

[image: Description: :::::::Desktop:In progress desktop:TRINITY SAINT DAVID:logo:TSD_logo2010.jpg]
Skills for the Workplace
Module Assignment Submission 

	Student Name:
	Natalie Griffiths 

	Student Number:
	2115124

	Module No:
	BMSK4002

	Module Title:
	Effective Team Working and Communication 
Part 2



Statement of Confirmation of Authenticity
By the act of making this submission, the student declares that this is the work of the student named above. The work has not, in whole or in part, been knowingly presented elsewhere for assessment, or where assessment has been built on a previous assessment, this has been identified. Where materials have been used from other sources it has been properly acknowledged. If this statement is untrue, the student acknowledges that an assessment offence has been committed.
Attention is drawn to the plagiarism and unfair practice policies of both the University and of ILM.




Contents
Part 2 Communication	3
1.0	3
Communication Cycle	3-5
Assessing Own Communication Skills	5-6
Gap analysis…………………………………………………………………………………………………………………………………..6
PDP	7
References	8
Appendix A	9
Skills You Need Communication Quiz	9
Mind Tools Communication Quiz	10
15 Statements to Answer	11-13



[bookmark: _Toc104065436]Part 2 Communication
[bookmark: _Toc104065437]1.0

[bookmark: _Toc104065438]Communication Cycle
A communication cycle is a process by which a message is created by one individual and sent to the correct recipient through a selected channel, understanding the intentions behind the information. The models of communication are usually split into 3 categories-
Linear models- concentrates on one way communication only.
Interactive models – concentrates on two-way communication.
Transactional models- looks at two way conversation where the message gets more complex.
	
There are many different ways to communicate including -
written communication – is a written message between two or more people, it is known to be more formal than other communications enabling it to be used for long distance communication. Written communication can include email, letters faxes, memos etc.   
visual communication-can be an easier way to illustrate a message using mind maps, pictures, presentations, tv, images and screenshots. It can save time using an image instead of pages of writing and is a good use to people that have difficulty in reading.
verbal communication- is an effective way of communicating where both the message sender and receiver are available during communication allowing immediate feedback. It can also help express emotions into words. 
Non-verbal communication – can act as a barrier to communication as the receiver/sender may not understand what is being communicated leading to getting the wrong message. There are many skills that explain information without the use of spoken or written communication. waving, eye contact, sign language, smiling, handshakes, body language and braille are all examples of non-verbal communication. 
I have researched a few communication cycles myself to gain a better understanding of how they are used and for what purpose they are used. The models I used were -
The Berlos’s SMCR (sender, message, channel, receiver)model 
Shannon and weaver model of communication
The Berlos’s SMCR model describes the different components of basic communication skills. It’s  made up of four different components – sender, message, channel, and receiver. This cycle emphasises the coding and decoding of the message and can be used for more efficient communication. 
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("BERLO’S SMCR MODEL OF COMMUNICATION", 2022)


The Shannon and weaver model of communication is known to explain how messages can be misinterpreted while in the process of sending and receiving. It shows how communication works in seven  different steps- 
Sender/ information source – this is a person who produces a message 
Encoder/transmitter - encodes the message to signals 
Channel –signals are adapted for transmission.  
Decoder- reconstructs the message from the signal.  
Receiver – the person that receives the message and gives feedback to the message 
Noise – Distracts external barriers for example background noise, people, car beeping to enable the receiver can get the correct message. there are two types of noise 

Internal noise-  is when a sender makes a mistake encoding a message or a receiver makes a mistake decoding the message.
external noise- happens when something external (not in the control of sender or receiver) impedes the message.

[image: ] ("Shannon and Weaver Model of Communication", 2022)
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To help me assess my own communication skills I sent out a skills questionnaire to my staff members and from the findings I have learned I can communicate confidently on a satisfactory level face-to-face most of the time but I tend to talk to fast, my concentration levels are low so I forget what have been said,  get very easily distracted from what I’m trying to communicate and don’t get straight to the point.. Also, I tend to pick up on the negatives and take things personally. Body language comes across as friendly, open, and honest with good eye contact.  
when it comes to written communication I lack experience in my writing skills with spelling, grammar, and punctuation. Which misreads the way I am trying to communicate and unable to get the message across in the right context.
From the results I’ve concluded I need to focus on my concentration skills, get straight to the point, talk slower, listen to what’s being said, write things down not to forget and most of all  to better my writing skills to enable me to communicate in writing that can be understood, come across the way it should and not aggressive. 
I also undertook A mind tools communication quiz and scored 41 meaning- 
“You're a capable communicator, but you sometimes experience communication problems. Take the time to think about your approach to communication, and focus on receiving messages effectively, as much as sending them. This will help to improve your ability to communicate.”
 ("How Good Are Your Communication Skills?: – Speaking, Listening, Writing, and Reading Effectively", 2022)
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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?

	Enable myself to communicate more effectively and process information. 




	Take things the wrong way before listening. write things down to remember and process. 
	speaking before thinking and saying the wrong things. Leading to upsetting people and conflict. The speed I try to communicate. 
	Listen to what people say appropriately. Think about my response before answering and choose my words wisely. 

	Improve my non-verbal communication 
	Keep good eye contact, use open body language, allow people space.  
	Understand how people express themselves with non-verbal communication (facial expressions, eye contact,  and body langue) 
	Appear approachable, use open body language not closed, like crossing arms Control facial expressions. control my emotions and stress. 

	Respond at a reasonable time, in a suitable manner.
	Respond but too late 
	Time, being “blunt” that comes across as rude.
	Set time aside to respond in busy day-to-day life. 

	Lower my tone of voice so I don’t sound like I’m aggressive and shouting. 
	Notice that I’m very loud and sound like I’m shouting. 
	Don’t realise how loud I am or my tone of voice. 
	Lower my tone of voice and speak slower. 
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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?

	Improve written skills. Punctuation, grammar and spelling. 
	Pay more attention to what I’m writing. Have better grammar and spelling.
	Ask for feedback.
Have more confidence. 
	ASAP short term goal 
	Double Check
written work after completing before sending. Get a second person to check over documents.  use a spell check on laptop. 

	Understand nonverbal communion skills. 
	Look at people’s body language, make eye contact, be patient. 
	Ask for feedback, think about my own body language and the way I present  myself. 
	ASAP short term goal that will change how I act long term 
	Courses, watch podcasts, ask for feedback.
Pay attention to everything going on around me.

	Focus on concertation skills 
	Write things down not to forget.
don’t let my mind wonder.
Stay calm 
Listen carefully and take it onboard. 
	Understand myself, 
	Short term goal 
	Carry a diary to have at hand. Take time out when feeling stressed. 






[bookmark: _Toc104065443]
References 
BERLO’S SMCR MODEL OF COMMUNICATION. Communication Theory. (2022). Retrieved 25 April 2022, from https://www.communicationtheory.org/berlos-smcr-model-of-communication/.
Shannon and Weaver Model of Communication. Communication Theory. (2022). Retrieved 25 April 2022, from https://www.communicationtheory.org/shannon-and-weaver-model-of-communication/.
MindTools (2019) How good are your communication skills? [online] Available at:  Retrieved 25 April 2022, from https://www.mindtools.com/pages/article/newCS_99.htm

[bookmark: _Toc104065444]













Appendix A
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Communication skills questionnaire 
( Staff member SJ)
Are my communication skills clear to understand? 
Most of the time 

Do you think I can improve my communication skills? If so, how?
Yes you can improve by gaining confidence in your writing ability. confident in verbal communication but lake experience with communicating via email, or written communication such as grammar and punctuation and being able to get the message across in the right context. 

How does my body language come across when communicating? 
Open honest and approachable.

What is the best form of communication? i.e., email, face-to-face, phone or over the phone? 
Face to face. email straight to the point.

Do I address what you are saying? 
Parts of it but tend to pick up on the negatives and take things personally. Concentration levels are low and easily distracted from the root of the problem. Fixate on a single aspect of a conversation. 

Communication skills questionnaire
(Staff member TL)

Are my communication skills clear to understand? 
No, you talk too fast and do not take a break when speaking. Do not get point across and over talkative.

Do you think I can improve my communication skills? If so, how?
You communicate well with speaking but do go off track and do not finish what you’re talking about. Finish one sentence before going off track.

How does my body language come across when communicating?
Friendly, sometimes too dramatic.
What is the best form of communication? i.e., email, face-to-face, phone or over the phone? 
 Email straight to the point.

Do I address what you are saying? 
Take things in but if not written down its forgotten about and not addressed. 
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	1I try to anticipate and predict 
possible causes of confusion, and I deal with them up front.
	
	
	
	
	

	2When I write a memo, email, or other document, I give all of the background information and detail I can to make sure that my message is understood.
	
	
	
	
	

	3If I don't understand something, I tend to keep this to myself and figure it out later.
	
	
	
	
	

	4I'm surprised to find that people haven't understood what I've said.
	
	
	
	
	

	5I can tend to say what I think, without worrying about how the other person perceives it. I assume that we'll be able to work it out later.
	
	
	
	
	

	6When people talk to me, I try to see their perspectives.
	
	
	
	
	

	7I use email to communicate complex issues with people. It's quick and efficient.
	
	
	
	
	

	8When I finish writing a report, memo, or email, I scan it quickly for typos and so forth, and then send it off right away.
	
	
	
	
	

	9When talking to people, I pay attention to their body language.
	
	
	
	
	

	10I use diagrams and charts to help express my ideas.
	
	
	
	
	

	11Before I communicate, I think about what the person needs to know, and how best to convey it.
	
	
	
	
	

	12When someone's talking to me, I think about what I'm going to say next to make sure I get my point across correctly.
	
	
	
	
	

	13Before I send a message, I think about the best way to communicate it (in person, over the phone, in a newsletter, via memo, and so on).
	
	
	
	
	

	14I try to help people understand the underlying concepts behind the point I am discussing. This reduces misconceptions and increases understanding.
	
	
	
	
	

	15I consider cultural barriers when planning my communications.
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