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Introduction
In this assignment I will look at how effective communication is in the workplace and society. I will look at the factors that could affect communication. I will also look at my own workplace and assess its use of communication. I will finish off by assessing and evaluating my own use of communication. I used a Gap analysis and development plans to show how I can overcome any obstacles I may face when looking at communication. 

Part 2 Communication

Communication is a necessary vital element of society. People have to interact daily whether in a workplace or with friends and family. It is essential people are able to convey messages and understand each other. Being able to communicate clearly and effectively is perhaps the most important of all life skills. 
It is what enables us to pass information on to other people and to understand what is said to us. Effective communication is an important element of success for every organisation, leader, Manager, supervisor, and employee (Mcintosh et al,2008).     


Communication Cycle


A communication cycle is a mechanism in which one person sends a message and it moves via a resistance chain. So, this basically involves the conveying and receiving of messages between two individuals or entities in an easy-to-understand format. Message is the information that the sender wishes to convey. Encoding is how the sender chooses to bring the message into a form appropriate for sending. Channel is the means by which the message is sent. Talking and listening are all different methods of communication. 
Communication is the act of conveying information for the purpose of creating a shared understanding; it's something that humans do every day. Communication is the activity of transmitting information through the exchange of thoughts, messages, or information, as by speech, visuals, signals, writing or behaviour(Velentzas & Broni 2014.)      






(Shannon and Weaver, 1949)
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The shannon and weaver model of communication in the presence of statistical and mathematical theory argues the communication of a human being can be broken now into six key factors of the sender, encoder, channel, noise, decoder, and receiver. 
The Center of origin is the message with the source of the desired signal and it reaches the encoder who transmits and converts the message into a signal. The decoder should have a reception that places the signal and converts it into a message which is the reverse process for an encoder. 
A receiver is said to be the destination of the message from the sender who receives the message that has been sent. Finally, the noise is the message that has been transferred in any form of language or decoded message that may be affected by physical noises of the communication flow (Alsharo and Ramirez,2017).  Generally, the channel is said to be a path by which the message is always transferred between the sender and the receiver. 




Factors Affecting Effective Teamwork

According to rice university web services, a team is driven by a common goal. In order to have an effective team the team need to know what the goal is and understand how to achieve it. Putting goals in writing can allow the team to see and understand any objectives set out for them (George N, 2017).

This allows teams to preform efficiently and embrace requirements set out it allows teams to positively understand what is expected from them and allows them to work effectively A team will also perform well when there are compensated for their efforts if a team is rewarded fairly on their efforts, it can make them feel appreciated and lead to maximum productivity. There are 3 crucial things to make a good team.

Listening is an important role. Because in a team a good speaker has to be a good listener and then should know how to communicate more effectively with the team and notice the important points and convey their important points to the team communicating with all of them. This doesn't mean asking a lot of unnecessary questions and bombarding them with useful features of information. It means that you have to be someone who can explain the concept and it is capable of listening and engaging with sensible thoughts while making sure that they do not make the other team members feel insignificant (Hart and Vroman, 2017).         


Good communication is also a crucial factor it is one of the most important part of effective teamwork it would involve updating each team member and never assuming that everyone has the same information. Also encourage interaction between staff outside of work to develop better relationships not just professionally but personally this can help further bonds which will in turn increase communication and trust between team members. 
Respect also becomes one of the key factors as it helps the team to work together and the results to be more fruitful. Everyone also has a different opinion, but the most effective way is to compromise and learn to finish your commitment towards any purpose or task as fast as possible and if It needs the effects nay be also compromise with such matter. Being a critical thinker is also a willingly decrease in the overall morale of the team and a commitment should not be compromised by any individual to lead any person into mistress for the company (Presbitero, 2021). 
Managers should also arrange regular meetings and one to ones to keep a team updated on new information and to offer any additional training that may be required. These are type of tools needed for a team to work effectively and confidentially. 

Dealing with conflict within a team at it arises will ensure the most effective solution. Conflict tends to throw a team off and can damage team members relationships and trust it can throw a spanner in the works and cause goals and objectives to fail. By knowing your staff and keeping up to date with any issues immediately, a team can remain effective at all times. 

2.0

Assessing Own Communication Skills

I currently work within a civil service role I have to always be ready to adapt to any new processes and online filling on new forms I am expected to deliver at pace by answering calls within a set timeframe and I am responsible for keeping the service level to a minimum of 90%. I always embrace change positively with my job role changing on a regular bases I have to deal with high peaks of workload with extra busy peaks when companies are filing with deadlines and I have to remain professional and deliver the same level of customer service whilst speaking to solicitor's, accounts and general memebers of the public giving the same services and adapting myself to all types of customers using my own initiative. I volunteer for extra projects and liase with different departments daily and I work smoothly but efficiently and build rapport with other team members I process payments and deal with confidential data.    
 







I manage to achieve my goals by having regular training via teams with our inhouse trainer I have a monthly one to one meeting with my manager and I am monitored and given feedback on a monthly basis. I also have a survey after each phone call where I put my customer through to leave a review on the service they have received. 

We also have a recognition scheme in place which offers rewards and shopping vouchers based on the staff achieving an exceptional service. This is drawn out of a hat each month to determine who is successful. Although this Is a good way of rewarding team members on their efforts it seems a bit unfair as the level of reward is random, so it is often down to chance.

I am also aware I talk more than I listen which can often lead to me missing the point that other people are trying to make or relay the conversation incorrectly because I am not listening properly. To overcome this, I could actively try to listen and keep my mind from wandering also learn to be more patient and don’t interrupt and try to keep an open mind. 

I also find I can sometimes speak quickly and jam words together. This can be caused by nervousness and anxiety and can result in a jumbled speech this was made clear when I had to deliver my presentation, I found I was very nervous which made me feel my delivery was very rushed and I did not pause of pace myself in a manner that would allow for a clear concise presentation. 

I had feedback on my presentation. My audience noticed that I was confident and well spoken. However, they did note that my pace was rushed. My audience could not take in the information because I was rushing, due to anxiety. In the future, I could do some mindfulness prior to my presentation to ensure that I am relaxed and calm when presenting. I could also pause and take a moment between each slides, instead of rushing. 
Below is a development plan that addresses these struggles:



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?

	I want to learn how to actively listen. 






	I can listen for short periods of time.

	I am lacking the skills to be an active listener.

	Listen to podcasts
Be attentive but relaxed.
Let people complete their sentence and repeat and clarify it back to them.

	Not rush and speak so quickly.

	Fast talker

	I am lacking good communication

	Think before I speak.
Build pauses in formal communication.
Ask for reminders and explain I am a fast talker feel free to slow me down.


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?

	Learn to Listen.

	Within 3 months.

	By getting regular feedback through work colleagues.

	1st September 2021.

	Podcasts.
Mindfulness listening.
Regular feedback.


	Communicate Effectively speak slower.

	Within 1 month.

	By getting regular feedback.
 

	1st July 2021.
	Learn to pause.
Relax.
Online training.
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