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Communication is the exchange of thoughts, information and ideas which results in a mutual understanding between two individuals. I will explore the Shannon Weaver communications cycles, examples of communication practice and the barriers of communication. I will add a personal development plan to enable me to improve my own communication skills.



How do we communicate?
There are different forms of communication e.g., face to face, phone or written communication. Encoding and decoding is the concept that we have one sender (encoding the message) and one receiver (decoding the message whether it be the message via speaking, writing or electronically e.g., email. There are Five different elements of communication 

1. The sender… The sender is the person that starts the communication process
2. The idea…. These refer to any ideas that the sender comes up with
3. Encoding…This is a huge task in the cycle where they use ideas that the receiver understands. Encoding is creating messages to send over to the receiver. The sender can decode messages like verbal and nonverbal. Verbal languages such as English etc have its own style/grammar that is quite different from other languages. Nonverbal language is more communicated via hand gesture, body movements.
4. The message…This is the product that comes after encoding. It can be an opinion, thought that is clearly stated in nonverbal or verbal communication.
5. The receiver…The receiver’s responsibility is to receive and decode messages passed on.
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In this section I will be talking about NOISE and how it effects communication.
Noise interferes with communication as it causes distortions of messages sent and then it prevents the message from being understood the way it should be. Noise cant be fixed with technical help, it needs a different solution to be fixed. There have been diagrams and models over the years, but this is an easier breakdown
· You speak
· The listener listens
· The listener then speaks
· You then listen

Noise can be anything to interfere and distract you from communication and it can happen between the speaker(you) or the listener or between both.
There are four types of noise that I will be explaining below
· Physical Noise…could be an external sound that can get in the way of effective communication and can be a disturbance to the environment your in. Physical noise can also be known as environmental noise.
· Physiological Noise…Is usually a barrier from the communicator if they are maybe ill or stressed, it then causes physical noise that becomes an obstacle for effective communication.
· Psychological Noise…Is usually caused by the communicator’s psychological factors e.g., their behaviours attitudes or maybe beliefs. This noise distracts our minds so we can’t concentrate or listen to people, and then people struggle to listen to certain topics as they may find them not interesting.
· Semantic Noise…Is a communication obstruction caused by confusion over the meanings of words. It usually comes from grammatical errors or maybe technical errors in communication. Semantic noise is when different meanings of messages between the sender and receiver occur and then makes the receiver not understand the meaning. 
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Communication in the workplace 
Within my workplace in school kitchens due to being mobile we use what’s app groups to communicate this is our main way to get messages to each other e.g., as I’m a mobile kitchen assistant I can be in a different school daily, so I get told each day were I need to work that day. Also, they use what’s app for what stock in needed and were daily for each school. Whilst in work we use four different types of workplace communication.
· Verbal.  We speak to communicate
· Body…Body language is another way we communicate 
· Phone. Is our main source out of work to know what school to attend if mobile kitchen assistants like me, or we use phone for sick lines or any complaints or problems.
· Written. We do a lot of written communication in work as we have lots of paperwork as we deal with food and machinery daily. 

Communication in the workplace
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In this section I will speaking about Active Listening
Listening is a very important skill we have and how well we listen has a big impact in the workplace. It can affect how well you perform in your job and on your quality of relationships with work mates.
· We listen to take in information
· We listen to understand things
· We listen for enjoyment
· We listen to learn new things/skills
Research from (Edgar Dale’s) cone of experience states that we only remember between 25 percent and 50 percent of what we hear. So, if you was talking to a work colleague or boss for ten minutes, you would only be paying attention to less than half of that conversation. If someone was to give us instruction to do something we wouldn’t be taking in all the instructions given, due to us only remembering the 25 to 50 percent. Therefor we would be hoping that we remembered the instructions as best as we can to do the job correctly.
Listening is something that everyone can get better with to improve our ability to do well in our jobs and complete daily tasks needed. There are ways to improve listening skills by learning “Active Listening “. To do this you need to really listen, when the person is talking u need to pay attention to not only the word but the message that’s being communicated to you. You need to also not let yourself get board or distracted from the conversation. Mabe try and repeat these words in your head to keep you focused on what they are saying. Try and respond to the speaker so they know you are taking in and listening to everything they are saying.
There are five key techniques to become an effective listener
· 1.Pay attention…look at the speaker directly
Avoid any types of distraction
Listen to the speaker and their body language
· 2.Show that you are listening
Smile
Make sure your looking interested
Nod sometime to show your still paying attention
· 3.Provide feedback
Ask questions to make sure you have understood 
Reflect on everything that has been said and then summarise
· 4.Defer judgment
Don’t interrupt the speaker
Wait for the speaker to finish talking before asking question don’t interrupt
· 5.Respond appropriately
Think of your opinions so you don’t offend them
Be honest with your responses
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Here are five different listening skills they can be developed at home or in work
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Description automatically generated]Discriminative listening…This is the first listening type you are born with, and everybody has it. You use this before u know how to understand words and its used usually by tone of voice or sound changes.
· Comprehensive listening…Comprehensive listen requires language skills. This listening is usually developed in early childhood. Comprehensive listening is used for people to understand what someone is saying when using words.
· Empathetic listening…When you use this type of listening its for you to understand things from someone else’s point of view as they speak. As they speak instead of just focusing on the message, you can use this type of listening to relate as if it’s your own experience. 
· Analytical listening…This listening is used to focus on the interpretation and meaning of the sound. Listening to a song and then understanding what mood that song is trying to set out.
· Appreciative listening ...It’s a way of listening were somebody will listen to somebody’s likes and interests, and then actively search for this info that this person may like.



section 2
Assessing own communication skills
To communicate effectively within the workplace, I need to have good communication skills. These skills are needed so I can form some trust and relationships with my work peers. Once the trust is formed, we can then work together as a team. You also need good time keeping skills . Here are some of my strengths and weaknesses these will be things I will always look back on and always try to improve.


Strengths                                                                
· I have good time keeping skills
· Work well as a team
· Have good verbal communication
· Know how to speak clearly

Weaknesses
· Gets very nervous when having to do tasks in front of classmates
· Anxiety
· Rushes when producing work out loud
· Can’t make good eye contact 



 

















Appendix 
Here is a communication questionnaire attached
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Social Communication Questionnaire (SCQ) - Current
PC Answer Sheet
Michael Rutter, M.D., F.R.S., Anthony Bailey, M.D., Sibel Kazak Berument, Ph.D.,

Catherine Lord, Ph.D., and Andrew Pickles, Ph.D.
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Gender: OF O M Name of Respondent: Relation to Subject:

Directions: Thank you for taking the time to complete this questionnaire. Please answer each question by
selecting yes or no. A few questions ask about several related types of behavior; please select yes if any of these
behaviors were present during the past 3 months. Although you may be uncertain about whether some

behaviors were present or not, please answer yes or o to every question on the basis of what you think.
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Item Yes No

1. Isshe/he now able to talk using short phrases or sentences? If no, skip to question 8. O O

2. Doyou have a to and fro “conversation” with her/him that involves taking turns or building on
what you have said?

3. Does she/he ever use odd phrases or say the same thing over and over in almost exactly the o o0
same way (either phases that she/he hears other people use or ones that she/he makes up?

4. Does she/he ever use socially inappropriate questions or statements? For example, does oo
she/he ever regularly ask personal questions or make personal comments at awkward times?

5. Does she/he ever get his/her pronouns mixed up (e.g., saying you or she/he for I)? O O

6. Does she/he ever use words that she/he seems to have invented or made up her/himself; put
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for steam)?

7. Does she/he ever say the same thing over and over in exactly the same way or insist that you
say the same thing over and over again?

8. Does she/he have things that she/he seems to do in a very particular way or order or rituals
that she/he insists that you go through?

9. Does her/his facial expressions usually seem appropriate to the particular situation, as far as
you can tell?

10. Does she/he ever use your hand like a tool o as if it were part of his/her own body (e.g.,
pointing with your finger or putting your hand on a doorknob to get you to open the door)?

11. Does she/he ever have any interests that preoccupy her/him and might seem odd to other
people (e.g., traffic lights, drainpipes, or timetables)?

12. Does she/he ever seem to be more interested in parts of a toy or an object (e.g., spinning the
wheels of a car), rather than in using the object as it was intended?

13. Does she/he ever have any special interests that are unusual in their intensity but otherwise
appropriate for his/her age and peer group (e.g., trains or dinosaurs)?

14. Does she/he ever seem to be unusually interested i the sight, feel, sound, taste, or smell of
things or people?

15. Does she/he ever have any mannerisms or off ways of moving her/his hands or fingers, such
as flapping or moving her/his fingers in front of her/his eyes?

16. Does she/he ever have any complicated movements of her/his whole body, such as spinning

or repeatedly bouncing up and down?
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