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Effective communication is a two-way process listening and speaking, these are important effective communication skills. These will help you to avoid the barrier’s for effective communication, here are a few tips to help make communication effective.
· Be honest.
· Speak face to face when possible.
· Don’t talk over someone who is already speaking.
· Speak efficiently and clearly.

Always respect other people’s ideas and their cultured background, e.g. their 
religion or they may have a language barrier. It is important to listen to other people’s ideas, and to get any feedback on any ideas that you them that they may have. There is also nonverbal communication, which is visual this is communicated through body language, which includes facial expressions.
These can easily be misread especially when communicating with people from different cultures, where our gestures may be different to theirs. We also look at their posture, which can show self-confidence, fear or even anxiety. There is also physical communication, which is the use of touch by a handshake or even a pat on the back. Vocal communication can also be easily misunderstood, this is why it is important to think about what you are going to say and how you are going to say it. Having good communication skills is properly the most basic skill that you can have, we communicate everyday to each other family and friends. By having good communication skills in your workplace, this will help to build a strong relationship between yourself and your employees, swell as gaining their trust they gain yours in return. Below I have listed some reasons why it is important to have good communication in your workplace, with yourself and your employees this will help improve your business as well as your employees.

· Team building.
Team building within your company can be very satisfactory to yourself as well as your employees, you can both communicate and implement effective strategies, this will go a long way to build an effective team and in return this will improve moral and employee satisfaction.

· Give them a voice.
By doing this and letting them have their say and listening to what they have to say so things don’t build up, this will go along way for your employees and yourself.

· Innovation.

Let your team communicate openly with out having the fear of being ridiculed, by doing this they are more likely to bring new ideas to the company. Good team communication also helps, other team members that may be a little slower than the rest of the other team members .There may be certain things that they don’t understand, where as working with a team that has that good communication going, they can help the other members that are a little slower  and explain the work that has been set out in a way that they will understand, then you can carry on with the tasks or goals that have been set out to you. Once you have got that communication going within your team, your list of tasks and goals will become so much easier. By having this communication within your team each team member knows exactly what they are supposed to be doing, so each team member can reach their goals and tasks that have been set out for them and meet the deadlines of the company, This then in return leaves the manager to carry out their work and any issues that may need to be resolved such as taking orders from customers and making sure that they are satisfied with the service that we are providing .While you have got the communication within your team and you are happy with what they are doing and how they are helping the other team members, always try and keep the moral up just by giving a thankyou or even a pat on the back to say thank you for the hard work that you are all doing .There are other ways to show your appreciation to your team members ,by going for a few drinks or even some food .By doing this they can see how much that they are appreciated that then keeps the moral of the up, and they will  then in return try and give more to your company, things like this will pay off in the long run. Always remember that you may have some team members with different cultural backgrounds, so when giving praise to your team with a pat on their back, it make not be appreciated by them as it could be offensive to them, because of their cultural backgrounds so find other ways in which to say thankyou and how much you appreciate their hard work. By doing this they will see that you understand that their cultural background does not go unnoticed, and that you appreciate them just as much as the other members of your team.
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As you can see the graph below shows the communication cycle, and how it works underneath that I have explained what it means and how it works.
[bookmark: _GoBack][image: ]
(Shannon and Weaver, 1949)
Here I’m explaining the diagram above.
· SENDER.
This would be the person who is sending the message, they are also known as the communicator or the source of communications.
· ENCODER.
Is a machine that can be the transmitter of the message, it converts the message or the ideas that are sent from the sender to the receiver. People can also be the encoder they turn their messages or idea’s into words, or by writing things down to communicate with other people.
· CHANNEL.
There are a few different ways to channel information, we can do this face to face talking about the idea’s or message that you want to send. It goes from the sender to the receiver which is the person that you want to communicate with. You can also go via the internet or by using the telephone, by doing this you channel through electric cables.
· NOISE.
Having noise in the background while you are trying to communicate, via telephone or even through the web can be very distracting. You could make spelling mistakes or even misunderstand the person that you are communicating with because of the noise, always try and go into another room to keep the noise to a minimum.
· DECODER.
Decoding turns waves or digits into a format that the receiver can understand, this is done by the device that decodes the message. Even communication done without technology, messages may still need to be decoded, like secret coded messages that needs to be turned into written words.
· RECEIVER.
This is the end stage where the person finally gets the message, this person may be reading the email that you have sent them, or they could be the person that you are talking to on the telephone.
· FEEDBACK.
This occurs when you or the persons have received the message, which was sent to you or them. This is when the person or persons can give feedback on the message which has been sent to them. Feedback can also occur while communicating face to face, or via email.
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After completing the exercise in the online questionnaire, I found that my score on some questions are above average, and some or average. Below is a diagram of my results, showing me what I need to improve on.

As you can see in the graph above, my scores are above average.
Emotional Intelligence skills my score is 70% (Above Average).
This shows me how well I deal with other people’s emotions as well as my own, it also shows me that I’m suited to console people when they are experiencing problems of their own. As well as having a better relationship with others and having a more successful and satisfying career.
My listening skills are average 63%, which means that I have picked up some bad habits. I should now think about developing them further by consciously practising effective and active listening.
My verbal communications skills are average 64%, so here I need to work on my communication skills, with my voice saying the right things and saying them at the right time and think about how I’m going to say it.
My communicating in groups skills are average 66%, to improve myself I will need to participate more within my group lectures and pick up some helpful tips. It is important to be able to communicate within your group because this can be useful in many different areas of life, I can handle most group situations although I do get nervous in some situations.
So, based on the Interpersonal skills assessment my overall score is 66%.
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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?

	
Communicate more within my group sessions.



	very little as I speak when I’m spoken too.
	I’m lacking here with my confidence.
	By hopefully speaking more within my group sessions.

	Gain more knowledge in technology and experience using computers.
	Basic skills, which is a step up from my last one.
	Here I’m lacking experience and confidence.
	Attend all lectures and keep practising on my computer and attend course.

	I want to complete both above, with my technology, communication and confidence skills.
	Basic in technology, talk very little in my groups. 
	Here again I lack in confidence
	Attend courses and communicate more which will build up my confidence.



[bookmark: _Toc9181649]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?

	Knowledge of computers. 
	Attend all lectures and do computer course
	When able to use my computer with confidence.
	I would like this to be done within 6 to 8 months.
	Ask for help when needed and attend courses.

	Be able to stand up and talk in my group
	To achieve this, I will need the help of my group and lecturers
	When I’m able to stand up within my group and speak with confidence.
	Within 3 to 6 months.
	Friends and family, also attend all group sessions.

	Complete my university course.
	Attend all group sessions and pass my assignments.
	When all courses are completed.
	Three years’ time.
	Attend all group sessions, and the help of my lecturer.
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[bookmark: _Toc9181652]Skills You Need Communication Quiz

My total score 66%.
Listening skills 63% (average).
Emotional intelligence 70% (above average).
Verbal communication 64% (average).
Communicating in groups 66% (average).
This was accessed on the 24/04/20.



[bookmark: _Toc9181653]Mind Tools Communication Quiz

I scored 49% in the communication quiz.
This was accessed on the 24/04/20.
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