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Effective Team Working and Communication
[bookmark: _Toc73121280]Section 1: Theories and models of communication 
[bookmark: _Toc73121281]1.1: Shannon and weaver communication model, and the comms cycle

The comms cycle is a system used to show how messages are sent and received from one person or organisation to the other. The comms cycle depicts main stages of how the messages are viewed and understood (study.com, 2017). These stages include: 
· Sender- the origin of the message.
· Message- The information the sender wishes to pass on. 
· Encoding- The form in which the message is passed. 
· Channel- the way in which the message is passed on. 
· Receiver- the person whom the message is sent to. 
· Decoding- how the receiver interprets and understands the message. 
· Feedback- the response to the message. 
From the point of feedback, the comms cycle begins again returning the feedback to sender. 
Shannon and weaver (Ritchie, 1986), in this model included the effect of noise during the channel stage. Noise refers to external factors that could disrupt the message, this can be physical noise, the disruption of technology where the message become damaged or lost, or environmental factors such as talking to someone in a loud environment and them not hearing anything or all of what is being said, not receiving the full message. 
[bookmark: _Toc73121282]1.3: Berlo 

Berlo’s communication model, takes that of Shannon and weaver’s communication model and assess each stage further to look at the effectiveness of the message being sent from sender to receiver. (Stead, 2017)
In each stage it refers to the other factors that may affect the message being sent, giving each stage a subcategory that needs to be considered in effective communication. 
· Sender 
1. Communication skills: is the person sending the message have the skills to do so effectively. Do they have the right skills and abilities, reading, writing, speaking, listening, etc. 
2. Attitude: Do they have the right attitude towards their audience, are they engaging, are they making eye contact, do they portray interest in the message themselves. 
3. Knowledge: does the sender understand the message they are sending across, have they researched the information being sent across. 
4. Social system- this includes various aspects of society, beliefs, culture, religion. It is about understanding the place in which the message is being sent. 
5. Culture – it is about knowing the place the message is going to, a message in one country can be interpreted differently in another. 
· Message 
1. Elements – how the message is communicated, language, gestures, and body language. 
2. Structure- the arrangement of the message, dividing it into parts to ensure it makes sense, or received in small amounts. 
3. Content- the whole message itself, from beginning to end, a whole presentation is one message. 
4. Treatment – the way in which the message is packaged, how it is passed on and delivered. 
5. Code – in which means is the message being sent, in what form, music, verbal, email. 
· Channel – refers to the five senses of the body, these are a channel a message cn be received. 
1. Seeing 
2. Hearing 
3. Touching 
4. Smelling 
5. Tasting 
· Receiver- the same as expressed under sender the receiver must have the same skills and abilities. Dealing with the same elements. 
[bookmark: _Toc73121283]1.4: Schramm 

Schramm communication model refers to an encoder, (the sender of the message) and a receiver (the receiver of the message) and the pathway between these two. A message will be sent from the receiver through a medium to the receiver. The receiver will decode the message, interpret the message, and then encode feedback (another message) and send this through a medium back to the sender. The sender will then decode the feedback, interpret, and encode another message. This cycle continues, taking into consideration noise, and other environmental elements in the medium that the message is being passed through. (Blythe, 2009)
[bookmark: _Toc73121284]Section 2: The importance of verbal and non-verbal communication 
[bookmark: _Toc73121285]2.1: Verbal communication 

 This is the passing of information using voice, this can be face to face or via video call, or phone call. Verbal communication is the use of using words to pass on information to another person. 
[bookmark: _Toc73121286]2.2: Non-verbal communication 

Non-verbal communication refers to the use of body language, gestures, imagery, the way of passing on information without using words to get the message across. 
[bookmark: _Toc73121287]2.3: Comparison of verbal and non-verbal communication 

There are benefits and downsides to both forms of communication: 
· Time consumption: 
1. Verbal communication is not time consuming; its quick, short message can be passed on instantly from sender to receiver. 
2. Non-verbal communication is time consuming; using other forms of imagery to pass on information, it will take time to get the message across and for the message to be understood. 
· Chances of transmitting the wrong message: 
1. Verbal communication: very rarely there is a chance that the wrong communication can be sent across, but this could be because the sender has little to no knowledge of message. 
2. Non-verbal communication: yes, this happens most of the time, this is usually due to the message being interpreted different from the audience. Different types of sign language, using on type to a large multicultural audience can lead to some not interpreting the message correctly. 
· Advantages: 
1. Verbal communication: it can be understood almost immediately, and feedback can be sent back in a quicker response time. 
2. Non-verbal communication: this is more helpful in sending across sense that cannot be displayed in words, feelings of the sender, emotions, a particular lifestyle, status. 
· Presence of audience: 
1. Verbal communication: the audience does not need to be present; words can be sent in or manner of methods. 
2. Non- verbal communication: the audience does need to be present.
(Surbhi, 2018)
[bookmark: _Toc73121288]Section 3: Range of verbal and written communication in the security industry 
[bookmark: _Toc73121289]3.1: verbal and written communication in the security industry 

In the security industry, both written and verbal communication is needed to display and transfer messages from one party to another. Verbal communication is needed in small teams between two individuals, in some extreme cases non-verbal communication is also used to alert another team member to the presence of danger, within a venue or residence. 
Written communication is also used in the case of updates, reports, this extends outside of the team and to other governing bodies. For example, incidence reports that can be used on a passed on to local policing teams, in the case that an incident needs to be taken further. Written communication is also used in the form of updates from team member to team member, changes to residents or venues, notices and deadlines, this written communication is used to express information to different team members and sent accordingly. 
[bookmark: _Toc73121290]3.2: Improvements needed in communication in the security industry 

In the security industry many different forms of information are used to send messages from sender to receiver in many cases different forms of communication are used to send the same message to ensure that is has been received. Verbal communication is also received quicker, although noise is another issue in communication. 
A large improvement needed in communication in this industry is finding alternatives of verbal communication, where noise and interference can be eliminated to ensure the whole message is received in the fasted tie possible. With a lot of sites and venues, signal and reception are not always available and so in times message have not been received until another member of the team has been able to deliver the message in person. 
[bookmark: _Toc73121291]Section 4: My personal development plan 
[bookmark: _Toc73121292]4.1: Evaluation of my communication skills 

At a reflection I used mostly verbal communication to express or transfer a message, I find I can explain myself fully, using imagery as a support in my communication. In my presentation I did not include any large blocks or even small blocks of text, as I wanted the images to support my words, using them mostly as a visual aid. Within my industry, words are used mostly and are often found to be most effective in all forms of situation, changing my tone of voice to change the seriousness or importance of the message being transferred. 
There are sometimes issues where I lose focus of the message I want to transfer; this is where I have begun to speak to other areas around the message and lose focus on the main points. This can lead to confusion from my audience. Where they are unable to give feedback because they have not been able to decode the message. It is these times I find myself frustrated and begin the message again but cutting the message shorter to find myself being understood. 
[bookmark: _Toc73121293]4.2: Feeback of verbal and written communication skills 

From my team member of work, I have had very positive feedback about my communication skills. My written communication skills have always been easy to read, with correct grammar. My verbal communication skills are very calm and to the point, with correct tone to keep the audience engaged. 
I do tend to struggle more when passing on large messages, this is where my communication skills can lead to frustration. Once frustrated I chose to not pass on the information verbally, where I seem to lose confidence in my voice and how I am expressing my words. It is this frustration that leads to where the message can have interference, where I can lose track of the message, lose the organisation of the message, and find myself wasting time passing over the wrong information. I can also find that in expressing my information I can take longer to express a message then is necessary, from here I can also get frustrated feeling as though I am wasting time or being under time pressure and my body language changes to where I seem disinterested in the message or have little knowledge of the message I am attempting to transfer. 

[bookmark: _Toc73121294]4.3: Smart objectives for improvement in communication

From my feedback and my own evaluation of my communication skills, I have designed myself a smart objective for me to work on over a specific period. 
S- specific 
M- measurable 
A- achievable 
R- relevant 
T- time-bound 
My smart objective is to be able to remain focused on a topic during a presentation, this can be measurable from feedback from work colleges, classmate and close friends and family. Another way for it to be measurable is by practising more presentations with practising with a script, a script that I can follow and memorize, this is something I can refer to when I do find myself going off topic and being able to remain focused, this would stop me from being frustration and changing my body language. This is an achievable goal and relevant to both my work practise and my education, that I can continue to improve on over the period of my education. 
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