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Introduction
In this report I will define what communication is and explain various communication methods. I will also discuss 3 different communication models and also incorporate 3 popular models with a definition as to what each model is used for.  In regards to my own personal work communication I will also explain which model is used within my job role and how it is implemented. I have also conducted primary research based on feedback from my audience regarding a recent presentation I completed, I have incorporated a personal development plan based on the feedback received regarding my presentation skills.

What is Communication?
Communication is the way we transfer information from one individual to another or to a group of people. Communication involves a sender, a message and of course a recipient. You would assume communication is always carried out verbally however communication can be carried out via various methods such as:
Non Verbal – Communication carried out non verbally can be done via body language or gestures.
Written Communication – This includes communicating via various methods such as e-mails, social media, text messaging as well as letter writing.
Visualizations – Communicating findings or explaining something can also be done through visuals such as graphs, charts, maps and other various methods.
Verbal – This is possibly the most common it comes naturally it includes face to face conversation or can be done via telephone conversation, radio or even via television. 
According to Morgan (2017) the way we communicate can interpret different impressions regarding our attitudes, our thinking as well as our self – confidence.

Models of Communication
There are a number of different communication models used these are a representation of a certain process which helps us understand how communication can be implemented. The main 3 models of communication are known as linear, transactional and interactional.
Linear – This model is a form of one way communication, the receiver literally has to receive the message and have no need to respond. This type of model is used when mass communication is required. A Model that reflect this is the Shannon and weaver model, this form of communication is broken down into 7 stages known as 
· Sender – The original source and sender of the message.
· Encoder – The transmitter which converts the message into signals.
· Channel – The transfer of a message from the encoder to the decoder via the channel/network.
· Noise – This is what can interrupt a message whilst its on route to the receiver. Noise can affect how we understand a message and there are two different types internal which could be something as simple as misspelt word and external which could be loud background noise.
· Decoder – The reverse process of encode, this is the reception place of the signal which converts the message before it gets sent to the receiver.
· Receiver - The destination of the message from sender
· Feedback – This is important to ensure the message originally sent has been received and interpreted in the manner in which the parties wanted.

Drew (2019) believes this model is known as the mother of all model because of how widely popular it is.
Transactional – This form of communication requires not just the sender but also the receiver to both play an equally important role in regards to this style of communication. It is used for interpersonal communication and you will find the senders and receivers will simultaneously change roles. A model that reflects this is Helical Model which is a three dimensional spring like curve in the shape of a cylinder or cone, the ‘helical spring’ firstly starts of small at the bottom and increases as the communication progresses. According to Businesstopia (2018) The transactional model is the most general communication model, it can be used every day and is efficient for communicators with similar environment and individual aspects.
Interactional – This model again like the transactional model requires two way communication. This model however is used mainly for media online, people can share information such as videos and news. People are then able to openly share their views and opinions. A model that reflects this is Schramm’s Interactive Model, this involves the traveling of messages back and forth between the sender and the receiver, there are several stages which identify this model they are 
· Sender – The original source and sender of the message.
· Message -This is the content which is being shared between the sender and receiver.
· Receiver – The interpreter of the message.
· Semantic barriers –This is how the sender conveys a message and how the receiver interprets it. 

Communication within my workplace
Within my working role I would best describe the model of communication used as interactional. I work from home so the way in which I communicate with my team members, managers and other working associates is majorly done via e-mail as well as conference calls and other forms of technology such as a team whatsapp group. I am sometimes the sender depending on what needs to be communicated but tend to play the receiver role more due to my statistics, targets being sent out to me daily I then use this information to focus on what areas I may need to improve on and can see if improvements are made via  regular updates from my manager or other authoritative staff member. 

Presentation feedback 
I recently presented a 12 minute slide show regarding effective team working and had to present this to 4 other individuals. Due to not having a lot of experience regarding this I found it highly difficult as it was completely out of my comfort zone. I however followed instruction and set out to do the best I could to ensure the task in hand was completed to a high standard. I set out to firstly ensure that the topics I wanted to discuss were relevant and interesting to ensure that my viewers would not loose interest. I found various visuals which I find can help keep your audience interested as opposed to just pages of writing. Before my presentation I created a feedback evaluation form which was sent via e-mail to each individual. I have managed to get some primary data based on the feedback obtained from the individuals, which I have used to make myself a personal development plan to help me improve my presentation skills. My feedback form consisted of 6 questions which in turn had the option of 5 different ratings:
1 – Well below average
2 – Below average
3 - Average
4 - Above average
5 - Superb
I also included an additional comments box for any further feedback as this was my first ever presentation I wanted to ensure that any improvements could be relayed to help me for any future presenting I may need to do.
I am pleased to say that I scored 4 and above in all questions, the questions asked were based on the clear delivery of my presentation, overall quality of the presentation, my viewers knowledge after viewing my presentation, the usefulness of the information I presented and finally the timely manner of the presentation. In regards to my feedback it was very much positive however all viewers stated that I did let my nerves get the better of me, as I did rush it slightly which in turn resulted in me not taking enough breaths, this may have possibly made my audience feel uncomfortable to see how nervous I was however it was also noted by my viewers that I spoke loud and clear to try and overcome the nervous tone that I was creating. I do feel like nerves are something I need to try and improve on but I am very proud of myself for what I have achieved and felt as the presentation went further on I felt more relaxed but of course I was very embarrassed as I knew how nervous I come across to my audience. 
Personal development plan
Please find below a personal development plan based on what improvements need to be made in order to improve my presentation skills, this also includes a time frame and explains how I am to get to where I need to be. I believe a lot of what I need to improve on is my confidence which can only really be achieved via more practise and my own personal self-belief.
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	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?

	Have more confidence
	I need to have more belief in myself that I am capable of presenting
	Via feedback from my audience
	Nov 2020 
	Practise in front of people, gain more experience.

	Take more time
	Take more time on each slide talk slower which will help reduce the nervous tone and enable me to take more breaths.
	Via feedback from my audience and also watching myself  back
	Nov 2020
	Practise and time myself and ensure I do not rush through the slides.

	Practise
	Practise by filming myself as well as presenting in front of people before hand to gain confidence
	Honest opinions and from my own personal viewing.
	Nov 2020
	Watching myself back asking people to watch me practise beforehand to give honest opinions and advice



Conclusion
This report has defined what communication is as well as exploring the various methods of communication and defining what they are best used for by investigating specific models made by specific people. I have also focused on what communication model is used mainly within my own job role, giving an insight as to how I communicate with my team members. I finalised my report with information regarding primary data gathered from feedback via a presentation I completed I also made a personal development plan on how I can improve my presentation skills for the future. 
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