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Introduction

The purpose of this report is to analyse communication skills, this report has been requested by Bettina Selsby of UWSTD business school Swansea on the 28TH of April 2023 and it must be completed by Clare Davies on the 17Th of November 2023. The purpose of the report is to have a clear understanding of communication skills, to create this report primary and secondary sources have been analysed for example articles.journels websites and books.









Main Findings   
Communication is based on three elements vocal tone quality, visual eye contact, gestures and posture and verbal which are the words directly spoken. The different forms of communication are faced to face written emails etc, according to (Duck and Mcmahan) communication is the transactional use of symbols influenced, guided and understood in the context of relationships. When using nonverbal communication, it's all the facial expressions which can impact greatly as without using words gestures can interpretate several things,   
Statistics show that the percentage of communication used in words is only 7% voice or tone is 38% and gestures is 55% there can also be barriers to communication                                                                                                   

using (Belbin and Tuckman 1965) theory team roles can be identified such as team worker, coordinator plant monitor, evaluator shaper, implementer and completer finisher when completing a self-perception questionnaire analysis, it shows what role is best suited to each team member. (Hackman 1990) stated that for a team to be successful in delivering tasks it must have appropriate tasks, recognise roles and skills within a team, team has clear authority over the task but supported by the manager, clear structure with a culture of promoting teamwork and expert coaching and feedback by the right leadership. Communication is the transactional use of symbols influenced, guided and understood in the context of relationships (Duck and Mcmahan) communication comes in three elements vocal, tone and quality, visual eye contact, gestures and posture and verbal “what the person says” there are different forms of communicating it can be face to face on the phone written in a letter or by email and social media. Barriers to communication would be body language selective hearing distrust power struggles and a hesitation to be candid. “By looking into the (Shannon and Weaver model 1949) it suggests that a message will begin at a source it is the relayed through a transmitter where it is then sent using a signal towards a receiver, this message travels from sender to the receiver while encountering all kinds of noise, this model was first used to improve the technical communication but then widely applied in the field of communication. “Communication skills are vital skills to have in the workplace it ensures the teams are kept together and keeps staff morale high. According to (Herzberg 1960) set out to determine the attitude on motivation, which is known as the two-factor theory, this includes hygienic factors in the workplace such as working conditions, wages, policies and procedure. Workplace conflicts occur when there are poor working conditions, poor management, poor communication fear and stress. According to Herzberg effective communication will help build a team, gives everyone the chance to speak up, it also helps the company grow and helps build strong management. In most teams there are five stages forming, storming, norming, performing and adjourning, teams will go through theses stages to start building a relationship and becoming a team.” working together is a keynote of a team activity” (Adair,1996)  ”Communication skills are essential for leadership, and good communication skills make a difference between connected teams and teams who fail to collaborate and achieve common goals. For a business to thrive long term its inprtent to have good communication skills, regardless of the communication style effective communication involves a connection with others, to strengthen those skills be approachable by your teammates, be patient with them and be self-aware it takes skills and practise to become a skilled communicator” (www.betterup.com)




Reflection
My own reflection on my learning path into university was hard at first and I went through all the different emotions, fear, stress and anxiety of meeting new people and the fear of communication barriers I felt I had, being out of education for so long I felt it a massive challenge to overcome my fears, when I first went into the room I felt uneasy as I suppose everyone else did, we went through the five stages of forming,storming,norming, performing and adjourning, we came together as a team after going through the five stages, We set up a WhatsApp group to come together as a team and to help with our presentation. Being back in university has changed me as a person, my communication skills have improved, and I feel elated being part of a team.









Conclusion 
Having good communication skills is beneficial to the organisation and individual performance, without using good communication channels teams are not able to perform. Using the theories as stated in the main body of this report will help teams to build on relationships and which then leads to good communication overall. Building on these skills will also help an individual excel at their role in the company.
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Appendices
My bebin team role test results showed that I am a team player.
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