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(Shannon and Weaver, 1949)

    The communication cycle is made up of five process. The first being the Sender. The sender is the information source. It uses the KISS (keep it simple and straightforward) principle (UK Essays 2020) because the simpler the message or information the more impact the sender will have. The source decides who will receive the message and what the message is going to say. 
     From the sender it is then goes to the Encoder. This is the part of the process where information is transmitted to the recipient so that it can be easily understood. For example, choosing the correct wording, grammar and punctuation, body language and tone of voice. When you encode a message whether it is written or you speak, you should always consider cultural and language barrier as this can cause miscommunication. This should be addressed in advance to avoid the cycle being interrupted further down the line. 
    The next part of the process is the Channel. This is the part where you convey the best communication channel. For example, choosing whether to be verbal, face to face meetings, phone calls or videoconferencing or written communication such as writing letters, emails, memos or reports. When you delegate simple tasks or directions, an email would be a practical way of communicating. However, if you had a more sensitive task or issue it would be better to communicate verbally, face-to-face or over the phone so that any questions can be asked and answered straight away.
    From the Channel the next process is Decoding. Decoding is how you receive or interpret a message. For example, when you read a message you should read it carefully and avoid distractions. Or if you are being given instructions verbally you should be listening actively, and it is important to pay attention to the speaker. Noise is a big factor of misunderstanding instructions. 
   The information is then sent to the receiver. All individuals have different reactions when receiving messages. You should bear in mind when communicating with people that their ideas and feelings may influence their understanding of the message. 
    Feedback is an essential part of the communication process. Feedback provides information to the sender that the receiver understood the message. If they misunderstood, then there is a chance to send the message or instructions again for the receiver to understand. Managers need skills and abilities to deliver and receive information. It is their responsibility to maintain an effective and efficient communication process with their employees. It is their responsibility to detect communication barriers, what is causing them and how to prevent them happening again to avoid the barriers happening. Some of the barriers that affect the flow of the communication cycle are perception, language differences, too much information in one go, time pressure, distractions from noise and emotional state. 
[bookmark: _GoBack]   In my own experience of poor communication in the workplace which I personally was involved in. Management, which is the Source, was verbally transmitting instructions of jobs for the day to the employees being the Channel. However, due to the volume of people there was lots of chats going on and being a small office, it didn’t take much for the volume of noise to creep up. There was a miscommunication between management and me on a specific job that needed doing this is the Decoder. Due to this a job wasn’t fully completed as all the information was not heard by the receiver. Feedback was then given to management. To overcome issues like this in the future, maybe management plus one person at a time should be in the office to receive instructions for their duties of the day. That way noise would not be an issue and information given can be received and questions may be asked if misunderstood. 
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From doing the ‘Skills You Need Communication Quiz’ I can somewhat agree with my results. My listening skills resulted as 58% an average score which I would agree with. I listen to important information but then my mind wonders off to something that is irrelevant to the task in hand. I feel I need to concentrate more on listening effectively and try and get rid of the bad habits that I have developed along the way. 
    I scored an average score of 51% for my emotional intelligence. This I can agree with. I feel awkward and unsure on how to react when other people are upset. I worry I may say the wrong thing and upset them more, so I tend to keep quiet. I am also the same with my own emotions. I struggle to express my feelings to other people and tend to keep them to myself and paint on a smile. I feel if I could learn to express my own feelings it would give me confidence to give support and advice to other people during their emotional times which would benefit me in my career choice hugely. 
   My results for verbal communication come out below average at 45%. This I feel is completely true. I struggle when it comes to speaking out in groups especially with people I do not know. I lack in confidence in myself and struggle with low self-esteem. I feel people may laugh at what I have to say or what I say will be wrong, so I just keep quiet. However, if it come to standing up for a family member or friend where I feel they have been wrongly accused of something or someone was saying horrible and unnecessary things about them I have a strong wave of confidence where I would stand up for them. To overcome my confidence issue, I feel I need to practise being more verbal in a surrounding of friends and family and ask for feedback from them and hopefully it will help build my confidence when in unfamiliar surroundings.
    My communicating in groups score was 51%. I do lack the confidence of speaking in groups I feel the things I say may be wrong or completely off topic. To overcome this issue, I need to observe other people ask for advice and practise. Choosing a topic I understand would be a good start as I would have the confidence to explain my point and it be valid. 

   On the Mind Tools Questionnaire, I had a score of 49. This meaning I am a ‘Capable Communicator’. I can communicate with people however if I feel under-pressure, I mix my words up of can’t get them out. I rush what I am trying to say instead of stopping, preparing in my mind what I want to say and taking my time to say it slowly and clearly. I feel I communicate better via written communication such as email as I can take my time, read over and examine what I have said. I have more confidence when communicating in this type of way over verbal communication. 
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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 a manager on a Mental Health ward




	
A healthcare worker on a mental health ward
	
Nurse training 
	
Go to university and do a nursing degree

	
Learn basic skills in different languages
	
Speak English and basic Welsh
	
Other languages
	
Audio language lessons

	

Lean about different Cultures and Beliefs 

	
I know about Christianity 
	
Information on other Cultures and Beliefs within them Cultures
	
Research online 
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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?

	
Become a Mental Health Nurse
	
Do a nursing degree
	
Graduating University
	
July 2025
	
Tutor, Family for childcare and support, Laptop, Car for travelling back and forth

	
Become a ward manager
	
Get experience from nursing
	
Getting a manager’s job
	
July 2030 
	
Colleagues and family  

	
Speak basic amounts of different languages
	
Listen to audio clips and lessons
	
Simple language tests 
	
June 2022
	
Phone, headphones, laptop, audio language lessons
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Mind Tools Communication Quiz
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Your total score is: 52%

Based on the answers you provided your interpersonal skills are about average — compared to other people. Although you
have a basic grasp of the key interpersonal skills, there is still a lot you can do to improve them further. Spend some time
practising and developing your interpersonal skills to enhance your relationships with others further.

Listening Skills
Your score: 58% (Average)

(You rated your listening skills as: Average)

Based on the answers you provided your listening skills are average. You may have picked up some bad listening habits or never
previously thought about the active processes involved in effective listening. Although your listening skills are OK, you should think
about developing them further by consciously practising effective and active listening.

See our pages: Listening Skills and Active Listening for more on developing listening skills.
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Emotional Intelligence
Your score: 51% (Average)

You achieved an average score for the emotional intelligence part of the assessment. 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 ways 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.

See our pages: Emotional Intelligence and Counselling for more information.

Verbal Communication
Your score: 45% (Below Average)

(You rated your verbal communication skills as: Below Average)

Your verbal or spoken communication is below average — you should probably think about ways which you can practise and improve
your verbal communication. Your verbal communication skills may be a result of low self-esteem or over-confidence, this is
something that you will be able to recognise in yourself. Over-confident people may use unfamiliar language or jargon when
speaking to others, making them difficult to understand. People with low self-esteem may not feel able to confidently communicate
their ideas and opinions. It is also possible that you have been overly self-critical in your assessment — ask a friend or family
Klember how they rate your verbal communication.
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Communicating in Groups
Your score: 51% (Average)

Based on the answers you provided you have average confidence levels when communicating in group situations. You are likely to
handle most group situations adequately, although you may well be nervous in some situations. Communicating effectively in
groups is an important part of your overall interpersonal skills and is useful in many different areas of life. Next time you’re in a
group situation watch the other participants to pick up some ideas of what you can do, and what you can avoid doing, to improve
your presence in group situations.

See our pages: Group Cohesiveness and Self-Esteem for more on developing your group working skills.
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Calculate My Total

Score Interpretation
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15-35 You need to keep working on your communication skills. You are not expressing yourself clearly
and you may not be receiving messages correctly, either. The good news is that, by paying close
attention to the way in which you communicate, you can improve your effectiveness at work and
enjoy better working relationships with your colleagues! The rest of this article will direct you to
some great tools for improving your communication skills. (Read below to start.)

36- You're a capable communicator, but you sometimes experience communication problems. Take

55 the time to think about your approach to communication, and focus on receiving messages
effectively, as much as sending them. This will help to improve your ability to communicate. (Read
below to start.)

56-75 Excellent! You understand your role as a communicator, both when you send messages and
when you receive them. You anticipate problems, and you choose the right channel to
communicate. People respect you for your ability to communicate clearly and they appreciate
your listening skills. (Read below for more.)
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