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The links and videos provided in these guidance notes are designed to inform your understanding of the topic and are NOT to be used as Academic References within your assignment. Marks WILL be deducted for this!
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For the first section, you have been asked to examine the effectiveness of workplace communication by applying theories, models and ideas that you have researched. 

[bookmark: _Toc510454955]Communication Cycle
The first thing to look at is the Communication Cycle and explain its importance in the workplace. 
· What happens when a message is misunderstood by the receiver? 
· What happens when it isn’t received at all? 
· Use the Communication Cycle models on Moodle to help you here and don’t forget to reference them. 

Have a read of this article about the Communication Cycle and think about how it is used in YOUR workplace. 
http://manyana-education.blogspot.co.uk/2010/10/communication-cycle.html

· Can you relate it to good or bad examples? 
· What happened and why? 
· How could the problem have been avoided  (if bad)? 
· Why did it work well (if good)?
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Have a look at these videos. They may help with your basic understanding of the Communication Cycle and the Communication Process generally 
· https://www.youtube.com/watch?v=vCmHia-nTpA
· https://www.youtube.com/watch?v=7YDSQGDNLRo
· https://www.youtube.com/watch?v=S7CN9Trw43w
· https://www.youtube.com/watch?v=q0IIBNQf-zI
· https://www.youtube.com/watch?v=q6u0AVn-NUM&t=385s

Look at the mp4 and pdf files on Interpersonal Communication on Moodle in the Communication section in Resources. 
See if you can relate the information here to your workplace. 
How well (or badly) does your organisation match up? Think about why this is and how they could improve.
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Have a look at these links to give you more idea of what is wanted. Do not use them as references in your assignments as they lack ‘Academic Rigour’, but you can use them as a starting point to gain a broad understanding of the topic.
https://workspirited.com/workplace-communication-skills
https://workspirited.com/communication-styles-in-workplace
www.buzzle.com/articles/effective-communication-in-the-workplace.html
www.buzzle.com/articles/barriers-to-effective-communication.html
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The second section asks you examine your own communication skills.

[bookmark: _Toc510454959]Assessing own Communication skills

Do a few quizzes to get an idea of your strengths and weaknesses. 
This one from Mindtools is a useful starting point
https://www.mindtools.com/pages/article/newCS_99.htm

Ask others to assess you using the questionnaires on Moodle. 

Look at PP 45-100 in the Section on Communication in the L4 Yearbook and any other books you can find from the online or physical library.
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Produce a PDP (Personal Development Plan) to list your plan to overcome your weaknesses and build on your strengths, in terms of your communication skills as a Manager.  

Use the PDP template (and possibly a Gap Analysis) and use SMART Objectives to identify a number of actions that you are going to take. 
(If you did this in Assignment 1, you may be able to modify your plans for this module) 
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\Personal Development or Action Plan Template

Objectives

List your
Goals

Tasks

What do you
needto do to
achieve these
goals?

Success Criteria

How will you identiy
your success?
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When do they
needto be
done by?

Resources.
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you need to help
you?
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