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1.0 
Communication is the transfer of information from one place to another!
 Communication can come in two forms.
Verbal and non-verbal.
Verbal communication is every language recognised globally spoken or written.
Nonverbal communication is a huge list of things.
1. Body movements/ posture.
2. Gesture.
3. Eye contact.
4. Touch.
5. Space.
6. Facial expressions.
7. Tone of voice.
8. Presentation.
9. Smell. 
10. Emojis.
11. Graphs.
      
     

Phycologist (Nalini, Ambady1959) created the name “Slicing” to refer
to how humans can use small slices of you to create judgement of whether they want to do business with you, All in 3 seconds!! 
First impression is the last impression (William Hazlitt, 1778)


Communication is an exchange of information from one place to another. 
[bookmark: _Toc9181645]Communication Cycle
There are several different communication models, Shannon, and Weaver (1948) that shows a model with a one-way transmission, and other like Berlo (1960) and Wilber Schramm (1954) (that shows a cycle, as he created a model with feedback. Both these models are useful neither are incorrect, both are just missing one compound another has. Shannon and weaver (1954) consider noise and its effects on communication, whilst missing the cycle compound. Wilber (1954) considers feedback and two-way communication whilst missing the noise compound. 
[image: ]
(Shannon and Weaver, 1949)

Communication is an exchange of information from one place to another!
Shannon and Weaver (1949) use this model to describe how communication works.
Communication is sending a CODE or a MESSAGE, the encoder receives the message and encodes the message. Noise can distort this message or code the receiver then receives the decoded message. 
Therefore, sometimes problems can occur from bad communication, or from no communication at all.
This model shows by Shannon Weaver (1949) gives example of a clear objective or instruction with no feedback. 
  
  
David Berlo SMCR (1960) 
Rrepresents the process of communication in its simplist form. The acronym SMCR stands for message, channel and recever 

Wilber schramm (1954)
Whilber schramm proposed a model in 1954 according to the schramm model coding and decoding is a two way street and are both essential in communication.[image: ]
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None of these models are correct or incorrect, they are useful in their own unique way.
The exchange of information can be a one-way direction, an order, or an instruction, or it can become an exchange of information where the receiver then receives some kind of feedback.  It is useful to know how things can complement communication and distort its message. These models are a verbal and nonverbal way to show and to explain. 


What is Noise? 
The four types of Noise are physical, physiological, Psychological, and semantic Physical noise is any kind of outside, communication effort by someone or something like a bang, a whistle loud noise.
Physiological noise is any distraction due to a physical function that interferes with communication like hunger headaches or pain.
Psychological noise consists of distractions to a speaker’s message caused by a receiver’s initial thoughts, for example being preoccupied with personal problems could cause you to lose concentration. 
Semantic noise could be the wrong perception of a message.
Noise can influence can distort messages! And prevent clear objectives. 

Dealing with the noise. 
To overcome these barriers and prevent failure. 
Firstly, the noise needs to be recognised and identified, this could be anything from a ticking cock to a barking dog, a screaming baby, or a misunderstood text message, once the noise is identified steps can then be put in place to try to prevent these barriers.
 Overcoming noise barriers.
1. Identify the source of the noise 
2. Remove physical sources of distractions
3. Close windows and doors
4. Ensure all technology works effectively 
5. Omit irrelevant or wordy material 
6. Prioritise listening over speaking
7. Listen fully before giving advise
8. Ask questions
9. Practise reflecting 
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You can create a gap analysis for overcoming noise communication barriers.
	Barrier of communication, problem / noise
	Potential threats 
	Overcoming these barriers 

	Internet connection 
	Missing important deadlines  
	Making sure you have reliable coverage and mobile back up 

	Headache, tiredness 
	Lack of attention, 
	 Painkillers, sleep. 

	Long winded words in work meetings no one understands 
	Lack of interest, unable to know what is expected of their work duties. 
	Use clear smart objectives.


                                                                                                                                               

Communication in the workplace.
Communication in the workplace is vital for a successful working element.
Without communication there would be disaster! Communication ensures smooth productive results and without it would be chaos.
Communication in the workplace ensures everyone is conscious of the common goal, everyone is aware of themselves and what their responsibilities are. 

There are four types of workplace communication.
1. Body
2. Phone 
3. Written
4. verbal 
Using one or more of these communication elements throughout a day can be acquired skill and a transferable skill! 
Communication barriers can occur at any time, they can be anything from language barriers to, internet problems, or misunderstood text messages, being aware of the different forms of communication and how important they are to a successful running 
workplace you can be sure to have a plan for any future disasters or mishaps that may occur. 
Communication in the workplace as a manager 
As a team leader or manager communication would be key to a vibrant prosperous team. 
   action to successful communication as a manager.
1. Talk positive 
2. Active listening
3. Give and ask for feedback from your team
4. Handle conflict
5. Keep up to date with legislation 
Effective communication as a manager is the foundation of any working environment as it creates space for planning, organising, leading, and controlling. 
It helps managers perform their jobs and responsibilities. 
Communication can create ideas and effectiveness within any working environment as well as protect all from harm. 
Poor communication within the workplace as a manager could result in employees having a harder time meeting expectations and catching up with there work on time resulting in lack of results lack of trust and embarrassment, feelings of disconnection and potential harm to everyone. 
Here are eight bad communication examples 
1. Avoiding direct contact 
2. Multitasking
3. Using qualifiers
4. Wating instead of listening 
5. Using filler words 
6. Floundering 
7. Multitasking 
Formality. 
There are various levels of formality, people switch constantly throughout the day, 
You would not speak the same to your boss as you would do a 6-month year old baby for example.
 
Beckett (2006) separates theory in to formal and informal theory.
His book Essential theory for social work practise. suggest that we should create a (thought out basis) and make sure that when we are communicating were not being anyway semantic and that the audience receives the message in the way transparently suggested and meant. 
There are different forms of formality. (BW online Bureau 2019) gives some examples 
  1. Authority 
Formal Communication ensures proper channel of information flow between the superior and their corresponding subordinates. (“What Are the Three Channels of Formal Communication in an ...”) This result in a clear establishment of line of authority and workflow. Making responsibilities clear for subordinates is highly effective in this form.
2. Effective and clear communication.
The communication is a direct transferer of information between the managers, employees, and the organisation. This brings clarity to the responsibilities and what is expected of them for the welfare of the organisation. 
3.Order of information flow.
This form of communication establishes an orderly information flow. Working on an environment where the information is from various places and in an unorderly manner creates a rucksack of chaos. This brings down the efficiency of the work. maintaining a formal communication helps in having orderly information flow at the line of superior works this way. 

4. Sole source of information. 
The work of the employee is Soley dependent on the cross functional support of the team, any decisions and results are based on the information received. On not having a single repository of information makes life tougher for the team and individuals to address the problem at hand. The approach towards problem solving is burred due to lack of insufficiency or the effectiveness of information at hand. Formal communication emphasises on having not only orderly flow of information but also ensures that the information has been easily accessible single knowledge based which can be trusted on facts 
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[bookmark: _Toc9181647]Assessing Own Communication Skills. 
After assessing my own communication skills and taking some questionaries on communication it is evident that there is room for improvement and growth! 
It is evident after some research that I may appear to be aggressive when I am trying to be seen as assertive, to stop coming across this way I'm aware that I need to stop being so emotional. 
Emotional barriers is a mental limitation that prevents you from openly communicating your thoughts and feelings 
 how to control your emotions during difficult communication (Amy Gallo 2017) 
1. Breath 
When you get tense try to breath 
  2. Focus on your body 
Sitting still when having an emotional conversation can build up emotions so try getting up moving about, if this is not possible try to focus on something like your feet on the ground (mindfulness experts would call this anchoring) 
3. Try saying a mantra 
This advice came from (Amy Jen Su, managing partner of paravis partners and co-author of the own room)
 she recommends a phase to repeat to yourself to stay calm  
5. Acknowledge and label your feelings 
 To distance yourself from the feeling label it call a thought a thought and an emotion an emotion 
Labelling like this allows you to see your thoughts for what they are. 
After evaluating my weaknesses, I can now put in place action for growth.
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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?

	
Be more confident with understanding a message 




	I can read and listen averagely 
	Patiance, self-awareness 
	Silence internal noise, 

	Be more assertive when giving clear objectives 
	I can talk and communicate averagely 
	I need to be more self-aware, more assertive 
	Remove emotion 
Practise anchoring 

	Active listening 
	I can hear perfectly 
	I need to listen to understand, stop jumping in conversations at wrong times seeming rude 
	Practise active listening, stop planning what to say next, be aware of myself self-reflection. 
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	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?

	To stop being so emotional and more assertive 
	 I need to self-reflect and practise self-discipline anchoring 
	I will be able to have a difficult emotional conversation without getting over emotional 
	3 months 
	Other people 
Tricky situations
Reflective moments 

 


	Listen actively 
	Pay attention 
Provide feedback 
Defer judgement
	Will be able to decode messages correctly without inside noise influence. 
	3 months 
	Other people 
Conversations 
Attention
Time 


	Read outload confidently and present presentation effectively
	To read more articles/books 
Practise outload reading, gain confidence 
	Will confidently make power point presentation, will be able to read outload to a room with confidence 
	3 Months 
	Books 
Computer 
Time
Practise 
Experience 



A personal development plan (PDP)
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[bookmark: _Toc9181652]Skills You Need Communication Quiz
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After completing interpersonal skill self-assessment, I had a score of 53% 
This is an average score but shows room for improvement. Spending time practising and developing your interpersonal skills can enhance relationships further.
Listening skills (46% average)
This is average score; I may have picked up bad listening habits or never previously thought about the active process involved in effective listening. Although my listening skills are ok, thinking about developing them further by consciously practising effective and active listening 
Emotional intelligence (58% average) 
This is an average score for the emotional intelligence part of the assignment. Emotional intelligence is a measure of how well you understand and deal with your emotions and the emotions of others, developing a better awareness of emotions and understanding why you and others behave in certain way will enhance your interpersonal skills it is worth taking some time to understand and improve your emotional intelligence as it could be the most important aspect of personal development, research has shown that people with higher emotional intelligence enjoy more satisfying and successful careers and relationships   
Verbal communication. (59% average)
While my verbal or spoken communication is average, most people fall into this category, as with all elements of interpersonal skills you should aim to work on improving your ability to communicate effectively using your voice- saying the right things at the right times to enhance the communication process. When you speak to others take time to think about what you are saying and how you are saying it- remember that understanding is the goal of communication and think about how I could improve my message.
Communicating in groups (49% average) 
Based on my answers I have an average confidence level when communicating in a group, 
I can handle most situations adequately although feeling nervous. Communicating effectively in groups is a part of overall interpersonal skills and is useful in many different areas of life. Next time you are in a group situation watch over the participants to pick up some ideas of what you can do and what you can avoid doing, to improve your presents in group situations.
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 After completing mind tools assessment, I had a score of 52 which means I have capable communication, but I also have a lot of room for improvement. 
Reflection and taking time to approach on receiving messages as well as communicating them.
The source planning your message sore 6 out of 10
To plan your communication
1. understand your objective. Why are you communicating?
2. Understand audience and who communicating to 
3. Plan what to say and how to say it 
4. Seek feedback on how well your message was received. 


The score Encoding a clear, well-crafted message 13 out of 25

When you know exactly what u want to say decide exactly how you want to say it, be clear and conscience, think about not only what u say but how other shall perceive it, if our message is sent without considering the receipts perspective it is likely it will be lost.
To communicate more effectively 

1. Understand wat you genuinely want to say  
2. Anticipate the other persons reaction to what you will say 
3. Choose words and body language that allow the other person to really hear what you are saying (“The Communication Quiz - Detailed Interpretation”) (“The Communication Quiz - Detailed Interpretation”)

Choosing the right channel score 11 out of 15
Along with encoding your message you need to choose the best communication channel to use it. (“How Good Are Your Communication Skills? - from MindTools.com”)
Consider the following 
1. The sensitivity and emotional content of message
2. How easy it is to communicate detail
3. The receiver's preference 
4. Time constraints 
5. The need to ask questions 




Decoding receiving and interpretation messages score 19 out of 20
Easy at speaking we want to get our pints out there, because we usually have lots to say, however, to be a good communicator you need to take a step back, let the other person talk and listen. (“How good are your communication skills? - Weebly”) That does not mean you have to be passive; Listening is demanding work that’s why effective listening is called active listening, to listen actively give your undivided attention to the speaker. (“The Communication Quiz - Detailed Interpretation”)
1. Look at the person
2. Pay attention to body language
3. Avoid distractions
4. Nod and smile acknowledge points
5.  Occasionally think back to what the person has said 
6. Allow the other person to speak without thinking of a reply 
7. Do not interrupt 

Empathetic listening also helps to decode messages accurately, to understand a message fully you need to understand the emotions and underlying feelings that the speaker is expressing, this is where an understanding to body language can be useful. (“How Good Are Your Communication Skills? - from MindTools.com”)
 Feedback score 6 our if 10
Without feedback how will you know others understand the message, sometimes the message is verbal and sometimes it is not, we have looked at the importance of asking questions and listening carefully, however feedback from body language can also help you access the impact of your message, by watching facial expressions, gestures, posture of another person. You can spot
1. Confidence levels 
2. Defensiveness
3. Agreement
4. Comprehension
5. Level of interest 
6. Level of engagement 
7. Truthfulness and loyalty 

As a speaker understanding your listeners body language, you can give some opportunity to adjust your message and make it more understandable, appealing, and interesting, as a listener the other person’s body language can show you about what the other person is saying. (“Lecture 1 - Eff Effective Communicationective Communication ...”) 
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