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The Shannon-Weaver Communication Cycle is a communication model which analyses how messages are sent and received. It was developed in 1948 by Claude Shannon and Warren Weaver. The model was designed to show effective communication between two people – a sender and receiver but it also discusses how the messages can be misinterpreted and mixed up in the cycle (Communication Theory, 2017).
The model begins with the sender, also known as the information source, as they have the information that they want to share to begin with. They begin the process as they must choose what message they would like to send, the person they would like to send the message to and also how they will send the message to the receiver (Drew, 2020). 
The encoder (also known as the transmitter) is the machine or person who changes the sender’s message into an understandable signal so that the receiver can understand what the sender’s message is. The message can be coded and communicated in different ways such as verbal communication through speech and written words or non-verbal communication such as body language (Mulder, 2017). 
The channel is the way the information gets to the receiver from the sender – it is also sometimes called the medium. There can be interference in this part of the communication cycle which can lead to miscommunications – this type of interference in the model of communication is referred to as noise (Mulder, 2017). There are two types of noise: internal and external. External noise is when something that is not in control of the sender or receiver changes the meaning of the message and causes misunderstanding. This happens through the channel or medium. Internal noise is when there is a mistake of the sender or receiver’s part. This may happen when they are encoding or decoding messages (Drew, 2020)
The messages then reach the decoder (or reception). Similarly, to the encoder, the decoder is a machine or person. But, in contrast, the decoder changes the message so that the receiver understands it. For example, if the decoder was a person, the person would use decoding to interpret the sender’s message into their thoughts so that they can understand it themselves (Mulder, 2017). 
The cycle ends with the receiver, which may also be known as the destination. The receiver is the person that the sender’s message must reach. The receiver may provide feedback according to the sender’s message (BusinessTopia, 2018).
 Feedback is sent when the receiver of the message responds to the sender. It is an important part of the communication cycle as this is when the receiver tells the sender whether they understood the message clearly without noise and also how well they understood the sender’s message (Drew, 2020). 
 
[bookmark: _Toc40895095]2.0 

[bookmark: _Toc40895096]Assessing Own Communication Skills 
 
In this section, the report writer will assess and discuss their own communication skills. The report writer will discuss how good their communication skills are – one-on-one, communicating in group situations and also their listening skills. In addition, the report writer will also discuss the type of communication they use most of the time. 
The report writer completed a self-assessment to see their preferred and most used communication style (See Communication Style Questionnaire in Appendix A). In this questionnaire, there are four types of communication styles: assertive, passive, passive aggressive and aggressive. 
According to the Communication Style Questionnaire, the report writer’s preferred communication style is assertive. Assertive communication is considered to be the most effective form of communication style. Assertive communicators are able to express their own ideas while also considering the needs of others – they aim for both sides to be content with a situation (Alvernia University, 2018). This indicates that the report writer has a good communication style and can communicate with others effectively. 
Although, the report writer also scored very high on the passive communication style which could suggest they also communicate passively sometimes. Passive communicators often stay quiet when conflict arises as they are most likely to avoid confrontational situations. Also, people with a passive communication style may often have a lack of eye contact or poor body language (Alvernia University, 2018). This could indicate that these are areas the report writer has to work on in order to improve their communication style when talking with others. 
Furthermore, the report writer also completed another self-assessment to see how good their communication and listening skills are (See SkillsYouNeed Communication Quiz in Appendix A). This quiz showed the report writer how good their verbal communication and listening skills are while also showing how they communicate in groups.  
For verbal communication, the report writer scored 59% which shows she has average verbal communication skills. People with ideal, above average communication skills can consider their choice of words carefully and use different words for different situations with the right tone of voice and pace (SkillsYouNeed, 2017). Although, average verbal communication skills means the report writer is able to communicate with a friendly tone and can get their point across with some time (Smith, 2017). These results suggest the report writer should take the time to think about what they are saying and how they are saying their ideas when talking in order to enhance the communication process (SkillsYouNeed, 2019). 
For communicating in groups, the report writer scored 51% which is average. People with above average group communication skills in groups are able to recognize other people’s concerns and ideas in an open exchange of ideas and feel confident in group situations (Simulab, 2018). Having 51% means the report writer can deal with group communication adequately but may get nervous when discussing their ideas with the other people in the group (SkillsYouNeed, 2019). The results of the SkillsYouNeed Communication Quiz suggests that in the next group situation, the report writer should watch other participants to pick up on ideas on what to do in group situations and also what to avoid doing (SkillsYouNeed, 2019). 
For listening skills, the report writer earned a score of 63% which shows they have average listening skills. People with ideal listening skills give the speakers their undivided attention and acknowledge the message they are trying to get across by using body language and gestures (which we have already discussed is something the report writer should improve on) and also providing feedback to the speakers when needed (MindTools, 2020). Although, the report writer has average listening skills which may suggest they have picked up on some bad listening habits and should focus on consciously practice effective and active listening (SkillsYouNeed, 2019). 
In addition, the report writer also completed another self-assessment for their communication skills (See MindTools Communication Quiz in Appendix A). In this questionnaire, the report writer scored a 38 which also shows the report writer has average communication skills. People who scored 56-75 points (above average communication skills) understand their role as a communicator when they send and receive messages and can choose the right channel to do so. Although, scoring a 38 means the report writer is a capable communicator but also may sometimes experience communication problems. The website suggests focusing on receiving messages effectively as much as sending them in order to improve the report writer’s ability to communicate (MindTools, 2019). For example, the report writer should also focus on giving feedback to the ideas they have received from the people they are talking to by improving their listening skills. 
In conclusion, completing various self-assessments on communication and listening skills and the report writer’s preferred communication style suggests that the report writer is able to communicate and listen well in certain situations but there are also a lot of areas to improve on such as communicating in groups, report writer’s body language and also giving feedback to other participants by improving their listening skills so they can enhance their communication process. 
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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?

	The report writer would like to become more confident when speaking and communicating in groups.



	The report writer is able to discuss and communicate within a smaller group that they may already be acquainted with. 
	The report writer often lacks confidence when talking to larger groups of people and can sometimes become reserved and nervous. 
	When discussing in groups, the report writer can look at other participants to see what they should do and also what things they should try and avoid doing. 
The report writer should also try and talk more with co-workers and their peers, so they begin to feel more comfortable and confident around them, making it easier to talk to them when in a group. 

	The report writer would like to improve their body language and maintain good eye contact when they are discussing and listening to ideas in groups in order.
	The report writer is usually able to maintain good eye contact when discussing with and listening to someone most of the time. 
	When discussing ideas, the report writer often remains still and does not include appropriate body language and hand gestures when they are talking with or listening to somebody.
	When in groups, the report writer can keep in mind certain hand gestures from other participants in the group and copy their body language when they are speaking and listening to their peers talk.
The report writer can also look online or read books on communication and body language and use those tips and ideas for the next time that they are speaking. 

	 The report writer would like to also focus on giving feedback to other participants ideas  by improving their listening skills in order to enhance the communication process. 
	The report can sometimes give feedback when the speaker has asked them to participate in the conversation.  
	The report writer does not actively give back feedback to speakers when is group discussions and only does so when asked.
	The report writer should reflect back and ask questions on what the speaker is saying by looking online or in books for certain phrases that they can use in most situations. 
The report writer should also respond appropriately to what the speaker is saying and should give their honest opinions by asserting their views respectfully but also making sure not to attack the speaker or put them down. 
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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?

	The report writer would like to become more confident when communicating in groups. 
	The report writer should watch other participants to understand what to do and what to avoid doing in group situations. 
The report writer should try and get to know more peers and co-workers so that they feel more familiar with them and can talk to them more easily. 
	After watching other participants and talking more with their peers, the report writer will feel more comfortable and confident in group situations – when the report writer becomes less and less nervous in those group situations, they will be successful in this goal. 
	December 2020
	The report writer would need to be in group situations more often in order to become used to the environment and feel comfortable. 
They also need their peers and co- workers to talk to. 

	The report writer would like to improve their body language and maintain better eye contact when they are discussing their ideas and listening in groups. 
	The report writer can pay attention and keep in mind certain hand gestures and other body languages that other participants in the group do and can use these themselves when they are talking about their ideas in  the group. 
	At the end of group discussions, the report writer can ask for feedback from their peers about their body language and see if they are improving and also if there are other things they need to work on. 
	December 2020. 
	The report writer would need their peers and the other participants in the group discussions so they can ask for feedback. 
The report writer would need access to online resources and books about communication and body language. 

	[bookmark: _GoBack]The report writer should aim to focus on giving better feedback to speakers by trying to improve their listening skills. 
	The report writer should ask more questions to the speaker and reflect on what they have said by using phrases that go with most situations. found online or in books.
The speaker should also give their honest opinions to the speaker about their ideas without putting the speaker’s views and opinions down. 
	The report writer can ask the speakers if their feedback was helpful and if there is anything they should try and improve on. 
	December 2020. 
	The report writer would need access to online resources and books so they can find phrases online. 
The report writer would also need to have more group discussions with their peers in order to give feedback to them. 
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Your total score is: 58%

Based on the answers you provided your interpersonal skills are about average — compared to other people. Although you
have a basic grasp of the key interpersonal skills, there is still a lot you can do to improve them further. Spend some time
practising and developing your interpersonal skills to enhance your relationships with others further.

Listening Skills
Your score: 63% (Average)

(You rated your listening skills as: Above Average)

Based on the answers you provided your listening skills are average. You may have picked up some bad listening habits or never
previously thought about the active processes involved in effective listening. Although your listening skills are OK, you should think
about developing them further by consciously practising effective and active listening.

See our pages: Listening Skills and Active Listening for more on developing listening skills.
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Emotional Intelligence
Your score: 60% (Average)

You achieved an average score for the emotional intelligence part of the assessment. Emotional intelligence is a measure of how well
you understand and deal with your emotions and the emotions of others. Developing a better awareness of emotions and
understanding why you and others behave in certain ways will enhance your interpersonal skills. It is worth taking some time to
understand and improve your emotional intelligence as it could be the most important aspect of personal development. Research
has shown that people with higher emotional intelligence enjoy more satisfying and successful careers and relationships.

See our pages: Emotional Intelligence and Counselling for more information.

Verbal Communication
Your score: 59% (Average)

(You rated your verbal communication skills as: Average)

Your verbal or spoken communication is average, most people fall into this category. As with all elements of interpersonal skills you

should aim to work on improving your ability to communicate effectively using your voice — saying the right things at the right times

to enhance the communication process. When you speak to others take time to think about what you are saying and how you are

saying it — remember that understanding is the goal of successful communication, how could you improve your message? E

See our pages: Verbal Communication and Effective Speaking for more information.

YOU .4}

. 1654
H R search for anything 14/05/2020





image5.png
& (1) DOCX File viewer | Microsoft - X | 1 Course: Effective Team Working = X | %! How Good Are Your Communica: X [ Interpersonal Skills Self-Assessm X = - X

<« C @ skillsyouneed.com/quiz/343479 ¥ &

Shop  GuestPosts  ContactUs . . -

PERSONAL INTERPERSONAL LEADERSHIP LEARNING PRESENTATION 5 NUMERACY PARENTING
SKILL SKILLS s SKILLS SKILLS SKILLS SKILLS

should aim to work on improving your ability to communicate effectively using your voice — saying the right things at the right times
to enhance the communication process. When you speak to others take time to think about what you are saying and how you are
saying it — remember that understanding is the goal of successful communication, how could you improve your message?

See our pages: Verbal Communication and Effective Speaking for more information.

Communicating in Groups
Your score: 51% (Average)

Based on the answers you provided you have average confidence levels when communicating in group situations. You are likely to
handle most group situations adequately, although you may well be nervous in some situations. Communicating effectively in
groups is an important part of your overall interpersonal skills and is useful in many different areas of life. Next time you’re in a
group situation watch the other participants to pick up some ideas of what you can do, and what you can avoid doing, to improve
your presence in group situations.

See our pages: Group Cohesiveness and Self-Esteem for more on developing your group working skills.

Thanks for taking the interpersonal skills self-assessment, we hope you have found it useful.

Further Reading from Skills You Need

16555
14/05/2020
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Allow Your Team to
Learn From Home

& K

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

E|

Help your people to
continue their learning at a
+ 6 When people talk to me, | try to see their o P . - time and a place which suits
145K perspectives. - - - - them. Find out about our
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15-35 You need to keep working on your communication skills. You are not expressing yourself clearly
and you may not be receiving messages correctly, either. The good news is that, by paying close
attention to the way in which you communicate, you can improve your effectiveness at work and
enjoy better working relationships with your colleagues! The rest of this article will direct you to
some great tools for improving your communication skills. (Read below to start.)

56-75 Excellent! You understand your role as a communicator, both when you send messages and
‘when you receive them. You anticipate problems, and you choose the right channel to
communicate. People respect you for your ability to communicate clearly and they appreciate
your listening skills. (Read below for more.)
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{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,

gree somewhat, 2 = disagree somewhat, and 1 = disagree strongly.

As with al questionnaires, the level of your honesty and self-awareness will impact on the
‘accuracy of the outcome...so, be truthful to yourself!

1.1 express my opinions in an honest and approprite manner. 3
2. 1can get angry and et this show. 2

3. 1find e diffcut o 52y o', 3

4. 1f1donotagree with a task that my boss has given me, I find  way ofdragging my
feetont. 2

el comfortable inasking for help from someone i they know more than me. &
1 feel gty f leave on time for 2 vald reason and other peale are stllworking. 3
I can be sarcastic. 2

1 think my way of doing things is better than other people’s. 2

If someone takes advantage of me, | find 2 vay o evering the score. 1

10, 1feel 1 have arght to say 1o to other people’s reauests and to negotiate a compromise. 3

11, 1f1amin a large meeting, 1 find I do notspeak up. 4

12. 1 lke to be in control of 2 situation. 2

13. 1 stare people down. 1

14. 1 make good eye contact with other peple. 3

15. 11 am unsure about  task that | have been given, | find it uncomfortable to ask for help. 2

16. 1talk about other people behing ther backs. 2

17. When | have to deal with someone in authoriy, 1 find it ifiult to look them diretly in the
e 2

18, 1am 2 good listener and equally other people listen to what | have tosay. 3

19. Rather than confronting someane about an isue, 1 would rather gve them the cold shoulder

or drop hints to other people that | am not hapy. 2

20 1am not afraid to be direct with someone, evenif they think | am being rude. 2
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To assess your preferred communication style, transfer the scores you have given to each statement

to the boxes below.

Styles

Subtitle

Self-Assessment: Results

Then total each column downwards.

Look at the column where your score s the highest.

This is the communication style you use most of the time.

Subtle Em...

Emphasis

a @ @ @
3 3 2 2

as s Y as

a 3 2 2

an an @ an

3 a 1 2

an ass a6 ass

3 2 2 1

s an a an

3 2 2 2

Total 16 Total 14 Total 9 Total 9
Assertve Passive Passive Aggressive | Aggressive
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