
[image: Description: :::::::Desktop:In progress desktop:TRINITY SAINT DAVID:logo:TSD_logo2010.jpg]
Skills for the Workplace
Module Assignment Submission 

	Student Name:
	William Stewart

	Student Number:
	2010984

	Module No:
	BMSK4002

	Module Title:
	Effective Team Working and Communication 
Part 2



Statement of Confirmation of Authenticity
By the act of making this submission, the student declares that this is the work of the student named above. The work has not, in whole or in part, been knowingly presented elsewhere for assessment, or where assessment has been built on a previous assessment, this has been identified. Where materials have been used from other sources it has been properly acknowledged. If this statement is untrue, the student acknowledges that an assessment offence has been committed.
Attention is drawn to the plagiarism and unfair practice policies of both the University and of ILM.




Table of Contents
Part 2 Communication	3
1.0	3
Communication Cycle	3
2.0	5
Assessing Own Communication Skills	5
Gap Analysis	6
PDP	6
References	7
Appendix A	7
Skills You Need Communication Quiz	7
Mind Tools Communication Quiz	9

[bookmark: _GoBack]

[bookmark: _Toc9181643]Part 2 Communication
     

Today, we communicate in many different forms, not just in the language spoken, but how something is said and the tone and pitch in which it has been said (paralinguistic) (Morgan, 2017). We also use nonverbal methods of communicating when passing information, including Email, text messaging and even our body language, while our demeanour, and facial expressions can give away signs off how we truly feel. This report will be looking at how communication is sent and received between individuals and groups and the stages and models of communicating.

1.0

Communication Cycle

                               [image: ]
Communication is a cycle that can be broken down into several stages into how a message is sent from one person to another. This is summarised in several different models (Duncan, 2015; E-learning Hub, 2020; Shannon and Weaver, 1949; Morgan, 2017) which all take a similar approach to how they describe communication. In the first stage we have a source/sender where an idea is created (a thought, or what and how to deliver a message). Secondly the source will produce information by encoding (converting thoughts) into a particular context using certain words, tone, pitch and body language, depending on the recipient, for example, cultural, social and language differences; or, as the saying goes, “think before you speak.” Thirdly the sender now needs a way of channelling that message to the receiver either verbally face-to-face, or through an electronic device, or even nonverbally, e.g., text or email. We can even use facial expressions and body language, or for the hearing-impaired using sign language. 
Fourthly now the message has been sent from the source, the recipient now receives the message either from hearing or seeing it. Fifthly, now the recipient has the information, they now must decode (understand) and interpret that information that was sent from the source/sender, depending on whether there is no disturbance (Noise) between sender and receiver for example loss of internet connection or talking in a nightclub experiencing loud background noises (Morgan, 2017). Sixthly now the receiver will give feedback to the sender (feedback is vital when communicating), going thought the exact same stages as before, so now the recipient is the sender and vice versa and the cycle of communication continues (Shannon and Weaver 1949; Berlo 1960; Schramm 1954).

 
[image: ]                                                                                                                        (Shannon & Weaver model 1948)
Communication is more than just words, it is how we present and send that information and how the receiver decodes that message, (Shannon and Weaver’s 1948) mathematical model looks at how communication is sent from the source to a receiver; it shows that communication from the source (Sender) has a gauntlet of obstacles to pass through before it reaches its intended audience (Receiver). There are five stages to this cycle. The source sends a message that is encoded via the transmitter (phone, radio) that then sends the signal to the Channel (cable or modem). The transmitter then decodes (opposite of encode) the signal into a message for the destination (the Receiver) (Krippendorff, 2009). However, depending on whether there are any disturbances or disruption between Sender and Receiver (called Noise) this can lead to a misunderstanding or even a total breakdown in communication. Noise can be in the form of loss of reception, background noise or anything that disturbs the message going from A to B. This can mean checking the Wi-Fi is connected correctly and making sure no external-noise (outside) or internal-noise (inside) or disturbances are nearby that will hinder the message (Mcquail and Windahl 1993).
Shannon and Weaver's theory is very linear and a direct way of communicating in having no feedback built into the model; however, communication is a two-way process. Also, nonverbal communication has not been established with this model so not having feedback from body language, gestures, facial expressions will have limitations on communication (De Gruyter, 2016). Shannon and Weaver’s model has been experienced within the reporter’s workplace in the military; for example, handling communication equipment and using morse code and issued pagers during a six-month rotation. This is a one-way message, where the message is a direct method of communication without nonverbal reaction or feedback, thus it is regularly used as a command or a direction/instruction (Kincaid, 1979).
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David Berlo’s 1960 theory originates from the Shannon and Weaver model, having considered the emotions, knowledge, cultural and social aspects of communication and realizing that an effective model of communication needs more aspects to it. Berlo follows the Source, Message, Channel, Receiver (SMCR) model which has further sub-elements within each heading. The Source (where the message originates) is the sender of the message who needs to be able to communicate effectively, both verbally and non-verbally. The sender needs to project a positive Attitude depending on the audience/receiver and needs to be Knowledgeable on the topic or lesson that is being delivered. The sender needs social skills to be aware of the audience’s backgrounds, religious beliefs, cultural differences, and sexual orientation before encoding and delivering a message.
After source we have Message, this is the content being delivered and what structure is needed and what elements are included within the message. After Message comes Channel, which is how information is going to be transmitted to the audience. This incorporates the five human senses to understand that content:  seeing, hearing, feeling, smelling, or tasting, which in turn will Decode the message for the Receiver to understand. Depending on the Receiver’s knowledge, social and communication skills, this will determine the understanding of that decoded information (Berlo, 1960). 
Like the Shannon and Weaver model, there appears to be no feedback from sender to receiver, also there appears to be no mention of Noise, or any disturbances that could be experienced between source and receiver. However, one of the advantages of the Berlo model is that it incorporates nonverbal communication to the audience and takes into consideration the receivers’ social and cultural differences. The Berlo model is used in the military when giving lessons. For example, the Source has the Knowledge and communication skills to deliver a Structured lesson plan using important Content by using verbal and nonverbal means of communication making it easier for the receivers to decode the information despite the social differences and cultural backgrounds of the soldiers.
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                                                                                Schramm’s field of experience diagram.
                                                                                   (Adapted from Schramm, 1954, p. 6). 
Wilbur Schramm’s (1954) circular model of communication originates from the Shannon & Weaver model. Schramm believed that for communication to be fully effective there needs to be feedback between sender and receiver. Schramm noticed that communication is a two-way process with feedback continually flowing between sender/encoder and receiver/decoder (Mcquail and Windahl 1993). 
In this model both parties are continually giving each other feedback, so the sender is the receiver and vice versa. The model needs both parties to send and receive in order for the communication cycle to be fully effective (Mereu, 2016). Schramm believes both parties need to have a similar field of experience meaning that the sender needs to have a field of experience in order to understand what message is being sent; the receiver also needs to have a field of experience as it will make the understanding of that message clearer. Schramm’s model has not included Noise. However, it was argued that in preparation for effective communication to take place there needs to be feedback before the cycle can continue, otherwise it is essentially a breakdown in communication. Not having feedback can leave the sender not knowing if the recipient understood or has even received that message (De Gruyter, 2016)
The reporter recognises all three models have been incorporated within the military organisation and all three are used in a particular way. For instance, if a direct method of communication is needed e.g., a command without feedback over a set of radio orders, then the Shannon and Weaver model is used. If giving a lesson within the organisation, then the Berlo would be incorporated as the knowledge of the sender is paramount in giving the correct context of information to the receiver. The Schramm model is also evidenced within the army for example, clearing rooms using a four-man team needs continuous communication between sender and receiver, as feedback to one another is crucial as every corner is a threat and could be potentially fatal.

                        COMMUNICATION IN THE WORKPLACE 
Communication within the military needs to be of an exceedingly high standard, not just verbally, but also nonverbally. This means using hand signals when patrolling though the poppy fields of Afghanistan or the streets of Baghdad where noise discipline is paramount for the patrol not to be compromised from nearby enemy forces. Teaching recruits in ‘how to soldier’ uses all forms of communication skills, including the use of visual aids, touch and feel, for example when instructing on assembling and dissembling weapons, radios, navigation, and other hi-tec equipment.
Communication within the military workplace, is highly effective between the team members in all aspects of life. The military system is built on communication as without it, fatalities can happen, and it could lead to failure of the operation. However, breakdown in communication can and does happen; for example, having a higher rank who does not listen to his junior ranks or an instructor at a training facility not having the correct attitude and knowledge in giving a lesson to recruits. Having an enthusiastic and knowledgeable instructor can make the difference on the outcome of that information being channelled to the audience. 
Constantly asking questions throughout the lesson and the receivers being constantly engaged is important, since nobody wants to be asked a question and get it wrong in front of others as this could lead to receiving punishment for incorrectly answering the question and not listening. Listening is just as critical as sending, because a poor listener can pass on inaccurate information, so feedback is needed to confirm information between sender and receiver. Continuous feedback, for example, happens when extracting a four-man team after coming under heavy fire from enemy forces. The team needs constant communication between themselves, deciding instantly who is firing while who is moving, and this will continue until the team have extracted themselves out of the killing zone. 
When in contact (fire fight) every member will be consistently and continually passing information  For example, a soldier empty on bullets/rounds needing a magazine change will let every member know by shouting “STOPPAGE” (from not being able to use weapon due to an empty magazine); or there may be a fault with the weapon system that needs clearing before continuing so now that soldier needs to clear the stoppage while in cover or on the move. His team members who are giving fire-support, understand that he cannot move and will continue to suppress the enemy until the soldier’s stoppage has been cleared. Once cleared the soldier will shout “BACK-IN” and now he can use his weapon again and continue with the fire fight. Now movement can continue since there is no movement without fire support. This shows that to be successful, effective communication within the workplace is paramount.
 
2.0 

Assessing Own Communication Skills 
Different questionnaires were carried-out to find out what the Report Writer’s strengths and weakness are and what the questionnaire’s results in communication styles are. Please find questionnaire scores in the appendices below.
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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?

	To be able to deliver a PowerPoint presentation with less distraction on the slides.




	Open and produce a basic PowerPoint using reduced text on slides.
	Correct delivery of PowerPoint slides with the correct balance of information.
	More practice with further training using online sources or seek help from instructor or tutor.

	Slow down my speech in order to communicate effectively.
	Speak confidently making good eye contact using the correct context while understanding my current audiences. 
	My speech can start to speed up when I get nervous or excited, so I need to be more self-aware of my speech speed, especially when giving presentations or lessons in the future.
	Practise on my own and give role plays to friends and gather feedback.

	Listen more effectively.
	Reading and watching is easier for me to decode a message.
	Not being able to decode messages though verbal communication as effectively due to hearing difficulties.
	Use my hearing aids, cancel background noises.
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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?

	PowerPoint Presentation delivery.
	Re-attend a computer course online.
	Getting positive feedback from my audience.
	 4th October 2021
	Computer, IT Course in PowerPoint, Tutor, Books, Internet.

	Speak slower.
	Practise speaking a presentation on my own and then asking friends to role play as the audience and then get feedback from my friends 
	Gaining positive feedback from others and not having to repeat myself as often.
	1st November 2021
	Friends and study colleagues, Tutor. Time and practise, self-reflection.

	To decode information effectively
	Make sure that all background noise is reduced. Use of hearing aids, tell others of disability.
	Not having to ask people to repeat themselves
	1st August 2021
	Use hearing aids.
Cancel out noise internal & external.
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Interpersonal Skills Self-Assessment

Your total score is: 51%

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: 40% (Below Average)

(You rated your listening skills as: Average)

Based on the answers you provided your listening skills need some work. Listening is not a difficult skill to learn but may be
e challenging to master - try to consciously listen when others are talking, clearing your mind of distractions and precon- n u m @

. (o' NEI
«
52 O Type here to search O H = ) 19°CSuny A & Bl ® 7z B) ENG 31/35/?021 t





image7.png
1, How Good Are Your Communicz X + o - X

& 5 C @ mindtoolscom/pages/article/newCS 99 htm A B &

Apps T UWTSD Moodle 20.. ) Microsoft Office Ho... Il BMSKA4008 Assignm..

Calculate My Total

Creative -
Cloud.

Apps for

Score Interpretation Join now I

E G

15-35 You need to keep working on your communication skills. You are not expressing yourself clearly
and you may not be receiving messages correctly, either. The good news is that, by paying close
attention to the way in which you communicate, you can improve your effectiveness at work and
enjoy better working relationships with your colleagues! The rest of this article will direct you to
some great tools for improving your communication skills. (Read below to start.)

56-75 Excellent! You understand your role as a communicator, both when you send messages and
‘when you receive them. You anticipate problems, and you choose the right channel to
communicate. People respect you for your ability to communicate clearly and they appreciate e
your listening skills. (Read below for more.)
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