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Communication cycle has been put into place to help everyone communicate in the right way. In the work place we communicate in meetings, doing presentations and speeches for example, we can’t do these unless we use the five stages of a message, which is a formation, communication, reaction, change and a response. They are a process from where a message is developed and sent to the receiver through a certain channel. People always find difficulty in communicating effectively, but using the communication cycle process your understanding what is going on when you should communicate and making sure your message gets received the right way. Sender is the person making the message, its then formulated and the message goes through the procedure of decoding. It goes to the receiver and then feedback.  The transmission part is where the message will get processed, the only way it is able to do so is when the message has been understood. Effective way to send messages is to recognize the listeners and strong knowledge of the resolution of the message. When it comes to the communication method there should be a foundation where the message gets encoded and it communicates through a channel, then the receiver decodes the message and then gives feedback if the information has been understood or not. This will help communication be more effective and the correspondent to become mindful or will find a problem in communicating the message back.

[image: The Communication Cycle Handout]
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(Shannon and Weaver, 1949)
Shannon and Weaver model of communication was called the “mother of all models” because it symbolises the thought of the sender, encoder, channel, noise, decoder and the receiver. When speaking on the phone, sender is part of the phone which someone speaks into and the channel is the phone. The receiver is part of the phone which you can hear the sender on the other end of the line. When the line is broken or the sender can’t hear the other person on the line, the communication becomes broken or miss heard.  Their model was made to make technical communication better. 


[image: Berlo's Model of Communication]

Berlos’s Model of communication is part of four mechanisms source, message, channel and receiver, which form the basic process of communication. Model is about sending and receiving messages. Sender (source) transfers information with the help from communication skills, attitudes, knowledge, social system and culture. The sender encodes the message from its own writing and speaking skills, the receiver will then decode the message through their listening or reading skills. The message is the translated bit of evidence provided by the source. The channel is the standard of communication from the source to the receiver, and the receiver is the end recipient of the information.
[image: OSGOOD- SCHRAMM MODEL OF COMMUNICATION]

Wilbur Schramm (1954) model of communication, is a circular model. It is made of six foundations source, encoder, message, channel and decoder, two-way circular communication between sender and receiver. Coding and decoding are the two important methods of an effective communication. He found that the encoding was a very important part of the method of communication, he also highlights that communication is lacking without and till the sender receives a feedback from the recipient.

Looking at these three models of communications, Shannon and Weaver method explains communication in a way where it is showing how messages are sent and received. They also describe how messages can be mixed up and misunderstood when it gets to the part of the sending and receiving of the message. Berlo’s model is much more straight forward than the others, its four mechanisms are made up of four different elements to make sure the message is carried out effectively, sender and receiver have to share mutual understanding. Then have the Wilbur Schramm model of communication where he thought you can’t have effective communication without coding and decoding messages.




Communication in the Workplace  

It's good to have effective verbal communication in the workplace because it makes employer and employee help rise work satisfaction level. Having effective verbal communication in meetings, makes colleagues want to brainstorm and letting them give their thoughts and ideas. Having good verbal communication with customers and suppliers can really help the workplace, when doing a speech in work you are being vocal, also sharing ideas. Another one is formal and informal discussions. In the workplace we don’t just communicate verbally, we also communicate non-verbal by our body language, the way we sit, the motions we make and when we are quiet, we also communicate non-verbally. The way you touch is a type of non-verbal communication, by the way you shake someone hand, tells a lot about someone. When someone shows they emotions through a facial expression, you able to know how someone is feeling. 

Effective communication in the workplace to have, it principals to consideration of others.  Effective communication is where two or more people with the drive of sending, receiving and accepting the message effectively. It is the process of information partaking amongst group members in a way that has in mind what you want to say, what you actually say and what your spectators understands. Should always concrete and have consistency when communicating with the group, being clear when sending out your message to others, having everything well planned out and being honest is showing effective communication. The benefits of effective communication are being able to express issues or conflict, healthy workplace culture and team spirit. In my workplace we communicate effectively, we have open meetings where we all discuss what is upcoming in work, we speak together with any problems we have, we have a safe group chat where we all talk on if we are stuck with something in work. I have trust within the team, we can send emails to one another, where we discuss work and jobs that needs doing for the engineers and it is where we communicate with our customers. I also speak to customer over the phone, I am able to have a direct conversation with them, they’re able to let me know what they need and I am able to listen and write everything down. When I am writing down what the job is for the engineers and for my boss I make sure I have everything written down and I use similar words for everyone to understand. In work I always make sure I get feedback from members of the team so I am able to know what I did right and what I can improve on.
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When evaluating my own communication skills in general and in the workplace, understand that I am able to listen to people or others in workplace. I have confidence when it comes to talking to others I know and expressing my ideas with others, but I find it hard to talk when it comes to presentations. When I am in work I like to work with deadlines, I know my strengths and I know my weaknesses when it comes to communication skills. I find it hard to keep to deadlines but I like to have structure when it comes to work, I sometimes find it hard to communicate with others because I lack a lot of confidence when it comes to speaking in front of people.  In my workplace I find it hard to understand what I am doing sometimes, so instead of asking for help or communicating with others I find it easier to do it myself than ask others. My listening skills are very average I find it hard sometimes to listen to others without losing concentration, I sometimes forget to make eye contact when having a one to one conversation with members of my team, I can be very awkward and shy when I first meet someone new, it takes time for me to feel comfortable in front of new people.  When I do presentation or speaking in front of people I get very anxious, I believe in time I will be able to overcome this barrier of communication by practising in front of small groups or with speaking in front of family members. 

When doing the quiz, I found that I am a functional operator. I like well thought out plans, process things before finishing them, need step to step communication with others and I don’t miss things when I communicate with others. When I work as part of a team people look at me as an enabler, I am able to help a group of people have an effective discussion without taking any side of the argument, I don’t like people arguing around me so I would rather help solve the problem before everything gets worse. I pick up easily other people’s emotions and I find it hard to not show my emotions. From taking the quiz I have realized I find it hard to listen to others, in a way where I lose track what others are saying and I zone out quite easily. I don’t like to speak up when I’m in a team, I need to be more focus on how to improve verbal communication, where as I understand how people are feeling through their facial expressions and body language. 
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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 be a more active listener




	Listen better and pay more attention. I will try and respond with something other than “yes or no”
	
Not being able to pay attention, unable to lead conversation.
	I need to acknowledge what others are saying. If its non-verbal check people body language. Become a leader and lead conversation.

	
Knowing when to ask questions



	
Plan your questions, ask leading questions, use words and phrases that everyone will understand
	
Not being able to ask questions in front of everyone 
	
Avoid being direct with other when asking questions, ask open ended questions.

	

Not having enough confidence
	
Ask for help when needed, prepare myself when speaking in public.
	
Don’t have the confidence when it comes to work, ideas and plans to do with work
	
Take a risk, try and build my confidence so I’m able to get work done
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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?

	
Time management
	Plan your day through out, take classes online to help you plan or read books on time management.
	
When my work is done on time and I am well organised
	
End 2020
	Need a planner, diary or calendar to organise my work

	
Better listener
	Keep eye contact, give attention when needed and be attentive
	By knowing what is going on around me and being active listener
	
End 2020
	Need to pay attention, be present and give attention

	
Public speaker
	I need to practice, prepare, build my confidence.
	Being able to speak in public or in meetings without being anxious
	
2020
	Books, finding tips online to help. Do more presentations in front of people.
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FUNCTIONAL Communicator

What does that mean? You like process, detail timelines and well-
thought-out plans. You like to communicate things in a step-by-step
fashion 50 nothing gets missed. By contrast. there are some people. like:
the Intuitive communicators, who ke to skip al the detail and just jump
right to the end. But this can drive you nuts: especially when you think
about all the important bits of information the Intuitive person is potentially
missing, The plus of being a Functional communicator s that your
communication generally hits allthe etails and nothing gets missed.
When youTe on a team. people willoften turn to you to be the
implementer, because they have confidence in your love of process and
detail And because you'te focused on things like process and detail.
you're the person whos typically asked to play Devils Advocate. The
potential downside is that you may risk losing the attention of your
audience, especially when you'e talking to Intuitive communicators (those
are the big picture’ people who skip to the end and don't get bogged
downin too much detaib.
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INTERPERSONAL SKILLS SELF-ASSESSMENT

Interpersonal Skills Self-Assessment

Free Grammar Checker
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Emotional Intelligence
Emotional intelligence is a measure of how good you are at interpreting, understanding and acting on your emotions and
the emotions of others.
Research has shown that people with higher emotional intelligence enjoy more satisfying and successful careers and relationships.

People with higher emotional intelligence can usually deal with conflict more efficiently, they can express their feelings accurately,
recognise the emotions of others and cope better with emotionally charged situations.

#Assess your awareness - how you perceive others and how ofhers perceive you:
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Listening Skills
Your score: 53% (Average)

(¥ou raced your stning sl a: Average)

‘Based on the answers you provided you isening skils are average. You may have icked up some bad stning halbits or never
previously thought Sbout the acive processes involvd inefecie istening.AWhough your hsteing skl ae OK. you shold think
‘bt developingthem further by consciously practisng efctve and ctve fstering.
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Emotional Inteligence
our score: 36% (Below Average)

Your score for the smotions neligence part ofth sssessment was blow sverage. Emotonsl neligence s 3 messure of how well
you undarstand and sl with your émtions and the emtions of thers. Developing 3 belr Swareness of emotions, and under.
Standing why you and athers behave in cetain ways, wil enhance your interpersonal skl Understanding and improving your emo-
onalineligence could b the most impertant 25pect of personal development. Research has shown hatpecple with higher emo-
onal ineligence enjoy more saisfying and successfulcarers and reatonships.
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Verbal Communication
Your score: 52% (Average)

(¥ou raced your verbal communicatin skills a5 Below Average)

Yourverbal or spoken communicaton i average, most people fall nto tis category. A wit all lements of nerpersonal skls you
Should3im o work on improving your abily t sommuricate ffectivly sing Your voice — aying the ight things atth right imes.
o enhance the communicaion prosess. When you speak o thers fake fme t hink about what you re saying and howyou re
Saying it remember tht understanding s the ol of successful communicaton,how could You improve your message?
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Communicating in Groups
Your score: 37% (Below Average)
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