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Shannon, an American mathematician, wrote a paper in 1948 – “A Mathematican Theory of communication” where he created the Shannon-Weavers Model of Communication. This model highlights 5 main talking points with the addition of a 6th. 
Sender – the sender is anyone who writes something down and wants another to read it. It could be a manager, a work colleague, friend, lecturer, literally anyone. The sender choses the channel that they wish to communicate via and then sends the message.
Encoder – the encoder is the sender who uses a machine to send the message – or signals – to the recipient. 
Channel – the channel is how you wish to send it. Email, text message, phone call or telegram are all ways that you can transmit messages to one or more persons.
Decoder – a decoder is where the message is received and then is deciphered to the message that you have sent.
Receiver – the message has reached the desired destination in, hopefully, one piece and can be read and absorbed by the recipient.
Noise – During the transmission, messages can be interrupted by an array of issues. The message could be affected by thumber and lightning, poor internet quality, external noises such as people in the background and just general outdoor noise.

 








[bookmark: _Toc72154704]2.0 

[bookmark: _Toc72154705]Assessing Own Communication Skills as a Manager

As seen in appendices A below – a strong field that I have is presenting. I do, however, have things that I need to ensure that I do to ensure that I give a rounded performance whilst training or whilst in a meeting. An area that I feel that I need to improve on in my written communication and the way in which I structure my sentences and the words that I use to get my point across. 
I have undertaken a few communication quizzes to see how my skills are being portrayed. You will find the results below in the appendices A.
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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?

	Speak more clearly





	I can speak but sometimes get muffled when I get nervous. 
	Confidence and experience.
	Hold more presentations, provide more training, and ask for more feedback.

	Make better presentations
	Can make presentations
	The knowledge and understanding to make good presentations.
	Take a course on Microsoft PowerPoint or other similar software so I can learn more skills.

	Prepare more for presentation
	I can prepare currently
	The drive to take the time beforehand to sit, go through everything, practice and time my presentations.
	Find the time to sit and go through my work thoroughly to ensure that I am producing the best work that I can.
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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?

	Broaden my vocabulary
	Knowledge of the words and understanding of their meaning.
	When I can compile an email to a high standard
	2 months.
	My manager and directors can help me, and a dictionary can also help.

	Manage my time better
	Take the time to concentrate on what I need to do.
	When my time is used correctly, and I prepare better.
	In time for my next presentation.
	My managers can help by giving me the time that I need to prepare and my wife to help and give met he time at home.

	Learn more about PowerPoint
	Knowledge of the system that I am using.
	When I am able to use the system fully and compile a good presentation.
	In time for the next presentation
	Google can generate good research for me to look up and follow to ensure that I can improve on my current skills.
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Presentation Feedback and Evaluation goes here 
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Interpersonal Skills Self-Assessment

Your total score is: 69%

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: 65% (Average)

(You rated your listening skills as: Above 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

Emotional Intelligence

Your score: 70% (Above Average)

Your score for the emotional intelligence part of the assessment was above average. Emotional intelligence is a measure of how well
you understand and deal with your emotions and the emotions of others. As you have scored well in this section it is likely that you
usually understand your emotions and these of others quite well. A higher emotional intelligence means that you are more likely to
enjoy a more satisfying and successful career and better relationships with others. You may be more suited than most to counsel
people when they are experiencing problems.

See our pages: Emotional Intelligence and Counselling for more information
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Verbal Communication
Your score: 68% (Average)

(You rated your verbal communication skills as: Average)

Your verbal or spoken communication is average, most people fall into this category. As with all elements of interpersonal skills you
should aim to werk on improving your ability to communicate effectively using your voice — saying the right things at the right times
to enhance the communication process. When you speak to others take time to think about what you are saying and how you are
saying it - remember that understanding is the goal of successful communication, how could you improve your message?

See our pages: Verbal Communication and Effective Speaking for more information

Communicating in Groups

Your score: 71% (Above Average)

You usually communicate well in a group situation and your skills in this area are above average. You are probably quite a confident
person who feels comfortable making appropriate contributions in group settings. Although how you behave in a group situation is
linked to your self-esteem, your ability to listen and process information and speak effectively are also important. You may find it
useful to watch others the next time you are in a group situation for ideas on how you can improve your communication skills
further.

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

Thanks for taking the interpersonal skills self-assessment, we hope you have found it useful.
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