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[bookmark: _GoBack]In this assignment I will be using theory’s and models of communication to produce a portfolio of evidence that will show understanding of communication skills which were discussed during lectures. I will be analysing communication in my own workplace and I will be using published literature to see how it can better.

The Shannon Weaver model of communication comprises of 6 core components these components are the: sender, encoder, the channel, noise, decoder and the receiver. (Drew 2020) The core concept of this model of communication is how communication can be disoriented and distorted. In the Shannon Weaver model of communication, the sender (source of information) comes first. This is when the channel, the intended receiver and what the message is, is decided. The encoder part of the Shannon weaver is when information is turned into digits or signals for example binary this part of the Shannon Weaver model of communication mainly for the security aspect this is due to when information is encoded it needs to be decoded for anyone to understand the message. The channel is the method of communication the sender opted to use for example it could be email, speech or any other method. Noise part of the Shannon Weaver model of communication is when some sort of sound disrupts a message when its being to the receiver. Two types of noises exist which are external and internal noise. Internal noise is when the sound is coming from inside and external noise when the noise is coming from outside external noise if usually more of an issue as usually there is not much you can do to make the noise go down. Decoding the message is when the message gets reverted back from the encoding to its original format this usually only happens with technology or with secretive information. The receiver is final part of the Shannon Weaver model of communication this is the person or object the message was originally intended for.

An example of the Shannon weaver model of communication from a previous workplace of mine working as administrator would be sending an email I had to respond to various clients via email for example if they have any query’s or questions. The sender would be myself who is sending the email to the client. The message is encoded via the email this message is encrypted which is a form of encoding to protect messages from unwanted people seeing the message. The channel if through the internet via email. Noise could be noise I am hearing while I’m writing the message and lose focus or when the message is being read by the receiver. The decoder is when the message is decoded for the receiver. The receiver is the intended person for the email.

Berlos model of communication comprises of four aspects the sender, message, channel and the receiver.  The sender aspect of Berlos model of communication comprises of communication skills so this would include being able to read, listen and speak. The attitude the induvial has for example attitude to a manger and receiving crisis. Knowledge who how much a person understands about a particular area of subject for example if someone has a degree in a particular area, they may know a lot more about a specialised sector than someone who does not. Culture for example different cultures may see the message differently. The message aspect of the of Berlos theory consists of the content so what’s actually in the message. The elements of the message these are non-verbal for example hand gestures and sigh language. The structure so the structure of the message how it consists. The code so which format the actual information is received. The channel is the next part of Berlos theory, hearing, seeing, touching, smelling and tasting. The receiver is the intended person for the information/message. (Janise 2017)

An example of Berlos model of communication at my previous workplace as carer was when dealing with a disabled client who has a hearing impairment. The sender of information was me I wanted to ask if they had a goodnight sleep as they seemed like they didn’t sleep the previous night. The factors of this part of the communication include my attitude the client’s attitude, social systems and culture. The next part of this communication in Berlos model of communication is the actual meaning of the message what I wanted to say to the client. In Berlos model of communication this part includes the content, element, treatment and the way the message is structured also the code the format of the message in the code aspect of this message was sigh language as I learn a bit of sign language during my time working with people with hearing impairments. The channel of the message was sign language. The receiver of the message was my client.

Active listening is when someone is listening to someone else and they are engaged in the conversation in a good active way. Attentively listening to someone while also holding back any judgment you may have about what they are saying. Actively listening to someone if when you make the person feel valued about what they are saying. There are certain aspects of active listening which make it effective these include being patient in listening to what the person is saying, verbal feedback for example asking questions to show your paying attention and actually listening by asking relevant questions. Non-verbal feedback for example nodding, smiling and eye contact. (Cunic 2019)

A time I have actively listened at a workplace environment as my time of being a carer was when I was doing my first initial training I had to actively listen to the person who was explain what the day to day tasks are and how to accomplish them effectively. While they were speaking, I was using eye contact and gestures such as nodding to show I’m paying attention and I understand what they are saying. Also, I was asking questions to clarify certain things which I wasn’t sure about.

Assertiveness can be put in three different categories these include aggression, passive aggression and assertiveness. Aggressiveness can be defined as saying what you want at the cost of others for example not caring about how they are feeling or what they think about what you are saying or doing. Passive aggressiveness is when normally aggression which is not spoken however it is still negative an example would be when someone is displeased with someone how they are not verbally saying it, but it is showing on their attitude. Assertiveness is when you are stating what you want or something you may believe in with confidence the core different between aggressiveness and assertiveness would be assertive people still try and remain cautious of other people about how they will feel. (Andrews 2017)

A time I have displayed assertiveness during my experience as a carer was when I am booking my annual leave for my 28 days off which I am entitled too. My line manager was short on staff during a busy period and I wanted to book a holiday at a time when I found a good offer however due to being short on staff my manger refused to give my holiday which he initially agreed on a few months prior to me actually making the booking. I had to show assertiveness to get my holiday entitlement by asking head of the department which granted my holiday.


Written communication skills if a vital aspect of working in the health care sector as there will be times where you will need to have proficient skills in writing. My experience working as a carer I had to keep records of what clients I saw what time I came to meet the client and what time I left. Also, in my diary I kept a list of the tasks which needed to be done and what I actually managed to accomplish in addition to this I also noted down what needs to be done next time. With written communication skills in health care as a carer I had to making sure I followed strict confidentiality, safeguarding and information storage. Confidentiality is important as a carer due dealing with people’s personal lives and issues it’s a matter of privacy. (Collier 2019) Safeguarding is one of upmost important aspects due to dealing with some clients which are vulnerable. Information storage is important due to losing information can leak someone’s privacy.

Working with conflict is an issue most face at workplace at least one in their lifetimes. Conflict can arise due to communication and emotions. Lack of communication can start conflict as misinformation or missed out information can cause distress and confusion. Emotions can cause conflict due to emotions driving decisions in a workplace environment. When there is conflict at a workplace employee should follow acceptable behaviour at a workplace for example keeping their personal lives to themselves. In a sense acceptable behaviour in a workplace environment is trying to avoid conflict. Conflict can be resolved or avoided if company’s follow certain procedures for example making a framework and conducting relevant training. (Myatt 2012) During my experience as I carer I experienced various forms of conflict at my workplace one of which was disagreement amongst staff regarding pay this came up due to being paid incorrectly by the company I was working for this happened due to the office inputting the wrong amount of hours which I worked. This issue got resolved by being calm collective and patient for the company to sort the issue out.

There are many ways of which communication can be improved on at a workplace this can include more communication between staff and having more respect for one another. One key area which I would suggest would be for an employer to check on their staff on a regular basis for example having a review every few months. Making knowledge and documents readily and easily available would also be beneficial as employees can read up about anything, they are not aware of. Rewarding systems in a workplace can help benefit communication as it would make the employees want to work harder by being rewarded.

In conclusion there are many models of communication which you can follow in a workplace environment however they are something things may not be accounted for in these models of communication. For example, there may an external factor for why that model of communication does not work. In summary I have defined the above listed models of communication and key aspects of communication in a workplace environment. (Eisenhauer 2019)
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