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[bookmark: _Toc98165593][bookmark: _Toc98165612]Part 1
[bookmark: _Toc98165594][bookmark: _Toc98165613]Introduction:
Communication is a method of exchanging various types of messages or information among people. It's about collaborating with someone in the office when it comes to communication, it’s about forming connections, minimising errors and exchange opinions on critical matters. Like a captain, the most important things I can do, is to encourage effective communication skills within workplace. Whenever a signal is delivered and received correctly, it is considered effective communication. 
[bookmark: _Toc98165595][bookmark: _Toc98165614]Models and theories
[bookmark: _Hlk98140465]Shanon & weaver:
The model of communication cycle is simply a model that shows the relationship with sender, information, medium, and receiver in a diagram. Claude Elwood Shannon and Warren Weaver came up with the concept.

[image: ]
This model is made up with some important key components that was given by Shanon & weaver. These are:
· SENDER:  A sender is known as a source of a communication who initiates the process. That's the person who will communicate his ideas through the medium of communication. Sender initiates the communication cycle by opting to communicate his views and selecting an appropriate format (Newnam and Goode, 2019).
· ENCODING: After sending an information, the responder determines what he intends to transmit his views during the encoding stage of a communicating. Encoding an idea, involves choosing the appropriate words, accompanying signs in vocal language, or actions, tones, as well as noises in communication skills.
· MEDIUM: For better understanding the communication, one should give his attention on various important wheels, these are involved in this cycle, and they are known as a medium of this cycle like television, newspaper etc (Filiz, 2020.)
· Noise: The presence of noise is also another crucial feature of this cycle. It relates to the obstacles that people encounter throughout a communication process.
· DECODING: It is very Important in a cycle of communication, because if one fail to decode the message, makes an impact to the process of communicating with others.
· RECEIVER: Without a recipient the process is incomplete. This is presented to the reader or experience even when a person writes, talks, plays, or communicates. The recipient plays an important role in this process (Ratna, 2019).
· FEEDBACK: Communication is a lengthy procedure. After a concept or notion is communicated, or a phrase is pronounced, communication doesn't really end. Like a rock flung in a tranquil lake, it produces waves over time which is the feedback.

Schramm:
Wilbur Schramm proposed this Model for Communication in 1954, proposing that communication system is a two-way system where the sender and recipient alternate sending and receiving messages. Information is useless unless otherwise properly written down.[image: ]
                                 Figure 1: Schramm’s Model



There are various segments of Schramm's Model are used to communicate, these are: 
· Sender: Is one who gives the message 
· Encoder: Is one who changes the message into a code for thinking the proper words to convey a message
· Decoder: Is the person who receives the codded information that is given by encoder and changed it into a comprehensive language.
· Interpreter: Is the person who works on deciphering and analysing the message
· Receiver: The recipient of the communication that deciphers and analyses the communication in question.
· Message: It is the information given by sender and collected by recipient.
· Feedback: It is the act of a recipient recognizing a communication that has been received.
· Media: It is the channel to give the message 
· [bookmark: _Hlk98147791]Noise: These are the disruptions that occur during the procedure. It formed whenever the sender's desired meaning as well as the recipient's interpretation of the communication diverge.
[bookmark: _Toc98165596][bookmark: _Toc98165615]Importance of verbal communication:
The most important factor is considering the Significance of Verbal Communication, as it aids in the creation of a strong image of a company in the market overall (Harandi, and Abdolvand,2018.). Verbal communication are:
· Gives proper and clear idea to communicate in a team meeting or other conference that increases the level of confidence 
· It also gives a proper job satisfaction and boost productivity at workplace and gets many appreciated from the peer group.
· It breaks the barrier between two parties from different region and it works as a game changer for a company
[bookmark: _Toc98165597][bookmark: _Toc98165616]Importance of non-verbal communication:
It is defined as the non-verbal communication (or ‘heart dialect’) which is done without use of any words. Is important in the workplace since it reveals who we are and has an influence on interpersonal and professional level.
· Is important to explore the most effective way to build an effective communication, since without it, a business cannot develop properly.
· Nonverbal communication has a significant role throughout critical conversations because it can underline ideas and develop them to health communication. (Janssen and Carradini, 2021).
· Non-verbal message that accurately communicates our feelings with others, resulting in a smiley face within the group.
· It also plays an important role for babies because they do not know how to talk.  
[bookmark: _Toc98165598][bookmark: _Toc98165617]Levels of formality:
There are five levels of formality 
Intimate: In an unstructured manner, among the relatives and close friends, as well as in a peer group, the intimate level of formality is utilised.
Casual: Inside an informal way, the casual degree of formality exists. Although this is not as close as the instinctive level. Friends or associates, like classmates and co-workers, typically utilise the casual register.
Consultative: It is used in professional as well as various academic workplace.
Formal: It is generally referring to use in various lectures, documents and speeches.
Frozen: This level is more formal, and its name is static in nature. It was created, using recorded sentences and traditional pattern.
[bookmark: _Toc98165599][bookmark: _Toc98165618]Assessment: 
According to the two models mentioned above, if a company endures these two communication techniques, will have the most effective results in the workplace worldwide. Having an accurate communication within the group, helps to organise and to complete projects in an efficient way. 
[bookmark: _Toc98165600][bookmark: _Toc98165619]Part 2
[bookmark: _Toc98165601][bookmark: _Toc98165620]Efficiency on communication
Within the team, display fruitful social capacities, is necessary. If not, the objectives will be missed or be unclear which will lead to Noise within the group. Personally, I am an issue solver, which allows me to function admirably in a worldwide workplace where assortment is dynamically the norm.
Better Employee Relations
As I mentioned above, with my problem-solving capabilities, my target is to unify all the group members together and try to find the most effective solution to any issues. Strong exchange of opinions and capabilities are an irrefutable necessity for isolating preventions, which progresses the agreeable environment that an affiliation needs to flourish (Janssen and Carradini, 2021).
Gains in Productivity
My social capacities help associates to work harder when an issue is faced. I ought to evidently clarify frameworks and plans with the objective that a delegate bunch knows what to do, and how the association envisions proceed to the devise in question.
Impact of Globalization
Multi-layered and semantic work bunches are continuously ordinary components in the present workplace. I should conceive new correspondences systems to associate with an evidently multicultural, overall workforce.
Decisive reasoning Skills
Reasonable correspondence and decisive reasoning capacities go indistinguishably. Laborers who conflict at work ordinarily look for bosses that they have the same interest as them to deal with. As chief, I ought to have the option to explain my viewpoints, conceptualize with an associate, and give criticism to an immediate report.

[bookmark: _Toc98165602][bookmark: _Toc98165621]Feedback from others 
While I'm chatting with workers, I can see that they're considering and evaluating my feedback, which lead to questions and a more productive conversation. Others saw that I have an exceptionally solid relational ability. During the group meetings, I share supportive experiences and furthermore give chance to form their thoughts and insight.
Also, using the feedback from my peers, I got the chance to realise that sometimes I am devoted to my task, leading to decrease my communication skills for that time. Furthermore, another issue is that I am a perfectionist, which may lead to delays on the task, because I want everything to be perfect. I found out that when there is an issue in the project, I am getting stressed and sometimes my reaction is not the proper one.
[bookmark: _Toc98165603][bookmark: _Toc98165622]Evaluation of feedbacks
I have categorized the feedback in three segments:
1. Appreciation: perceiving and compensating me for incredible work. Appreciation associates and persuades me, since naturally inspired is one of the basic variables for superior execution.
2. Coaching: I generally attempt to assist with growing their insight, abilities and capacities. Training is additionally an amazing chance to address sentiments, which helps balance and reinforce connections.
3. Evaluation: A bunch of guidelines, adjusting assumptions and illuminating direction.
Feedbacks always help me to understand whether I am heading towards right direction, or I should change my course. Assessment conveys a solid however regular passionate response, generally dread and protectiveness. Assessments are reviews, so they occur after appreciation, training and tutoring have been requested and offered constantly.
[bookmark: _Toc98165604][bookmark: _Toc98165623]Personal behaviour
As a manager, one should be straightforward and completely dedicated towards the association to anticipate steadfastness from colleagues consequently.  Try not to regard the association as a simple wellspring of bringing in cash (Chan,2019). A manager should discourage colleagues to manipulate one another and spread pointless bits of gossip about individual employees and always try to behave as an ideally.
I attempt not to regard my workers as slaves without opinions but like workers who perform astoundingly well. A pat on the back will go quite far in spurring them to perform far better the following time. Set their names straight sheets to recognize their diligent effort.

I try to leave ego behind the second I enter office. I try not to hold individual feelings of spite against anybody in my group and not to censure and ridiculing others.
[bookmark: _Toc98165605][bookmark: _Toc98165624]Theories and models to evaluate my communication skills
Social Exchange Theory
Social Exchange Theory sets a 'financial' exchange for in social associations. Meaning, the association is improved by satisfying every other individual situation. In this hypothesis, individual situation isn't seen as something terrible, yet rather as a thought that frames the relationship (Alyammahi et al,2020).
As argued this theory, I also believe, that managers and employees should satisfy each other’s interest to achieve greater organizational goals. 

Social Learning Theory
Social Learning Theory contends that individuals gain from one another through noticing, emulating, and displaying the ways of behaving, mentalities, and enthusiastic responses. Social learning hypothesis clarifies the human way of behaving can be moulded by consistent complementary communication between mental, conduct, an ecological impact.
As social learning theory suggests that we can learn a lot from other’s effective behaviour, I try to learn effective communication skills from my seniors and my peers. 
[bookmark: _Toc98165606][bookmark: _Toc98165625]Personal development plan
	Objective 
	Tasks
	Success criteria
	Time frame
	Resources

	Improving communication when I am busy
	· Becoming stress free.
· Efficiently deliver short messages 
	 Getting positive feedbacks from team members.
	2 months.

	Advice from seniors.
Effective learning using videos.

	Improving communication skills for online meeting
	Improve methods of understanding others.
	Measuring success of the projects.
	2 months
	Advice from peers.


	Improving relation with senior employees
	Understanding others’ perceptions and improving problem solving skills.
	Getting positive feedbacks from senior employees.
	3 months
	Interactions with 
senior employees

	Improving non-verbal communication
	Improving body languages communication
	Getting positive feedbacks from team members and superiors.
	6 months
	Reading management journals.
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