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This paper I will be taking an in-depth look communication. It will cover the origins and the basic foundation skills of the way we learn and develop our abilities to communicate from one to another, the skills that’s needed in leadership and manager roles, It will try to highlight barriers of communication and what these barriers can be. Finally, I will evaluate my own strengths and weaknesses of communication skills and abilities and address any short comings of these that have found during this process.
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The origin of the word communication is a Latin word that means 'to share'. This is the sharing of information between different individuals. It includes the sharing of ideas, concepts, imaginations this can be by many forms verbal, visual, written and there are many other ways of communication. 
Communication can be simply defined as the transfer of information from one to another. This transfer of information can be conducted in different forms that have been stated previously above. The process of the communication is something we gain and build our ability from birth babies will cry to lets its parents know when it is in discomfort or hungry. But as the babies start to develop and grow so do their communication skills. Their early skills that are develop are normally two form of communication skills that are: receptive skills and expressive skills.
Receptive communication is the ability of being able to receive and understand a message from another person. Babies will demonstrate this by something as simple as turning their head towards the sound of a voice or a facial expression and will start to respond to simple instruction by vocalization. Early on, these vocalizations my just be sounds, but as the babies develop these vocalizations will start to become meaningful language which is the basics build blocks of verbal communication. 
Expressive communication is the ability to convey a message to another person as babies develop this transform from sound, crying, babbling and the use of their body language at the early expressive skills. That develop into speech, sings, writing or drawing along with the use of different forms of body language when communicating showing feeling for example angry or upset to happy and excited, also with the gesturing with hands arms or facial movements, again this is a key basis in the communication prosses.  

These communication skill are developed throughout our lives, from the basic forms of communicating verbally and written to the use of technological advancements with messaging platforms, emails, text messages, also video conference that is widely used in the current climate giving the ability to communicate face to face to anywhere in the world.
When we communicate with people, we do not only give out verbal messages, but non-verbal messages as well, which gives others signals about our attitude and personality.  These non-verbal signals (or body language) are often given out subconsciously, without us even realising that we are doing it. Nothing uses body language more than the use of sing language to communicate, within the deaf community this visual language that uses hand gestures and body language to convey messages and to communicate with one another. An early form of sign language can be traced back as far as the 11th century, monks where known to of developed a basic form of gesturing to aid in communication during the vow of silence. But it wasn’t till the 1500s that Pedro ponce de Leon, a Spanish monk adapted this to help him in educating deaf students in Spain. He is recognized as the first deaf teacher and paved the way for today's formal sign language.  
 
Various academic studies have estimate that less than a ten percent of any one to one communication we convey comes from actual verbal or spoken words we use.  The rest comes from the non-verbal signals (body language) given off by us when we are trying to convey that message.

It is a well-known fact that being a good communicator is important in all areas of life, particularly in your professional career. This is also even more crucial at a management and leadership level to have good strong communication skills. Having these critical skills help leaders to better understand others while building trust and respect among their peers and followers. Having strong communication leadership skills can inspire others and motivate them to achieve their full potential. There are many important key communication components that builds a great leader a few of these qualities are listed below.

Active Listening: 
One of the most important leadership communication skills is the ability to listen to there peers. Professional listening skills means listening to others views and asking them for their ideas, not to prejudge until the person has finished what they are saying and that you fully understand, avoid interrupting them as they are talking. 

Ability to ask open ended questions: 
To understand their employees asking open ended questions will help with motivating them to be more comfortable to communicate with you and builds a rapport. An acronym TED can be used which stands for.
· "Tell me more."
· "Explain what you mean."
· "Define that term or concept for me."

Empathy:
The more you try to acknowledge and understand the employee's feelings and experiences the more heard and valued they will feel and more likely to confide in you in the future.

Body language:
Communication is not just what you say; it's how you present yourself. To ensure you portray the right message when you are talking, focusing on your body language can dramatically help, making eye contact to establish interest and rapport and a genuine smile to convey warmth and trust. Adept open body language by not crossing arms closing your body off.
Tone: 
Being aware of your tone when speaking to someone we don’t want to come across uninterested or annoyed in the message we are portraying to that person. Also, you don’t want to talk to timid and quiet and appear to be nervous.      
   

Another vital area that you must be aware of within leadership roles is how to recognise a breakdown in the communication process this is also known as a communication barrier.
‘A communication barrier is anything that hinders, restricts or prevents successful communication between two or more parties.'
 
There are different types of communication barriers there are physical and psychological.

Technology failure the failure of technology is most common, whether its from a bad line during a call or an email not replied to within a timely manner. 
Background noise It is obviously going to be more difficult for someone to hear what you are saying, and for them to hear you, if there is too much background noise. Noises such, heavy traffic or people loudly talking can all hinder communication.

Accents and jargon Anyone with a particularly strong regional accent can be difficult to understand for some people.

Physical disabilities If they are partially or fully deaf, you may have problems conveying your message, and may have to look at alternatives for getting across what you want to say.

Discomfort People are less likely understand what you are saying to them if they are uncomfortable. If they are too hot, too cold, annoyed, hungry or tired.
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In 1949 Claude Shannon published a mathematical theory of communication within this article contained the fundamental tool of probability theory that was developed by Norbert Wiener. From this the Shannon-Weaver model of communication was developed. 
This model shows a step by step breakdown of communication form one to another, bellow there are two different examples of this model and an explanation of the model in-depth.  
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(Shannon and Weaver, 1949)
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Break down on how we communicate a thought or idea (message):

1, The sender brain processes their thoughts and encodes what message they want to convey. 
2, The sender puts the thoughts into words and then send the message using words, tone and body language.
3, Receiver, receives the message by hearing the message.
4, The receivers brain then decodes and process the message.
5, The receiver then checks they understand the message by replying to the sender. 
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My own personal communication skills, upon self-reflection on this I believe have a high level of communication skills having the ability to convey good and meaning full conversation with the right use of body language, that can be easily understood by others. I'm always open to listen to others with there ideas and feelings and try not to allow any emotion to hinder my ability to listen.
I do believe that my professional commination skills are even better as I'm used to communicating to a room of large numbers of people as a tutor. I have worked developing these skills for many years and still evaluating the way I teach and portray this to my students. Then change and adapted new and better ways to communicate if they were found.
I have found recently with the current climate crisis, where I had to present a presentation online to a class fellow peer. I found this to be difficult and found myself not being as clear with my dialog of communication, being unable to use my body language and unable to engage with the class and confirming there understanding as I would as if I was holding the presentations as if I would if I was physically in front of them in the room. So, I found my communication skills there to be quite poor in this setting. 
In addition to my self-evaluation I also completed an online questionnaire called "how good are your communication skills?" on mindtools.com. according to this questionnaire I scored 51 out of a possible 75. According to these results I'm described as " You're a capable communicator, but you sometimes experience communication problems. Take the time to think about your approach to communication, and focus on receiving messages effectively, as much as sending them. This will help to improve your ability to communicate."
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A gap analysis is a tool that is used to assess an individual's abilities and how they reflect on a set out goals.

	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?

	Communicate better when presenting an online course or presentation to students.   




	Having the ability to Deliver course or presentation in a classroom setting. 
	The experience and Confidence on delivering an online session.  
	Practice presenting online sessions with friends or colleagues. 

	Find out how to use the correct body language when communicating. 
	Already display body language when communicating. 
	Been told sometimes I use body language that makes me look closed off.
	Watch online self-help videos about body language. 

	Adopt using active             listening more.
	I am very open to listing to others. 
	To listen fully without prejudging or presuming. 
	Start allowing the person to full finish and make sure I fully understand before I Respond or make a decision. 
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A personal development plan (PDP) this will contain a list of goals and achievements that an individual would like to gain. These will be in the order of short-term, medium-term and finally long-term goals.

	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?

	Communicate better when presenting an online session. 
	Find a comfortability and practise with presenting online. 
	Watch recordings of online presentation to see for improvements. 
	End of this year 
	Eriends and colleagues 

	learn to use correctly Demonstrate the correct amount of body language when communicating. 
	To find online tutorials on correct use of body language whilst communicating practise and follow them. 
	Have you recordings of online presentations and asking others for feedback on progression. 
	End of this year. 
	Online self-help tutorials. 

	Adopt better active listening. 
	To change my mindset and be patient when others are talking to me. 
	Self-recognition on these changes. 
	By the end of the month. 
	Myself and online research on what makes a better listener. 
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How we communicate

1 ) SENDER encodes thoughts
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