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Introduction 
In this assignment I will be talking about communication and the different types of communications. I will then go on to show some communication cycles and elaborate how they are relevant to effective communication. I will mention the types of styles in communication and the barriers, a PDP will be included along with an action plan and gap analysis. 
What is communication? 
Communication is the procedure of verbal or non-verbal messages being sent and received. Communication could be done through orally speaking, sign language, gestures, facial expressions, body language, tone etc. The type of communication being used can depend on who you are speaking to and what type of relationship you have with that person.  Sometimes communication can be misunderstood depending on how accurately a person is communicating and whether a person understands you, for example, sign language is non- verbal communication, and it is not understood by everyone, therefore the signs could be misunderstood by those who do not understand it. 
Below is a communication cycle (Shannon and Weever, 1949), which shows the process of how communication is sent and received. I will also explain why this model is relevant to effective communication. The stages are sender, encoder, channel, noise, decoder, and receiver.
Sender: this is the person who comes up with a piece of information, they think of the information and who to send it to. This could be done verbally or on-verbally. 
Encoder: an encoder turns the concept into a message. It is encoded face to face, through mobile phone, text messages, emails, or sign language to communicate with another person.
Channel: the channel is the transportation that moves the information to the decoder. In a non-verbal way we could send information from channel to decoder by using the internet, verbally when we speak, we would be using sound waves that carries the information as a channel does not exist here.  
Noise: noise is the stage where it distracts the receiver from receiving a message. The message is blocked out from the noise which can cause the receiver to misunderstand the information. For example, when a person is speaking to another person and the mobile phone rings, the person trying to listen would struggle to receive the message as they are unable to hear what is being said. 
Decoder: this is the process where the message is transformed into a clarified meaning. 
Receiver: the person receives the message, for example in person, through the phone or text message. 
Feedback: feedback is when a response is given back to the person who sent a message, this would be the called the ‘sender’. They get back to the sender to show they received the message, and it also shows that they have interest in the sender’s message. We can give feedback in various ways such as verbally and non-verbally.
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In 1949, Shannon and Weaver created a communication model to show the process of communication being sent and received. Shannon was a mathematician and Weaver was a scientist. Their communication cycle has grown very fast as it is the most popular models of communication out there.
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(Shannon and Weaver, 1949)

Why is the Shannon and Weaver (1949) communication cycle relevant for effective communication?
The Shannon-weevers model of communication (1949) is relevant to effective communication because it is a broken-down way of showing how communication happens verbally and non-verbally. The model all forms of communication including technological communication. It also shows how we can control or prevent some of the carriers to communication such as noise, by looking at the model we can plan how to prevent noise from being a barrier. For example, booking a quiet room for an important meeting. 

Communication barriers
During communication there can be a lot of barriers that come in the way and cause problems for receiving a message. The barriers to communication are:
· Sound
· Language
· Physiological barriers (physical barriers e.g., no teeth, speech disorders)
· Psychological- (mental health, anger)
· Personal barriers- (being shy, where you are located or how far you live)
· Defensiveness
· Unreliable Wi-Fi
· Age
· Cultural barriers
Sometimes we cannot control barriers to communication and in some cases we can. For example, noise, we can control this by communicating in quiet areas or in a place where there are less people. Also, barriers like language we can control as we may involve translators to help us understand what is being said. However, there could be two sides to it as sometimes translators are not always available and so it would be difficult to overcome this barrier.
Effective listening 
Effective listening plays a big part in communication. Listening lets a conversation flow smoothly and continues a conversation, it increases the effectiveness of a conversation. To get people to listen, a person must ensure what they are saying is respectful, interesting and is speaking to others at the right time. If you catch a person at the wrong time, they could be in a rush or may not have enough time to listen to you, and so this could be an important point when it comes to listening. Without listening, a conversation will not go on and could also cause the person speaking to feel upset or not important if they think they are not being heard. Speaking clearly can help others listen to you properly, therefore, to ensure effective listening you need to speak at an appropriate volume, not too loud and not too quietly. Asking questions and answering questions is a way of showing effective listening, it is a way of connecting with each other and showing you understand what is being said.  Also, when you are listening to someone showing some facial expressions or gestures could help the person speaking know that you are listening. 
Here are some of the types of listeners that exist:
Detached- this type of person usually does not look interested in what is being said, they do not make like to make eye contact and is normally distracted when they should be listening.
Passive- this type of person likes to show that they are listening but really, they are not. They do not keep constant eye contact and seems lost in their own world.

Involved- this type of person shows eye contact most of the time and shows some interest. They like to be engaged and shows others a little bit of attention.
Active- this type of person is always on the look out and is always aware of what is being said. They like to keep good eye contact and always contributes. 
Sometimes it could be hard to be an active listener depending on the topic. When topics are not as interesting as others, people usually seem to get distracted and does not focus hat is being said.
Effective communication in teamwork
Effective communication in a team is essential as team members need to connect and speak about how they can reach their desired goal, one member of the team cannot do this alone, instead they need to do this involving everyone. Communication in a team causes a team to finish their tasks and reach their goals rapidly. Teams that do not communicate effectively is more likely to do the tasks wrong and would be wasting time. For communication to improve within the team, activities can be made which causes team members to get to know each other. Being familiar with the members helps them find it easier to communicate with each other. During problem solving, communication is key as it the way of finding solutions to problems. Working together and explaining things to each other helps each other know what is happening and how they can move forward. At time communication could be affected by disagreements or fights within members of a team which is why it is always a good idea for every team to have a person to help solve issues between team members
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I am currently working at a care home with dementia residence and as a carer it is vital for me to have good communication skills. These skills involve being able to communicate with my manager, staff and the residents using verbal and non-verbal communication. In my opinion I believe my communication skills are good in terms of speaking to people, writing and always keeping a sensible tone. Having good communication as a carer makes residents feel important and appreciated. It makes them feel as if they have an input in their care and that their opinions matter. As for staff, communication makes the job much easier as staff work together as a team and would have excellent productivity. With communication, staff and managers would understand their roles and responsibility in the workplace. Therefore, in the care home I like to demonstrate effective communication as it makes my job easier for myself and others, but most importantly for the elderly residents. 
When applying for a job communication skill are essential, employers would not hire new staff who show that they do not have the companies desired level of communication skills. Employers can spot these during interviews, they would look at the way they verbally speak such as whether they can speak a certain language or not and the way they communicate non-verbally for instance body language, gestures, and facial expressions etc.


Below I will submit a SWOT analysis to show the strengths, weaknesses, opportunities, and threats that could occur:
SWOT Analysis
	Strengths

· Good communication skills
· Showing others that they can approach me and communicate with me by showing open body language
	Weaknesses

· Unable to speak multiple languages
· Unable to communicate in some non-verbal ways such as sign language

	Opportunities

· Being trained on how to expand on knowledge of communication skills 
· Attending meetings/classes on communication
	Threats 

· When your communication levels deteriorate and has an effect on your job  
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Below is a GAP analysis to show what I want to do, what my current position is and how I would like to fix this/reach my goals:
	Objective

	Current Position

	Action


	What do I want to do?

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

	Speak clearly without mumbling





	I try to plan what I want to say
	I need to take my time speaking and say each sentence clearly

	Speak slowly so everyone can understand me 
	I try to understand that not everyone will understand me if I speak fast, and information will be missed
	I can fix this by not rushing and I could put what I want to say into bullet pints as it will slow my speech down. 

	Be more active in listening 
	I try to show other that I am listening by asking questions and trying to answer questions
	I need to make eye contact and ask for clarification if I do not understand what the speaker is saying. I should show facial expressions to show that I am listening.
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	Objectives
	Tasks
	Time Frame
	Resources

	List your Goals
	What do you need to do to achieve these goals?
	When do they need to be done by?
	Who or what do you need to help you?

	Show more confidence 
	I need to make myself stand out more
	This needs to be done as soon as possible
	I need to include all communication skills to be successful in this area

	Non-verbal communication
	 I need to ensure that I use body language, facial expressions, gestures, eye contact to engage with audience 
	This needs to be done as soon as possible, especially during presentations or teamwork
	I need an audience to watch me so I can practice and improve

	Reduce hesitation/pauses
	I need to ensure that I stay calm and not overthink too much. I would also need to break down each point so it would be easier for me to understand and talk about a topic
	This needs to be done as soon as possible as hesitation and pauses can cause a distraction to a conversation 
	I need a clam audience who shows support and is patient. 
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Appendix A

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 specifies 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. 3  
2. I can get angry and let this show. 2 
3. I find it difficult to say ‘no’. 3 
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. 3 
5. I feel comfortable in asking for help from someone if they know more than me. 4 
6. I feel guilty if I leave on time for a valid reason and other people are still working. 2 
7. I can be sarcastic. 2 
8. I think my way of doing things is better than other people’s. 3 
9. If someone takes advantage of me, I find a way of evening the score. 3 
10. I feel I have a right to say no to other people’s requests and to negotiate a compromise. 3 
11. If I am in a large meeting, I find I do not speak up. 2 
12. I like to be in control of a situation. 3 
13. I stare people down. 1 
14. I make good eye contact with other people. 4 
15. If I am unsure about a task that I have been given, I find it uncomfortable to ask for help. 1 
16. I talk about other people behind their backs. 2 
17. When I must deal with someone in authority, I find it difficult to look them directly in the eye. 2 
18. I am a good listener and equally other people listen to what I have to say. 4 
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. 2 
20. I am not afraid to be direct with someone, even if they think I am being rude. 3 
 
 
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 
 
3 
	Q3 
 
3 
	Q4 
 
3 
	Q2 
 
2 

	Q5 
 
4 
	Q6 
 
 
2 
	Q7 
 
2 
	Q8 
 
3 

	Q10 
 
3 
	Q11 
 
2 
	Q9 
 
3 
	Q12 
 
3 

	Q14 
 
4 
	Q15 
 
1 
	 
Q16 
 
2 
	Q13 
 
1 

	Q18 
 
4 
	Q17 
 
2 
	Q19 
 
2 
	Q20 
 
3 

	 
Total: 18 
 
 
	 
Total: 10 
	 
Total: 12 
	 
Total: 12 

	 
Assertive 
 
	 
Passive 
	 
Passive Aggressive 
	 
Aggressive 
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