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[bookmark: _Toc43823029]   Section 1                  Verbal and Non-Verbal
[bookmark: _Toc43823030]                                          Communication 

Communication is natural way of living we communicate everyday by text message to a friend or talking and nonverbal communication body language, typing a letter, etc. The way we communicate plays a vital role in are personal lives, employment. Individuals exchange data, feelings, trough verbal and nonverbal messages. When you are talking verbal to someone face to Face an individual characteristic is involved like eye contact, tone of voice, their mind and ears, facial expressions. You can always tell if somebody is interested in what you are trying to tell them by when they response by listening to their tone of voice, there face expressions and body language are all key signs for an individual letting you know how they feel. As mentioned in (Elizabeth Kuhnke 2012) “Knowing what you want to achieve and being open to hearing what the other person has to say are the foundation for great communication”. When sending a voice message are body language uses 55%, voice tone 38%, 7% are the words said by the individual. So, it shows when you send a voice Message 93% is nonverbal. So nonverbal plays a big role in communication to others. It can show if your telling the truth, or the other person clearly understands the message you have sent to them, their facial expressions all show sign of truths. There are 3 stages of nonverbal communications 
1) Nonverbal communication is when you see a poster of an image of a new iPhone which is due to come out. In the picture you will see the colours. Material, Technology, release dates of iPhone they all connect with your mind building an image what sort of communication is expected

2) Nonverbal communications are about communicating without talking verbally. Which are hand gestures to say hello, nodding you head up and down which means Yes.

3) Is a combination of using verbal and nonverbal, For example helping someone how’s is looking for directions to go to a shop. You would point in the direction the person should go and at same time you will be explaining to them the directions verbally which way to go. 
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[bookmark: _Toc43823033]                                      COMNUICATIONS 

Are about different ways we communicate with an individual the way we structure a message putting words together. The way you talk to your parents, /grandparent, manager at work is not the way you would talk to your friends. For example, if I had to do a presentation on a product I was selling. I would use more formal complex and simple structure words which an audience would expect from an individual giving a speech to be well spoken. But if I was going to see my friend, I would use more informal words, casual vocabulary, simple sentence structure. The levels of informality are important and knowing when to use such words as it can cause miss to understand of the message your trying to tell individual.
Formal words - Used by Professionals Solicitors, bank managers, Doctors
, etc
Informal words – Used daily communicating with friends, social media, WhatsApp, text messaging your friend, cousin, etc
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[bookmark: _Toc43823035]                                        Communication Model

In 1949 Claude E Shannon partnered with an individual called Warren Weaver. There where both working at beltelephone laboratories. They where trying to understand the quickest and most efficiently way to get an message to   A to B. Communication starts when a message is sent or received. Communication models on Shannon & Weaver are regular used at the technical level. They are 6 steps in communication models explaining the concepts of communication. The 7th was added later which changed the 6 into 7 communication model. It was called feedback. The 4 main parts which are called the SMCR. Which stands for Sender, message, channel, receiver. I will now explain in more detail the means of the 7th concept of communication models by Shannon & Weaver.

         Sender (information source)
  The sender Is the individual how send the message to the receiver for example if I wanted to send a text message to my friend, I would be the sender.

        Encoder 
 Is the machine used to convert the message through a laptop, smartphone, computer device. Which is translate through a signal from sender to receiver. It was mentioned in (Chris Drew 2020 ) “The encoder might be a telephone, which convert our voice into binary 1s and 0s to be sent down the telephone line (the channel). Another encode might be a radio station, which converts voice into waves to be sent via radio station”.

      Channel
Is the root where message has been sent either by audio, verbal, email, etc. For example, if a tv presenter was to give a speech to the public on tv the way of communication would be video, audio the channel it goes through would be radio waves. which is used to send the message to the receiver.

       Nosie 
Is when a message is interrupted so audience does not hear message properly for example you talking to your friend on your mobile phone all of a sudden the  fire alarm goes off which causes an interference in communication resulting in the receiver not clearly understanding and hearing  what you are trying to say to them.

     Decoder
Is the machine (laptop, radio, etc) how receives the message sent from the sender. The device then decodes the message into a format that the receiver can read
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Section 4- Shannon & Weaver communications model
[bookmark: _Toc43823037]                                               continues
    Receiver
This is when the message reaches its destination to individual how is supposed to reach   for example the person reading message is the receiver.

    Feedback
Is when the receiver how receives the message has read it and response to message sent by sender. Then cycle repeats.


















                                             


   Section 5                                                 PDP
[bookmark: _Toc43823039]                               Communication skills Introduction

Communication skills is a skill I engage on a regular basis. Weather it’s at work or talking to friends etc. I believe my Communication skill with customers is good. The reason why is because I listen to customer first, then answer after but there is more to it than just listening to customers after researching and receiving feedback from my presentation. Which I done in front of family and friends I identified that my nonverbal was not up to standard which was mentioned by at least 3 members of the audience lack of eye was mostly mentioned and messing words in my script which I believe it was because of nerves that made me react like that. So, finding strategies to eliminate that problem would be a start. I have done my PDP explaining my plan of action to overcome certain fears in my communication skills.
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	Goals 
	                     Action 

	keep improving on my speech presentation skills
	1)Rehearsing my script more so I know it

2)Working on the rate. The speed of my speech by slowing down rather than speeding through my speech

3)Do more reading to improve my vocabulary, Grammar  

4)Do a vocabulary test once a week to see where there still room for improvement.

 


	Keep Improving my nonverbal, communication skills
	1)Work on my nonverbal by keeping eye contact with customer or audience. Also recording myself, playing back video watching how my nonverbal looking for faults and how I can improve my nonverbal by using different strategies

2)Have the ability to communicate and connect effectively by giving customers feedback sheet to file out after every repair are done.

3)Read books on ways on improving my communication skills finding different strategies to defeat my weakness in that skill
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I am so glad this essay was brought forward has before I never knew there was so much to learn in communication. Which is a skill that is need every day of our live. Engaging in research I learnt different strategies that can be put in place to make your communications skills improve. Belin and Tuckman theory, I found very interesting as well which expanding my knowledge how to build a successful team. learning different strategies which will help bring forward a winning team. Also learning many stages you have to go through for example Tuckman theory which is called Forming, Norming, Performing, Adjourning 5 stage of team devolpement. Which I find a great advantage to know it will benefit me in the future and in my career so in the future if I need a team to complete a task, I would know exactly where to start to manage a winning team. 
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