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The author of this assignment will be investigating various communication models that help businesses in the working world. Firstly, the author will be explaining what a communication cycle is, and what benefits are to the business and the author. 
The author intends to use this assignment to help in his business and progress by communicating to management in higher roles in order to get contracts and possibly a move up the ladder in another company. 

The authors understanding of the communication cycle is that the expresses how the system of conveying and understanding messages operates and demonstrates how we send and receive messages every day in order to maximise efficiency. Whether you are writing and email to a co-worker, delivering job instructions or training to a new team worker, or giving an important presentation to a new client, you must communicate in a way that is clear, to the point and easy to understand.
The author has found out on more than one time that when communicating over email you have to be clear and to the point or he could be giving away services that has not been priced into certain jobs. Emailing is a great form of communicating but because there is no way of telling how the author is putting his point across it can be very misunderstood. 
The Communication Cycle is a six-step conveyor belt that helps you develop your message. It ensures you don’t forget anything important the first time you present it and should help you to make the most of its impact in the times that follow. By putting it into a cycle to allows you to use the feedback you receive and improve the next time you communicate in future.   

[image: ]"The ability to express an idea is well nigh as important as the idea itself." 
– American businessman, Bernard Baruch









This is cycle is generally a straight forward procedure until you add “noise” into the mix, this “noise” is something that refers to anything that may disrupt or interfere the process of the communication cycle. Craig E. Carroll, author of "The Handbook of Communication and Corporate Reputation" likens noise to second-hand smoke "having negative impacts on people without anyone's consent." 
 ThoughtCo.com (Nordquist2019) list four types of noises that interferes the communication process, they are a physical (external), Physiological (internal),Psychological and semantic.
Physical noise is an external noise to both speaker and listener, it hampers the physical transmission of the message or signal.
Physiological noise is created by barriers within the sender or receiver. For instance talking too fast, fatigue or even hunger can cause the message to get lost when communicating.
Psychological noise is a mental interference in which the listener or speaker receives or communicates. Such as preconceived ideas, when the receiver believes they already know something and have therefore have already made a decision.
And finally, semantic noise. This is an interference created when the listener or speaker have different meaning in the same word or when an abstract idea can get in the way. Some people find it hard to speak what they are thinking or concretely.
The author can link this to his hectic work life, managing sub-contractors whilst trying to keep on top of pre-planned maintenance can take its toll, the author has found that whilst communicating with customers during routine checks he has missed various extra jobs asked by customers to do thus causing a rift between himself and the client, luckily the client understood or the contract could have been lost. 
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In 1948, Shannon, an American mathematician/electronic engineer and Weaver, an American scientist joined together to write an article called “Shannon-Weaver model of Communication”.
The model was designed to develop communication effectively between sender and receiver. Also factoring which affects the communication process called “noise”. 
The model deals with various concepts, Information source, transmitter, noise, channel, message, receiver, channel, information, destination, encode and decode. According to CommunicationTheory.org (2010), the Shannon-Weaver theory of communication was primarily designed to improve technical communication but was later used to describe different fields of communication. 
There are different depictions of the cycle that may include slightly different steps and descriptions, but most agree on the basic elements
· Sender: the person or entity originating the communication 
· Message: the information that the sender wishes to convey 
· Encoding: how the sender chooses to bring the message into a form appropriate for sending 
· Channel: the means by which the message is sent 
· Receiver: the person or entity to whom the message is sent 
· Decoding: how the receiver interprets and understands the message 
· Feedback: the receiver's response to the message 

This cycle is widely used across the world and is recognised as being the main communication cycle we should all adhere to. 
[image: ]
(Shannon and Weaver, 1949)


Different personalities communicate differently be it through, verbal, non-verbal, body language or even signals. Each sender will have its own noise distraction to overcome as will each receiver. Every communication cycle will be tailored to suit them.
As with the author, he realises every client needs to be told or explained differently on how his company operate and what exactly they entail to do on certain jobs. Everyone is different, as is every job.
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Aristotle (384-322 B.C) was a Greek philosopher and writer born in Stagira, Northern Greece. He was also the teacher of Alexander the Great. He studied physics, logic, mathematics, etc.

While exploring human nature he developed a linear model of communication. It is considered the first model of communication and was proposed before 300 B.C.

Aristotle Model is mainly focused on speaker and speech. It can be broadly divided into 5 primary elements: Speaker, Speech, Occasion, Audience and Effect.
The Aristotle’s communication model is based on a centred model as the speaker has the most important role in it and is the only one active. It is the speaker’s role to deliver a speech to the audience. The role of the audience is passive, influenced by the speech. This makes the communication process one way, from speaker to receiver.
The speaker must get a speech written beforehand, or know what he’s going to say and know the target audience and occasion. He must be prepared so that the audience is pursuaded or influenced from the speech.

Aristotle gives 3 elements that must be presented in a good communicator or public speaker. 

Ethos, Pathos and Logos. These are modes of persuasion used to convince audiences.
· Ethos is being notable in the field in question, such as a professor or in the authors terms a company director when presenting company toolbox talks
· Pathos is an appeal to the audiences emotions. The terms pathetic, sympathy and empathy derive from it. Pathos can be used to fear and sway the audience.
· Logos is a logical appeal or the simulation of it. Normally used to describe the facts and figures that support the speakers claims. Such as the amount of falls, trips and hazards on a building site collected from health safety data would support the authors toolbox talks on that subject.


The author has used this model in speaking when handling tool-box talks on site. This is where he would stand in front of contractors and do a basic health and safety briefing’s in order to keep the contractors update on site rules. 

[image: Communication Model Of Aristotle, Lasswell And shannon Weaver]


“I'm a great believer that any tool that enhances communication has profound effects in terms of how people can learn from each other, and how they can achieve the kind of freedoms that they're interested in”
Bill Gates
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The author believes communication in the workplace is absolutely vital for a good working team. Poor communication can effectively lose trust and lose important information along the way. Upon researching his own communication skills, he already knew he wasn’t confident in speaking in public, such as power-points, and also lacks confidence in giving answers out in classes. 
As lessons went on the writer’s confidence grew in among the group. 
In order to become more confident the author under took a “How Good Is Your Communication Skills” quiz and was happy to find he was in in middle/top bracket scoring 65 points. (see appendix)


	45-85
	Your Communication skills are good and you understand the importance of good communication. Nonetheless, you need to work further on your communicative ability, as you tend to communicate effectively only with people who you think are important for you. Communication travels across boundaries hence you need to focus on the person you are communicating with and don’t label them as important or unimportant. Also, work on your listening skills, as at times you tend to get carried away and enter into a monologue.




A big part of communication is body language. Poor body language can give out the wrong message, whereas good body language can give the correct impression and give off the right message before even giving the message.  The author requires to keep in mind that sometimes slouching or even tapping whilst speaking can ruin the whole message when communicating. 
He recalls having a manager in one workplace and for the entire 2 years the manager didn’t look him in the eye once during one to one meeting’s. This give the writer a negative and unwelcoming feeling at the workplace thus creating a hostile environment between him and the manager.
In another workplace his manager would often call him in and ask about his weekends and how work out there was giving him an enormous lift and welcoming part of the team, this often led to the writer doing overtime and ‘favours’ for the company. 
This is something the author brings to his own company. He constantly asks his sub-contractors if they are well, and if they are busy. This gives off a welcoming manner and a caring side to the author. 
As part of the assignments the writer was giving a task to give a power-point on communication in the workplace, he choose to speak about Belbin’s theory in the workplace. 
This was the authors worst nightmare, speaking in public. But it was something he had to do and was keen on doing. He knows this something he will have to deliver later on in his working life to his sub-contractors and engineers.
Unfortunately, nervousness got the better of the author resulting in him tapping whilst speaking and also rushing through the entire power-point in the end. 
He resulted in a 58% which disappointed him greatly as he feels he could and should be aiming for better. 
The author sent out the presentation recording and feedback forms to 4 classmates and a former manager of his to get feedback on what he should be improving. This is will be a great opportunity for him to look back and learn from the mistakes he made on his first presentation. (see appendix)
The results were a shock to the author as he believed he delivered it poorly. But everyone that gave feedback said it was good/excellent presented and only the timing seeming the problem. 
But the author believes he needs to work on this especially in speaking slowly and clearly. 
The writer understands that using feedback forms on communication based exercises allows you to improve and learn from little mistakes. This is a key in communication because without feedback he could be constantly making the same basic errors in delivering messages, power points or even instructions. 
During this assignment the author has learnt so much. He already knew communication was an important part of the workplace but how far it goes was a shock to him. The theory of interruptions can cause a message to be lost started making sense the more his assessor talked in depth about it. He has grown lesson by lesson and taken on board each feedback from assessor to classmate to ex manager. He believes that without these lessons he would still be shying away from taking responsibility in speaking in public. 











[bookmark: _Toc42618101]



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?

	
Be able to confidently deliver a power point in public



	Speak off a piece of paper but struggle to read from the mind
	Confidence and nervousness 
	Complete a course on public speaking, practise in front of family and friends

	Alter communication channel
	Deliver speaking clearly and throuh different channels
	Will need to take into account the receiver whom I am communicating to
	Ask if they would rather face to face or email etc

	Communicate with no distractions and no nerves
	Speak clearly 
	Confidence 
	Read of a sheet in mirror, stop tapping 
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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?

	Improve communication in a team
	Listen, speak clearly and slowly, body language
	Feedback from team workers
	Immediately 
	Constant feedback


	Improve communication in emails
	Read emails and reply more often
	Feedbacks and ask customer if they are happy with services
	Immediately 
	Silent director
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How Good Is Your Communicating Skill?

So are you communicating effectively? 
· Take this short quiz to find out
· Keep a pen and a paper handy as you take it
· Match your score at the end and find out how good your communication skills are.
1. I believe that people should understand me before I understand them.
a) Sometimes b) Always c) Never
2. I am able to express my views easily in a group
a) Always b) Sometimes c) Never
3. I often have the exact words to express myself
a) True b) Maybe c) False
4. I always enjoy reading
a) Maybe b) False c) True
5. I can argue well with people who confront me
a) Sometimes b) Always c) Never
6. I communicate with lot of facial expressions and gestures
a) Always b) Sometimes c) Never
7. I have asked lot of questions in past conversations
a) Sometimes b) Never c) Always
8. On a favorite topic I tend to keep speaking especially when I know the other person is not aware of the subject
a) False b) Maybe c) True
9. I often say what others want to hear rather than what I feel
a) False b) Maybe c) True
10. I speak only when given a chance
a) Maybe b) True c) False
11. I like interacting only with intelligent people
a) Sometimes b) Always c) Never
12. I like to hear people talk as I enjoy listening to them and gain knowledge in the process
a) True b) Maybe c) False
Score Sheet
	Qu.
	A
	B
	C

	1
	5
	0
	10

	2
	10
	5
	0

	3
	10
	5
	0

	4
	5
	0
	10

	5
	5
	0
	10

	6
	10
	5
	0

	7
	5
	0
	10

	8
	10
	5
	0

	9
	10
	5
	0

	10
	5
	0
	10

	11
	5
	0
	10

	12
	10
	5
	0
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Presentation Evaluation Sheet

Module: BMSK4002

[Topic: Effective Team working

Presented by: James Williams
Weak | Fair | Good | Excellent

Prepared for Presentation

[Presented in an interesting manner

Objectives of the presentation were -

clear i

Used visual aids effectively i

Made eye contact with audience i

Presented without reading i

Spoke loudly enough i

Spoke slowly and clearly i

Presented within appropriate time i

[Responded to questions accurately u

What can be improved for next time? | More visual aids to categorise each sector to clearly
show who would fall into what, where and why. Also
visual aids are good for persons whom find listening
2 problem (accents and speed)

What was good about the [Nervous but grew into it, presentations are never
[presentation? casy even when you practice and record
yourself. The use of visual aids to explain
and to be “punchy” with what you are
presenting. This will help people to take
notice and give positive feed back

Thank you for taking the time to complete this
feedback form.
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Figure 1: The Communication Cycle
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