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Three Main Types of Communication introduction
Communication is a complex act, and although communicate on different levels and through different mediums on a daily basis, in order to achieve effective communication, it requires a lot of planning and practise in order to transfer your message to your audience effectively, whether it is to a single person or multiple persons as in a boardroom environment, and trust is a key element in effective communication,
“When the trust account is high, communication is easy, instant, and effective.” Covey (2013).
.
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  [image: ] 
If a speaker’s words and body-language differ, listeners are more likely to believe the nonverbal communication of the speaker, not his words. For example, suppose a person state,
     Irrespective of the person’s internal monologue, the listener will probably trust the predominant form of communication, which according to Prof. Mehrabian’s findings is non-verbal (38% + 55%), rather than the literal meaning of the words (7%).    Mehrabian, A. (1971). 
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 However, all effective written communication has some characteristics in common:
· Connection - Good written communication creates a connection between the reader and the author.
· Clarity - Effective written communication is clear/easy to understand and legible.
· Cause - The message within the writing needs to be clear and to the point, from the author to the reader, including any specific tasks required from the recipients.
· Conciseness - Good written communication sticks to the point and does not wander from the topic and does not include any irrelevant information that could confuse the message.
· Correctness - To be effective, the written communication should use the correct tone, inoffensive language, and appropriate grammar. And should be proofread to make sure it is all correct (spelling/grammar).
 I often write official reports, (incident/accident/occurrence) which are often used for evidential purposes; thus, I use a formal approach (no jargon). This creates effective communication, between all concerned.
 [image: ]
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    This is a medium by which messages or information are communicated through words or sounds.
 Verbal communication is used daily everyday by most of the planet and is the most popular communication method.
Speaking is easy but communicating effectively is a more complex act.
“While one needs to converse in order to communicate, not all conversation becomes effective communication…” (Smith,2013.)
And although it may appear easy, in order to communicate effectively there are many considerations to take into account.
Below are some examples.
· Volume/pitch/tone.
· Vocabulary that it is apt for your audience, no jargon/slang, as well as being a regional it could also be a generational barrier to effective communication.
· Confidence in what you are saying (know your subject matter).  
· At a speed they are comfortable with, use well-timed pauses.
· Getting audience attention immediately and keeping it throughout the conversation.
· Making sure your message is understood by asking for confirmation.
· Ensure your non-verbal communications (N.V.C.) are also giving the right messages to give power to your dialogue.
A personal example of this is when I train Security Industry Authority course, there is a compulsory module which is taught, this is called conflict management which gives trainees guidance how to defuse potentially dangerous situations, with verbal and non-verbal techniques.
    Also, in my role within the security industry we are taught on effective radio communications, and the importance of A. B.C. in radio etiquette.
[image: ]
Accurate:  which means no unnecessary dialogue, just the facts.
Brief: keep it as short as possible whilst including all relevant details.
Clear: nothing that does not have a direct relevance, so as not to confuse the message being sent.
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    Non-verbal communication (N.V.C.) otherwise known as Body Language is what happens naturally when we are trying to communicate with others,
Body language/N.V.C. s are used communicate face to face. It's a nonverbal language that emphasizes/alters the meaning of the language we use. We speak to others through our body movements, posture, eye contact, hand gestures, tone/volume of voice, facial expressions, that hold meaning for us as well as for our audience. Understanding body language can help effective communication.
 Another definition 
“is the common denominator in social life; there is hardly any domain of social experience that is not connected to it. NVC is defined as behaviour of the face, body/voice minus the linguistic content….” Goleman, D. (2006). 
It is a natural reaction that many do not realise they exhibit.
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Using N.V.C.s, positively can help you achieve a desired outcome, if used correctly It can help you in work/life, or just enforce your point of view.
Negative body language, on the other hand, can keep you from getting the things you want. What's more, it can cause you to lose friends, miss opportunities, or offend people.


N.V.C.s are an essential for effective communication, as when verbally communicating with others, our body language will say lots about ourselves.
A personal example of this was when playing poker, I noticed that one of the groups used to rub his chin whenever he had a good hand, with this in mind every time he rubbed his chin, I folded my hand.
I later found out that this has a name and in poker circles it is known as a “tell”.

Another example of N.V.C. is when I teach in the security sector, I explain to students the difference between passive, aggressive and assertive body language and when used in conjunction with the conflict management training and correct use of verbal communication it can have a positive impact, and help towards a positive outcome and are an important part of communication, 
Body language is now considered a science in its own right and is known as Kinesics and is discussed in the publication of an anthropologist book titled “Introduction to Kinesics (Birdwhistell,1952.)”. This is summarised as:
“a systematic study of the relationship between nonlinguistic body motions (such as blushes, shrugs, or eye movement) and communication”. www.merriam-webster.com. (n.d.).
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There are many models of communication which we will look at first is the:
[bookmark: _Toc72985033][bookmark: _Toc72987046] Shannon Weaver mathematical model 1949.
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(Shannon and Weaver, 1949) 


This model is a mathematical theory of communication and argues the point that human communication can be split into 6 key components, 
SENDER - ENCODER – CHANNNEL – NOISE – DECODER – RECIEVER
Although it covers the sending of a message and also incorporates its model, it doesn’t actually add feedback into its model, which makes, the white noise (perception/other barriers to communication) aspect is more of a linear model, as opposed to a circulatory model which effective communication needs, a reply/response to confirm understanding by asking questions if unsure of message.
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                            Osgood Schramm model of communication 1954 (slideshare.net) -

Here is another model of communication and although this model allows for feedback and is a circular model, it doesn’t take into account the barriers to communication (white noise).
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This model of communication is the worst I have come across during my research so far.
There are two major flaws that I see, firstly there is no channel for feedback and another major drawback I conclude from this model, is that there is no provision for barriers to communication (white noise).
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All the models shown have disadvantages, but even if white noise is not accounted for, there some form of feedback (circular model) the sender will be able to gauge if their message has been effectively encoded.
Overleaf is model I have designed which takes into account all the flaws from established models.

[image: ]Systematic barriers to communication exist in organisations where there are inefficient/ inappropriate information systems and communication channels, there may be a lack of understanding of roles/responsibilities for communication. In such organisations, people may be unclear of their role, and not know what is expected of them.
 Psychological Barriers to communication are the influence of psychological state of the communicators (sender and receiver) which creates an obstacle for effective communication. Communication is highly influenced by the mental condition that the communicators are in and is disturbed by mental disturbance anger and stress can also be factors.
Language barriers are common communication barriers which cause misunderstandings and misinterpretations between people. this can include jargon regional variations generational differences. 
Altitudel/behaviours: may result from personality conflicts, poor management, resistance to change or a lack of motivation.
 Physiological barriers:
 Speech disorders are a common physiological barrier to communication. This includes different types of disorders such as stuttering,
  Vision Impairment. Is also a factor

PHYSICAL BARRIERS can be the environmental and natural condition that act as a barrier in communication in sending message from sender to receiver. Organizational environment or interior workspace design problems, technological problems and noise are the parts of physical barriers.
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While creating my presentation, I tried to use the slides creatively to encompass peoples preferred learning styles, (V.A.R.K).as outlined in Honey and Mumfords questionnaire.
 I found it challenging to present online, as when I teach I am delivering face to face and I am able to gauge the audience understanding by body language. And make adjustments where necessary, to enable a better understanding from the student, thus providing a positive learning experience in order to achieve results for the pupil.

To monitor my progress and develop I will create a personal development plan [P.D.P.].
 for myself using the P Morgan’s table, (Morgan,P.([1975).
As I have not received any feedback from my questionnaire and due
To time constraints I have watched my presentation and will be critiquing what I perceive to be my own failings.
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	Skill/  behaviour
	Action
required
	Resources
inc people
	Dates for action
	Date for review
	Aspirational goal [SMART]
	Met

	Improve my presentation skills
	Practise
More practise

	Friends      ,family and
colleagues
	22 05 21
	Ongoing .
Whenever I deliver a presentation 
	To deliver a presentation effectively
To educate and communicate 
Effectively with audience.
	

	Speak clearer 
	Practise 
	 
Gain
feedback from peers.
 

	22 05 21
	Ongoing 
Every time I present I will ask for feedback.

	I want to be capable of speaking clearly. 
Tone down my strong accent.
	

	Slow down my dialogue
	Relaxation methods.
Breathing exercises.
	Wife and 
calm environment
	22 05 21
	Feedback
from friends colleagues
	To become a more relaxed person and not act like a bull in a china shop when things don’t go to plan.
This will let me see things in a calm manner.
	DONE

	Technical issues (speech sounded crackly and distorted)
	Updat4 existing 
equipment
	N/A 
	 22 05 21
	 N/A
	To project vocals better,
Clearer in voice and tone.
	DONE



      (Morgan, P.([1975).



In order for the plan to work it needs to be monitored, to check progress and adjusted to make it achievable, and within realistic time constraints. As it is a plan it is a living thing and will be constantly changing and evolving.
After viewing my presentation and scrutinising the feedback gathered from friends/family, I have highlighted  areas for improvement and created a P.D.P. for myself and am using a table, created by Morgan, P.(2017).
This will enable me to monitor my improvements and gauge my progress.
All points from feedback were valid, and will be addressed via the P.D.P.
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I noted a few areas for improvement myself.
The first one being poor sound quality on the presentation, to remedy this I will upgrading my microphone as only after viewing my presentation, did I  realise how bad the quality of my equipment was.

Although I will be addressing the issues raised, which I must admit I agree with wholeheartedly , it will be a constant learning curve and I will be gaining constant feedback from my future  presentations online , as I already have a feedback sheet which I use whilst training in a classroom environment, which I have found extremely beneficial, as it has helped me to progress and develop as a trainer..


At the time of writing this assignment, I have not received all the feedback forms, so my findings will be based on C.J. feedback form (appendix 1), and my own personal critique on my presentation. Unfortunately this is due to time constraints and my work schedule.
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Saves Lives.
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Radio communications

o Although radio procedures, call-sighs and pro-words
vary between different organisations, there are a few
basic guidelines that all security staff should follow.

REMEMBER

All radio communication should
be accurate, brief and clear
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A Definition...

“Nonverbal communication is any symbolic activity that

communicates a message other than words. This definition
covers a wide range of topics: facial expression, hand
movements, dress, tattoos, jewellery, physical attractiveness,
timing of what happens, distance, tone of voice, eye
movements, the positioning of furniture to create

atmosphere, touch, and smell — and that is not an exhaustive

list”
Duck, S. & McMahan, D. (2015) p.89
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The Shannon-Weaver Mathematical Model, 1949
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Berlos’s SMCR Model of communication
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BMSK4002 - Gareth Thomas Presentation Feedback Survey

(lease answer on a scale of 1~ 10 and put vour answer in the bo at the end of the question)

Was the purpose of the slides communicated effectively?

Was the presenter using positive body language during presentat
i Tone, Speed, Eye Contact. If not, comment below.

formative and engaging?

Were the slides presenter relevant,

Were the slides organised and easy to follow?
Was the dialogue clear, informative and easily understood?

Feedback comments:
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Dr. Albert Mehrabian’s 7-38-55% Rule

Elements of Personal
Communication

* 7% spoken words
* 38% voice, tone
* 55% body language





