honesty and self-awareness will impact on the accuracy of the outcome…so, be truthful to yourself!

1. I express my opinions in an honest and appropriate manner.
2. I can get angry and let this show. 
3. I find it difficult to say ‘no’. 
4. If I do not agree with a task that my boss has given me, I find a way of dragging my feet on it. 
5. I feel comfortable in asking for help from someone if they know more than me. 
6. I feel guilty if I leave on time for a valid reason and other people are still working. 
7. I can be sarcastic. 
8. I think my way of doing things is better than other people’s. 
9. If someone takes advantage of me, I find a way of evening the score. 
10. I feel I have a right to say no to other people’s requests and to negotiate a compromise. 
11. If I am in a large meeting, I find I do not speak up. 
12. I like to be in control of a situation. 
13. I stare people down. 
14. I make good eye contact with other people. 
15. If I am unsure about a task that I have been given, I find it uncomfortable to ask for help. 
16. I talk about other people behind their backs. 
17. When I have to deal with someone in authority, I find it difficult to look them directly in the eye. 
18. I am a good listener and equally other people listen to what I have to say. 
19. Rather than confronting someone about an issue, I would rather give them the cold shoulder or drop hints to other people that I am not happy. 
20. I am not afraid to be direct with someone, even if they think I am being rude.

Self-Assessment: Results

To assess your preferred communication style, transfer the scores you have given to each statement to the boxes below.
Then total each column downwards.
Look at the column where your score is the highest.
This is the communication style you use most of the time.

	
Q1
4

	
Q3
2
	
Q4
2
	
Q2
2

	
Q5
4

	Q6
1
	
Q7
2
	
Q8
3

	
Q10

3
	
Q11
4
	
Q9
3
	
Q12
4

	
Q14

4
	
Q15
1
	
Q16
1
	
Q13
1

	
Q18
3

	
Q17
1
	
Q19
1
	
Q20
4

	
Total
18


	
Total
9
	
Total
9
	
Total
14

	
Assertive

	
Passive
	
Passive Aggressive
	
Aggressive
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