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 The following essay is written by a woman in her late twenties originally from Poland. Communication is an important part of our lives and there are many ways and models of communication and style that will be discussed in this essay to help us understand how to communicate effectively. Overall, during this report of the following topic: Management Communication which need to be researched, discussed, and analysed which will lead to the quality and truthful report of effective communication style to present the work more objectively it will need to be done through sources that successfully pass C.R.A.A.P test (Currency, Relevance, Authority, Accuracy and Purpose).
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	Communication is known to be a way of process in which the information being exchanged between individuals by a common system of symbols, signs, or behaviour. By communication people can exchange not only information but also feelings, thoughts, ideas and emotions through speech signals or writing. During the communication process, a sender will encode the message and then by using a medium will then send it to appropriate feedback. To put it into more simple terms communications are exchanges of ideas feelings or meaning between two or more people. By being able to understand communication it will lead us humans to interact with one another. If people are not able to communicate it means we cannot share general knowledge and help each other to improve things like speech, writing, touch, gesture, and broadcasting. 
In communication noise refers to anything that will interrupt the communication process between speaker and their audience. Noise is a physical sound or internal distract. Noise can also in some way destroy the concept of information been passed.  By this distraction we allow incorrect information to be received. The individual who is a sender of a massage can minimise the noise transmission by using simple language and choosing the surroundings that is peaceful and calm. Often the speaker and listener will have to overcome the noise barrier by eliminating noise pollution or changing their methods of oral communication, this will help to reduce the noise.
Communication channels are grouped into three categories.
· Formal
· Informal 
· Unofficial 
When the formal communication channel is being used to give information, the message will follow the chain of command to retrieve the information being given successfully. The informal communication is the casual and unofficial form of communication which means any information that is being given will be done spontaneously between two or more people. Communication channels include personal communication, face to face contact, electronic communication, mobile channels etc.  Daily we tend to use four types of communication which are verbal, nonverbal, written, and visual. 
“Good communication is a bridge between confusion and clarity” (Nat Turner)
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Type of communication:
There are three main types of communication 
· Verbal communication 
· Nonverbal communication 
· Written communication 
In all those types of communication we can be effective or ineffective. 

What is the definition of effective communication?

Effective communication is defined as communication between two or more people with the purpose of delivering or receiving a message across to be understood and be successful managed. For example; effective communication is when two or more individuals are talking, and the receiver (listener) can understand their point and are able to process what has been said and come back with an answer which also defines effective communication. It shows that the people involved are able to understand each other’s emotions and intentions behind the information given. It is crucial to communicate effectively to ensure each person can achieve their goals, also effective communication is indispensable to create well organised team, it also helps individuals to build trust and bonds between each other but overall, it is crucial to prevent problems occurring. Effective communication also helps us to provide clear direction in many topics. It helps as well in creating strong relationships and trust which would eventually led to increases productivity in the workplace and may also be beneficial in day-to-day life.


On the other hand, if there are any disruptions or failures within the above process it can create an ineffective communication.  Let us put it into a simple term for example if the sender speaks in a language that the receiver does not understand the communication will simply fail. The other failure would be for example when the message is written to an individual who has difficulties with reading that would also cause ineffective communication. To conclude there are five main barriers of effective communication:

· Language 
· Culture 
· Physical separation
· General differences 
· Diversity 
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Models of communication 
	The simplest model of communication is the example of Shannon & Weaver Model from 1949. Consist of sender (information source) transmitter, channel, where the information travels noise and destination (receiver) and feedback. The Shannon & Weaver Model has been called the “mothers of all models” social scientist often use this term to refer to an integrant model of concepts of information source, message, signal, channel, noise, receiver, information destination probability of error accrues in the process of transmission, information rate etc.
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(Shannon and Weaver, 1949)










Next well know model is Schramm Model of Communication.
	This is two-way circular communication between sender and receiver. It is delivered from Osgood Model who gave the circular form of communication the message is only send when encoded by sender and decoded after receiving by the reviver.
[image: OSGOOD- SCHRAMM MODEL OF COMMUNICATION]

Next model is David Berlo’s model of communication. 
Mr. D. Berlo’s describes four different components that form the basic process of communication. Berlo’s SMCR model of communication represents the process of communication in its simplest form. (The acronym SMCR stands for Sender, Message, Channel, Receiver.) He explains them in the following way, the sender encodes the message through his speaking or writing skills then the receiver decodes the message through listening or reading skills. Both sender and receiver are influenced by knowledge, attitude, experiences skills and are affected by the channel through which the message is send. 
[image: BERLO'S SMCR MODEL OF COMMUNICATION]
David Berlo's Model of Communication (1960).

	Lack of good communication can happen through variety of reasons for example:
· Frustration it takes place when the expectations are not met.
· No clarity of understanding that tends to occur when communication is not clear or understandable, even general confusion from the senders to receivers.
·  Broken relationships often lead to ineffective communication and in extreme cases even depression.

There are many ways to prevent ineffective communication also the same techniques can help us to use communication in a better way for example:
· Effective listening this is especially an important skill to have as it requires concentration towards topics of conversation.
· Expressing yourself by allowing others listen to you and the point you want to get across in positive way. 
· Being aware of your differences by letting people give their opinion.
· Have an appropriate body language that will show the receiver your emotions and feelings in a positive way, negative body language can lead to negative reactions.

The Communication Cycle is a six-step process, that helps people to communicate effectively. 

[image: See the source image]

The communication cycle encourages us to use the feedback from the recipient and help us to improve on our communication skills in future. The communication cycle is important when it comes to improvements in exchange of information between teams and their members also, the cycle can help improve the communication and minimalize the chance of misunderstanding or conflict. 
  

The ways of effective communication in workplace verbal and nonverbal communication. 
· Emails classified as non-verbal communication and its a formal way of supporting clients or other users of services provided and to address any concerns or queries.
· Open meeting which are usually verbal communication that allows service users to speak up with other individuals (e.g., managers) regarding any conflict that might have occurred or concerns that they might experience during work. 
· One to one verbal or nonverbal meeting that allows parties to discuss any issues or queries that their want to put across. 
Effective communication is an important process within the workplace to exchange information and ideas both verbal and nonverbal between one person/group and another person/group within the organisation. Effective communication is crucial get the best results. By creating a positive atmosphere, and by using simple words we can increase the communication and its  effectiveness that everyone can understand, as some individuals may come from a different background and culture and have difficulty with communication.

	The active listing skill set involves six listening skills like: paying attention holding judgment, reflecting, clarifying, summarising, and sharing. We have four types of listeners which divides into.
Detached - Avoiding eye contact, appearing withdrawn, tending to have lack of enthusiasm, can also be disinterested or simply bored. 
Passive – is someone who could make an eye contact but not necessary, often giving fake attention, use little energy or effort, tending to appear calm and laid back.
Involved – someone who will provide some of direct eye to eye contact, giving the speaker some attention, often react to a message to a degree.
Active listener – this type of listener occurs with alert posture, use direct eye contact and gives their full attention to the presenter focuses on what is said with full enthusiasm.  
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To assess my own communication skills, I will use collected feedback from my presentation on Effective Team Working (Appendix A), personal PDP (Personal Development Plan), GAP analysis and as additional my personal SWAT analysis (Appendix B), as well as communication style questionnaire see (Appendix C).


Although I have variety of communication skills which are positive there will always be room for improvement. With that being said my first and most important skill that needs to be improved is confidence. This particular skill is important when I communicate with others but also learning English as my second language. It will be beneficial to build my confidence as I often find simple terms more complicated than they are compared to those whose English is their first language. There is also room to improve on my skill as I often feel uncomfortable that I have misunderstood which often makes me feel stressed and frustrated this typical skill can be improved my simply undertaking online English classes to help me improve overall communication skills. 
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	Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources
	

	List your Goals
	What do you need to do to achieve these goals?
	How will you identify your success? 
	When do they need to be done by?
	Who or what do you need to help you?
	Review date 

	Improve my English speaking and writing skills. 
	Read more books and magazines, use online tutorials. 
	Better feedback from my presentation and tutor. 
	10th September 2021.
	Tutor that will see my improvements. Higher score from assignments.
	10TH August 2021

	Be more confident with myself while presenting presentation.
	Present more presentations online or in public. 
	Being confident and less stressful during the presentations.
	13th September 2021.
	Students and tutor to feedback my presentations. 
	30th July 2021

	Control body language while presenting. 
	Presentation practicing at home in front of audience to gain knowledge. 
	Feedback from presentation on high standards. 
	10th September 2021.
	Audience that gone listing to my presentation. 
	20th June 2021
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	Objective

	Current Position

	Deficiency

	Action


	What do I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?

	 
Be able to feel more confident during presentation and public speaking. 





	
Able to speak and present in front of crowd.
	
Lacking confidence.
	Practice confidence by presenting more often to friends and family.

	Improve overall English language speaking and writing. 
	Able to speak and write basic English.
	Lack of knowledge. Finding difficult to Harvard Referencing 
	Practice English read more books and magazine 

	Use appropriate language to my presentation speak louder and slower so the receivers can understand me better. 
	Able to get my point across in understood manners.
	Don’t speak loud enough and showing lack of confident 
	Practice speaking paste and loudness 
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Appendix B.
[bookmark: _Toc73198962]Conclusion
Throughout this essay I created a report discussing communication skills required at leadership and management level. My assignment then moved onto discussing my personal communication skills which made me realise how much I needed to improve. Using the SWOT analysis (Appendix B) and GAP analysis which eventually led me to create Personal Development Plan. 
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Appendix D
	

[bookmark: _Toc73198964]References 

Blenkinsop, P. (2010) The Communication Cycle. [online] Available at: http://manyana-education.blogspot.com/2010/10/communication-cycle.html Accessed: 25.05.21.

Communication Style Questionnaire
Communication Effectivness Questionnaire

MindTools (2019) How good are your communication skills? [online] Available at: https://www.mindtools.com/pages/article/newCS_99.htm  Accessed: 26.05.21.
Shannon, C. and Weaver, W. (1949) The Mathematical Theory of Communication. Urbana: University of Illinois Press. 
Skills You Need (2019) Interpersonal Skills Self-Assessment.  [online] Available at: https://www.skillsyouneed.com/ls/index.php/343479  Accessed: 25.05.21.
Stein, S (2007). Make your workplace great the 7 keys to an emotionally intelligent organization. Mississauga, Ont.:J. Wiley & Sons Canada. (Accessed: 19.05.21).

Wikipedia.pl [online]  available at: https://pl.wikipedia.org/wiki/Komunikacja_interpersonalna Accessed 28.05.2021.
[bookmark: _Toc73198965]Bibliography 
McLuhan, E & McLuhan, M (2011). Theories of communication. New York: Peter Lang. 

Morgan, P. (2017) The Business Student's Guide to Study and Employability First published. London: SAGE Publications.
LaFasto, F., & Larson, C. (2001).  When team work best. Thousand Oaks, CA: Sage. 
Stein, S (2007). Make your workplace great the 7 keys to an emotionally intelligent organization. Mississauga, Ont.: J. Wiley & Sons Canada.


[bookmark: _Toc73198966]Appendix A

[bookmark: _Toc73198967]Feedback from Viewers
Respondent 1.

	Presentation Evaluation Sheet
	

	Module:  BMSK4002
	

	Topic:  Effective Team working 

	

	Date
	Name of Presenter:   Ewa Kowalewska

	
	Feedback

	
	

	
	Weak
	Fair
	Good

	Prepared for Presentation
	
	 
	 xx

	Presented in an interesting way
	 
	 
	 xx

	Objectives of the presentation are clear
	 
	 
	 xx

	Used visual aids effectively
	 
	 
	xx 

	Organised the presentation logically
	 
	 
	 xx

	Spoke loudly enough
	 
	 
	 

	Spoke slowly and clearly
	 
	 
	 xx

	Presented within appropriate time
	 
	 
	 xx

	Responded to questions accurately
	 
	 
	 xx

	
What can I do better next time?
Be more confident 
	
What went well?
Colourful and interesting 









Respondent 2. 
	Presentation Evaluation Sheet 

	Module:  BMSK4002 

	Topic:  Effective Team working  
 

	Date 20/5/21 
	Name of Presenter:   Ewa Kowaleska 

	 
	Feedback 

	 
	

	 
	Weak 
	Fair 
	Good 
	Excellent 

	Prepared for Presentation 
	  
	  
	  
	 [image: ] 

	Presented in an interesting way 
	  
	  
	  
	 [image: ] 

	Objectives of the presentation are clear 
	  
	  
	  
	 [image: ] 

	Used visual aids effectively 
	  
	  
	  
	 [image: ] 

	Organised the presentation logically 
	  
	  
	  
	 [image: ] 

	Spoke loudly enough 
	  
	  
	  
	 [image: ] 

	Spoke slowly and clearly 
	  
	  
	 [image: ] 
	  

	Presented within appropriate time 
	  
	  
	  
	 [image: ] 

	Responded to questions accurately 
	  
	  
	  
	 [image: ] 

	 
What can I do better next time? 
The only thing I could suggest is to speak a little slower, it was really good! 
 
	 
What went well? 
 
· Good information 
· Well thought out 
· Good example by using the university experience 
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SWAT analysis about communication. 
	Strengths:
· Using eye contact to engage.

· Good and active listening.

· Patient as I allow people to finish what they are saying before making my own point.

· Show interest in the person that is talking.

	Weaknesses:
· Lack of self-confidence.

· Public speaking.

· Difficulty to talk with someone in authority.

· Difficultly in saying "no" when asked to do something that I may not want to do.

· Afraid to be direct with someone.

· Unable to control body language.


	Opportunities:
· Learn to control my overall body language. 

· Practice public speaking at home even if in front of just friends or family, the be able to build myself up.


· Control my emotions whilst communicating.

· Having the support around me so that I can ask for help when I am struggling.

· Be more comfortable within myself.

· Craft a better strategy to communicate more effectively.

· Build better relationships with class members and work colleagues.

	Threats:
· Lack of basic understanding.

· Lack of education/poor communication strategy.

· Poor training.

· Changing expectations

· New technology.
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Skills You Need Communication Quiz

Communication Style Questionnaire about preferred communication style shows, that my communication style use most of the time is passive. (Score is 19 - PASSIVE)
Passive Communication is a style in which individuals have developed a pattern of avoiding expressing their opinions or feelings, protecting their rights, and identifying and meeting their needs.
As a result, passive individuals do not respond overtly to hurtful or anger.

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! 
[image: ] 
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
Disagree strongly

	
Q3
Agree strongly
	
Q4
Agree strongly
	
Q2
Agree somewhat

	
Q5
Disagree strongly

	
Q6
Agree strongly
	
Q7
Agree strongly

	
Q8
Disagree strongly

	
Q10
Disagree strongly

	
Q11
Agree strongly
	
Q9
Disagree somewhat
	
Q12
Disagree strongly

	
Q14
Agree somewhat

	
Q15
Agree strongly
	
Q16
Disagree strongly
	
Q13
Disagree strongly

	
Q18
Agree somewhat

	
Q17
Agree somewhat
	
Q19
Disagree somewhat
	
Q20
Disagree strongly

	
Total
9

	
Total
19
	
Total
13
	
Total
7

	
Assertive

	
Passive
	
Passive Aggressive
	
Aggressive









Mind Tools Communication Quiz


COMMUNICATION EFFECTIVENESS QUESTIONNAIRE

1. I maintain good eye contact and give people my full attention

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	x
	



2. I smile warmly at people when they appear to want to talk to me

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	x
	
	
	
	



3. I let people finish what they are saying without interrupting

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	
	x



4. I show genuine interest when people are talking to me

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	
	x



5. I encourage people to speak their minds openly and share concerns

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	          x
	



6. I appear in the right frame of mind for all important discussions

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	
	x



7. My body language is conducive to attentive listening

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	         x
	
	



8. I listen enthusiastically and positively

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	        x
	



9. I do not trivialise the ideas or views expressed by other people

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	         x
	



10. 
I am calm and patient in conversation and discussion

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	         x
	



11. I am well prepared for meetings

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	         x
	



12. I avoid making the other person feel as if they are being interrogated

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	         x
	
	



13. I communicate feelings as well as ideas and facts

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	         x
	
	



14. I speak up when I am confused or unsure

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	          x
	
	
	



15. I summarise what I have heard to make sure I have understood clearly

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	          x
	
	



16. I give people time, attention and encouragement so they can get the message across

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	          x
	



17. I communicate clearly when giving information and instruction

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	         x
	
	



18. I openly demonstrate that I appreciate feedback from other people

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	x
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 	 Communication is the most important thing that we use in day-to-day life. In the era of technology, we can communicate much faster and easier. Things like mobile phones, emails, fax, teleconferencing online, social media like Facebook, Twitter etc allow us to communicate with so many people all around the world those being of different cultures, personalities, knowledge, attitude, and even throughout different time zones which can create a network of friends. However, it is important to remember our safety online and that the relationships created online platforms are not necessary and cannot last long. In my reflection I would also like to underline that by this era of technologies we are lacking face to face contact which can have negative impact on our mental health. In face to face contact we are able to build our confidence and trust toward one another. Eye contact is one of the major methods that can create a sense of confidence. Overall it is important to mention that people often find it difficult to maintain eye contact the reason behind it is people feel less confident within themselves. Based on this fact it is always difficult for people to maintain their relationship that is fully on trust. In summery I would proudly say that eye to eye contact is one of my strongest points but on the weaker side I am lacking with confidence which I know it can be improved by speaking up during our class sessions and sending across my opinion. As an individual I deserve my own opinion and deserve to be heard. When I started my journey with the university my confidence in communication was very low. The frustration and resistance were occurring from English being my second language in time especially on this assignment I have realised I have been very harsh toward myself. The presentation we had to present went better than I could ever expected I had some fantastic feedback and I believe that will help me build my confidence for future assignments. 
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