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Introduction 
This assignment will be a portfolio of evidence, I will refer to in-class exercises to support my investigation relating to communication skills which we have reviewed during lessons. By supplying a brief analysis on my individual experience in my workplace appertaining to teamwork and communication. According to Kinnick and Parton (2005), communication skills are crucial for individual, team and organisation success, to elaborate verbal communication and interpersonal skills are highlighted in the recruitment process and are the core requirements when seeking new candidates for employment. Currently working in the House of Commons as a Personal Assistant to an MP who is also the Shadow Minister for the Foreign and Commonwealth Office, I have been in this role for the last 14 months and communication is vital as we all have an individual role that support a much larger perspective. We are required daily to liaise with various departments and offices nationally and internationally working cohesively to support each other but also achieve results. I am required to liaise with my member daily – both verbally and nonverbally, I communicate with her over the phone, via email and in person. This allows her to carry out her duties more effectively, but also enables her to focus her attention on more demanding issue within her remit.  
[bookmark: _Toc29243854]Types of Communication
Communication transpires on a variety of platforms to engage and interact with one another, whether its verbal communication, para-verbal communication or non-verbal communication, Goleman, (2006) defined that accurate perception of non-verbal communications and strongly relates to an individual social intelligence and interpersonal sensitivity meaning that being attuned with our surrounding showing an appropriate level of empathy and academic skills: oral, reading and written, helps to encode and decode information correctly. Communication has occurred when a message has been sent and received in whichever form. We use many forms to communicate such as body language, face expressions, posture and even eye contact these are types of nonverbal communication that we can use to understand different messages the sender what the recipient wants to translate. Verbal communication is the exchange of thoughts and ideas between two or more individuals by the transmissions of information. Para verbal communication refers to the sub-messages that we transmit via the pitch, tones and pace of our voices referring to not how something is say but the underlying way of how we say it. Communication in not solely the act of talking, but a profound complex combination of all three and the misuse of one can generate a completely different outcome to what the message was trying to originally portray. These three types of communication will be explored individually below.
[bookmark: _Toc29243855]Verbal Communication 
Verbal messages created through language, efficient and effective use of words amplifies the message and meaning received. The better use of the language spoken the simpler it is to understand, better use of communication skills in a professional environment enhances your chances of being more successful within a team working environment. Team members who are working together on a project are required to liaise with one another, verbally is an effect tool for communication. Not only is this spoken verbal communication applies to written communication to, the verbal element of communication is all about the words that we use. I use communication at work when I answer the phone for example or relay a message to my MP. If I have arranged a meeting - I will convey the relevant information to my employer either via email confirmation or speak to them directly if the meeting requires urgent attention.  
[bookmark: _Toc29243856]Non Verbal Communication
Non verbal communication is by transmitting information which has not been spoken, for example facial expressions, body language, eye contact, posture even down to personal appearance. Hinkle (2001) suggests that non-verbal communication such as vocalics often referred to as paralanguage, which is how people use their voices, the pitch, tone and volume etc, provides information relating to self-confidence, knowledge and influences how others view us. Albert Mehrabian’s Theory (1981) demonstrates that only 7% of what we communicate consists of the literal content of the message, whereas tone, intonation and volume contribute as 38% and as much as 55% of communication conveyed resides in our body language. To reflect this time of communication seems highly relevant within a working environment as it appertains to how we feel about ourselves and the better we feel about ourselves the better our performance in within a chosen profession. We have 250,000 different facial expressions resulting in the brain working rapidly to decipher.  Non verbal prompts help participant interpret verbal messages, for instance during team meetings if a colleague is speaking eye contact demonstrates interest and also respect by listening reflects that you are paying attention but you are also providing the speaker with encouragement which also offers the speaker with the confidence to continue.  
[bookmark: _Toc29243857]Para-Verbal Communication
As introduced in the paragraph above para-verbal is not what we say but how we say it for instance if a husband asks a wife if she is ok and her response if fine in a monotoned, indicates that she is not fine, which I am sure many partners have learnt the hard way throughout the years! In oral communication para-verbal cues are one’s tone, speed, timbre and volume of their voice. These are essential aspects because meaning is conveyed from delivery not only in what is said. Professionals, especially those of whom are public speakers and those of whom prepare speeches are aware of the importance of para-verbal communication and to get a message across whether in sales of marketing and a successful demonstrator will utilise such skills as pace of voices, clarity in speech, volume to project their message along with pausing to allow messages and ideas to captivate the attention of the audience. 
[bookmark: _Toc29243858]Theories of Communication
A variey of therories exist regarding communication for the for focus of this portfolio which we discussed in class and will be centred around 3 models of communications, The Shannon Weaver Theory, Berlo’s Theory and Schramms Theory which are all a catalyst to how we view communication today. 
[bookmark: _Toc29243859]Shannon Weaver – Model of Communication 
Claude Shannon and Warren Weaver both working within the telecommunications industry and co-authors of “A Mathematical Theory of Communication” in 1948 created the Shannon and Weaver concept Sender – Encoder – Channel – Decoder – Receiver – Feedback – Noise. Social scientists later developed the Shannon and Weaver Model which explores how effective communication takes place between a sender and a receiver from a technological perspective. Initially designed to improve efficiently and security during World War II, Shannon and Weaver model explained the flow of information transmitted my diagram below demonstrates this process in the 21st Century:
Diagram 1
[image: ]
There are limitations to this model as is does not take into consideration non-verbal communication, the model is simple but does not take into consideration the interpretive dynamics. The more information received and the more consistent the information is the more likely the message will be delivered accurately. 
[bookmark: _Toc29243860]Berlo’s – Model of Communication
David Berlo (1960) adapted the linear model by Shannon and Weaver and established the Sender-Message-Channel-Receiver (SMCR) model of communication. The SMCR model “Sender – Message – Channel – Receiver” is relevant to almost any media communication study because it can be applied to most communication exchanges. The SMCR model was designed to describe the transfer of information as the message passes from the sender to the channel to the receiver. The model, however, does not consider the complexity of the relationship between sender and receiver nor consider the receivers understanding. 



Diagram 2 
[image: ]
[bookmark: _Toc29243861]Schramm’s – Model of Communication 
Seeks to explain how meaning is transferred between individuals, corporations and others, this widely used theory of communication that proposed by Wilbur Schramm in the late 1940’s. The Schramm model views communication as a process that takes place between a sender and a recipient, believing that communication is a two-way street, meaning that there’s at least a sender and a recipient. The model contains at least one other element as well; the message itself.  The Schramm Communication Model is circular, meaning that at least two parties are required to send and receive a message. Both the sender and the recipient have to encode and decode the message to decipher the message accurately.
Diagram 3
[image: ]

[bookmark: _Toc29243862]Conclusion 
Effective communication is an essential and fundamental requirement in the workplace today. Daily duties can be carried out efficiently only if the communication flow is clear, precise and unhindered. In the workplace where there are many of communication awareness of audience is considered along with the urgency of the message for instance for speed a telephone call maybe suffice but if the message is to be relayed to several individuals at once an email communicate works for speed also so being aware of these factors within the workplace helps to communicate more effectively.  A positive work ethic, and correct conduct and a safe working environment have a huge influence on effective communication. Take, for example, exit polls. Field investigators go to the polling stations to interview the voters. This is managed by a team leader who manages a few polling stations together. The data is sent to the main office, which is usually located at a distance from the polling stations. The data is sent at regular intervals via a secure digital database. This data is sent for analysis to a programmer who interprets it and sends it back to the office as the final report. This entire process depends on effective communication. The data has to be sent unadulterated from the polling station to the office and then to the programmer. Attention to detail is crucial whilst sending data, or this could render the entire report obsolete.
Therefore, effective communication relies on a plethora of skills. These skills of utmost importance to be success in employment and maintaining employment. Being aware of yourself helps you to communicate more effectively and efficiently with others and being aware of yourself assists with others awareness of you. Communication is not only what you say but how you say it, how you are viewed and also how you sound, so being positive and using language coherently does effect those around you how they respond and their opinion of you. While the means of communication may change due to evolving technology, effective communication still remains a fundamental foundation for success within todays working environment. 
A postive working environment requires a effective communication to work collaboratively, whether written, spoken, heard or seen. My role as a civil servant requires constant communication, whether it is updating my database, answering the telephone responding to email or participating in a meeting. Being respectful and efficent at all time equipts me with the correct working ethics to be successful not only to my employer but also to the constituents that we represent. In class excercises have enabled me to become more aware of my peers views and ideas and also to listen more, but to also become more mindful of own my body language and also read others more accurately. In class excercises have also empowered my leadership abilities I am more aware that I have many skills and transferable qualities and am a lot more confident in my own abilities and regularly scoring high marks in The Business Student’s Guide to Study and Employability by Peter Morgan, Self Assessment Skills one in particular on reflection on page 50-51 was especially interesting as it allowed me to reflect on being a student and being an employee. Throught this assignment we have discussed different models of communication along with verbal, non verbal and para verbal communication and the importance of effective team working and communication and to be an effective team member communication needs to be administered effectivly, no only by what is spoken but also how its delivered, being mindful determines a teams success which reflects on the organisation as a whole. 
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In-class exercise 1

Student Name: M{“'_Z’L&L\ StudentiD: _/ICS®RY

Time allocated: 1 hour.. Please reltur n'your paper to the lecturer upon completion. It will be returned
to you a.t the next session, You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1. Read the following brief and write a business email according to the instructions.

You are the Director of Communications at your company and you would like a Supervisor, Mary

December, to go on a training course in non-verbal communication because you have observed
that her non-verbal skills sometimes send the wrong message

- Tell Mary why you are writing
- Say what you have observed about her communication skills

- Tell her how you think this course would improve her skills and her relationship with her fellow

workers.
Dear My Q;camée/ Q;}

Lecturer’s signature:
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In-class exercise 1

English is not their primary language.

Barry has a Health and Safety (Food) Certificate and tries his best to keep up with food safety issues
in the kitchen, but he admits it’s not easy. Employees receive “
basics (for example, appropriate hygiene and handwashing, time/temperature, and cleaning and

sanitizing). But with high turnover of employees, training is often hurried, and some new employees
are put right into the job without training if it is a busy day.

on the job training” about food safety

One day Barry overSIept because he had been working on his car until 2 a.m. He was rushing around

and realized that he didn’t have a clean uniform. However, he managed to find one that was not

very dirty. As he dressed, he realized that he needed a haircut and a good hand scrubbing,

especially
after working on his car.

When he arrived at work, he dashed into the kitchen and noticed several trays of uncooked meat

on the work tops. They appeared to have been sitting at room temperature overnight. He called one
of the kitchen staff and asked: ‘Why did you leave the chicken out when I told you to put them in
the fridge?”

The man replied: ‘I heard you screaming but | thought you were trying to talk to the chef above the
noise of the food mixer he was using. | didn’t know you were talking to me’. Barry is frustrated and
doesn’t know what to do. He felt like he was beating his head against a brick wall in trying to get
his employees to practise food safety.

He has made many efforts to get them to learn how to handle food safe_ly_. He has put large signs
all over the kitchen: KEEP HOT FOOD HOT AND COLD FOOD COLD and WASH YOUR HANDS OFTEN.

Questions:

1 What are the communication challenges and obstacles that Barry faces?
2 Which communication models can you use to explain Barry’s problems?
3 What solutions might Barry consider in addressing each of these challenges or obstacles?
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