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What is a communication cycle? There are normally 4 parts to a communication cycle. You have the sender, message, receiver, feedback then back to the sender and so on. You can have different channels of communication and they tend to be Verbal, telephone, voicemail, e-mail, online, letters and media. You have lots of different Model of communication and here are a few. 
1.The Shannon and Weaver Model.
‘This model is specially designed to develop the effective communication between sender and receiver. Also, they find factors which affecting the communication process called “Noise”. At first the model was developed to improve the technical communication. Later it’s widely applied in the field of Communication.’
("Shannon and Weaver Model of Communication", 2022)
[image: ]
(Shannon and Weaver, 1949)
2. Berlo’s model of communication.
‘Berlo’s SMCR Model of Communication (1960) describes the different components that form the basic process of communication. Because this communication tool also emphasises the coding and decoding of the message, it can be used for more efficient communication’
 ("Berlo's SMCR Model of Communication", 2022)
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3. Schramm’s Model of communication 1954
‘This model uses a traditional way to explain communication flow. It implies that communication is a two-way street, with the message moving back and forth between sender and recipient. It is based on the idea that both the sender and the receiver should comprehend the message.’
("Schramm Model of Communication - Definition, Limitations and Examples - Digiaide.com", 2022)
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There are a lot of similarity with the different models of communications I have researched, but they all have the same structure and outcome. Looking at these has made me look at myself and how I communication as a manager and now I am going assess my own communication. 
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Now I am going to look at the importance of Verbal communication and Non-verbal communication and levels of formality.
There are 3 elements to communication. They are:
1. Vocal – The Voice
2. Visual – The Look
3. Verbal – The Words
You also have different forms of communication, some of them are:
1. Face to face
2. Phone
3. Written
4. Email/ electoinc
5. Emojis 
You don’t always need words for communication.
Albert Merabian created a rule of communication called “7-38-55”. 
Summary by The World of Work Project says ‘Albert Mehrabian’s 7-38-55 Communication model says that 7% of the meaning of feelings and attitudes takes place through the words we use in spoken communications, while 38% takes place through tone and voice and the remaining 55% of communication of these factors take place through the body language we use (specifically our facial expressions).’ ("Mehrabian's 7-38-55 Communication Model: It's More Than Words - The World of Work Project", 2022)
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I was shown a picture of a hippo with a line going across the top of it body and it was showing me that above the line was the communication that we can so body language, facial expressions, tone of voice etc. Then below the line was how what we see comes about and that is through thoughts, motives, attitudes, feelings, emotions, and values. You must remember that you don’t know everyone’s baggage or what they are really going through in their private life. 
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‘The process of communication has multiple barriers. The intended communique will often be disturbed and distorted leading to a condition of misunderstanding and failure of communication. ("Barriers of Communication: Types of Barriers to Effective Communication", 2022)’ 
Here is a list of most of the barriers you could have in communication:
· Deaf/ Blind     
· Having a lisp
· Can’t read
· Linguistic/ language barrier 
· Accent 
· Stutter
· Environment 
· Psychological 
· Not knowing content 
· Personal traumas 
· The choice of words or language which a sender uses
· Nonverbal forms of communication- miserable body language, tone etc.
· Ignoring non-verbal language
· Selective hearing
· Hesitation to be candid
· Distrust 
· Value judgment 
· Power struggles
· Stereotyping
· Guilts
· Culturing 
The list really does go on and on, so therefore it is important to always listen to the two other person in any way they are trying to communicate with you. There are 5 different levels of listening and they are:


5. Empathetic                                                           
4. Active
3.Selective
2.Pretend
1.Ignore 

To help you make sure that you are listening to you should concertante on what’s being said and encourage the flow of the conversation. If you are unsure pause before you respond so you can take in what’s being said or not being said. Test your understanding and avoid interrupting the person and putting them off the message they are trying to put across to you. So, you can make sure it’s a two way communication you can ask questions, treat people as people and keep interested in what they are saying. It clearly helps with a two conversation if you both speak the same language to. 
You can have different forms of communication and they are 
1. Sight
2. Sound
3. Smell
4. Touch
5. Taste. 
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After researching writing about all aspects of communication I am now going to assess my own communication skills and I’m going to do this by asking two of my employees questions about how I communicate. 
Employee 1
1. How do I communicate? By taking, phone or text
2. Do you understand me? Yes
3. Is the information I give you clear? Yes
4. Am I approachable when you have concerns? Yes
5. Do I spend enough time explaining myself? Yes 
Employee 2
1. How do I communicate? By taking, phone or text
2.Do you understand me? Yes, you talk fast sometimes 
3.Is the information I give you clear? Yes
4.Am I approachable when you have concerns? Yes very
5.Do I spend enough time explaining myself? Yes, too much sometimes 

This shows me that my employee’s think I am good communicator with the information that I give them. They feel like they can approach me anytime with any concerns and I explain myself well. 












[bookmark: _Toc99311857]

Gap Analysis

	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?

	
Written work 




	 I can do most of the account when working with my account 
	I am lacking confidence doing the accounts on my own
	Listen and learn from my account. 

	Giving presentation 
	 I can make a presentation but speaking clearly, I don’t do
	I am lacking reading big words due to my dyslexia and speaking too fast
	By reading over my work more and taking time on words I struggle with

	Having confidence with challenging conversations and knowledge based around being a manager.
	I can talk to my employees about knowledge I do know
	I need to build on more knowledge on how to be a better manager and a confidence when I must tell people they are doing wrong
	I need to believe in myself more and always have my company in my best interested. 
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PDP

	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?

	Preparing my written accounts 
	I need to ask my accountant for more information, need books and online research
	When I have all my information, I will be able to do my accounts by myself
	As soon as I can
	My accountant 

	Feel more confident doing presentations 
	Practice my presentations 
	When I can stand Infront of people, speak clear to everyone and not mess any words up
	By my next presentation 
	Ill need my laptop and time to practice 

	Challenging convos, building confident and knowagle base around being a manager. 
	I need to do research to build my research on my knowledge to be being a manger and have all information I need to have a challenging conversating with someone 
	When I don’t feel nervous telling someone, they have done wrong, because I will have all my knowledge behind me and be a more of a confident manager 
	As soon as I can 
	I will need myself and to believe in myself also books and online research
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