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Part 2 Communication
 1.0
Importance of verbal communication
Verbal communication is still very important in the workplace. Technology curranty has a big impact on communicating these days for example by email and smartphones, this might make it easier to communicate however only verbal communication really gets the point across effectively.
It isn't always possible to have perfect communication in the workplace, Disagreements are normally smoothed over quickly by sensitive and savvy verbal communication skills to resolve any issues that appear.
Managers, team leaders and employers can connect and build a bond with using verbal communication.

Importance of non-verbal communication.
Communication is both verbal and non-verbal. Verbal communication requires words and the non-verbal excludes any spoken words. In the human life the skill of effective communication that as an important role to play. To represent a massage in an appropriate manner would be the way we carry our words and act of delivering the sentence
The importance of non-verbal communications is that it is not generally faked and in most cases is naturally used to show emotions like anger, happiness, sadness, pleasure, anxiety, annoyance, hurt, curiosity, interest, and hope. Sometimes it is not easy to make sense of non-verbal signals because it does not have any fixed meaning and might differ from individual to individual.
posture, physical movements, signals, signs, eye contact, facial expressions, space and distance, touch are all body languages that help send out a message, information, attitude or feeling.
Without realizing people tent to send non-verbal messages this is how non-verbal communication has a higher impact than verbal communication.

Verbal communication in my workplace takes place when in a staff meeting called handover. This is when shifts crossed to one to another. All staff would need to discuss each resistant. To discuss on how each resistant has been and any changes made, this allows the staff starting work to fully understand what they would need to do.
Staff use verbal communication with resistant's to for fill their needs, when handing and looking after them. We explain to them what we need to do and what they also need to do to work together to complete the task.
Written communication in our workplace would take place when we use tablet phones, we would need to sign in on them and this will record everything that we have done and what we would also need to do. This communicates with other staff members it shows who has done what and how and what time.
We also have written communication when dealing with the resistant's medication as we have sheets of paper with charts to show what medication each resistant has, and what time its needed to be taken. We then sign to say who's given this to let the other staff members know. 
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(Shannon and Weaver, 1949)
Back in 1948, Shannon was a mathematician, Electronic engineer and Weaver was an American scientist both of them join together to write an article in “Bell System Technical Journal” called “A Mathematical Theory of Communication” and also called as “Shannon-Weaver model of communication”.
This model was put together understand the effective communication between sender and receiver. 
Also, they find factors which affecting the communication process called “Noise”. At first the model was developed to improve the Technical communication. Later it’s widely applied in the field of Communication.


Sender :  The originator of message or the information source selects desire message
Encoder : The transmitter which converts the message into signals
Note: The sender’s messages converted into signals like waves or Binary data which is compactable to transmit the messages through cables or satellites. For example: In telephone the voice is converted into wave signals and it transmits through cables
Decoder : The reception place of the signal which converts signals into message. A reverse process of encode
Note : The receiver converts those binary data or waves into message which is comfortable and understandable for receiver. Otherwise receiver can’t receive the exact message and it will affect the effective communication between sender and receiver
Receiver : The destination of the message from sender
Note : Based on the decoded message the receiver gives their feedback to sender. If the message distracted by noise it will affect the communication flow between sender and receiver
Noise:  The messages are transferred from encoder to decoder through channel. During this process the messages may distracted or affected by physical noise like horn sounds, thunder and crowd noise or encoded signals may distract in the channel during the transmission process which affect the communication flow or the receiver may not receive the correct message
Note : The model is clearly deals with external noises only which affect the messages or signals from external sources. For example: If there are any problems occur in network which directly affect the mobile phone communication or distract the messages
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I found during my presentation I found my bad personal behaviours were not having confidence in myself. This was making me very nervous and worried. I found my good personal behaviours where I overcome my bad behaviours and went ahead with the prestation. I completed the task. 
I found my team members worked well during the presentation. we all came together as a team as we had to do an online liv e screen meeting we all cooperated and took turn and listened to one another.
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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?

	

Get better with verbal communication


	I can do this but still nervous.
	I think My verbal communication skills are below average.
	Find out different ways to improve. 

	Get better with communicating in groups 
	I can do this just still feel nervous
	Confidents. I need to improve my confidents. Believe in myself. 
	Find different ways to improve and keep pushing my nerves away.
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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?

	To be able to present myself well
	To keep learning and understanding or to communicate 
	Keep having meetings and  see how confidant  become each time
	When this course finishes
	Course and studying 
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 Your total score is: 60%
 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: 73% (Above Average)
 
(You rated your listening skills as: Below Average)
 
Based on the answers you provided your listening skills are classed as good, you are an above average listener. You are more likely to enjoy more meaningful relationships and are less likely to misunderstand what others are communicating – you don’t just hear what is being said, but bring together the verbal and non-verbal signals to gain an accurate interpretation of other people’s views and opinions. You should continue to practise your listening skills and try to avoid picking up any bad listening habits.
 
See our pages: Listening Skills and Active Listening for more on developing listening skills.
 
Emotional Intelligence
 Your score: 68% (Average)
 
You achieved an average score for the emotional intelligence part of the assessment. Emotional intelligence is a measure of how well you understand and deal with your emotions and the emotions of others. Developing a better awareness of emotions and understanding why you and others behave in certain ways will enhance your interpersonal skills.  It is worth taking some time to understand and improve your emotional intelligence as it could be the most important aspect of personal development. Research has shown that people with higher emotional intelligence enjoy more satisfying and successful careers and relationships.
 
See our pages: Emotional Intelligence and Counselling for more information.
 
Verbal Communication
 Your score: 34% (Below Average)
 
(You rated your verbal communication skills as: Average)
 
Your verbal or spoken communication is below average – you should probably think about ways which you can practise and improve your verbal communication. Your verbal communication skills may be a result of low self-esteem or over-confidence, this is something that you will be able to recognise in yourself. Over-confident people may use unfamiliar language or jargon when speaking to others, making them difficult to understand. People with low self-esteem may not feel able to confidently communicate their ideas and opinions. It is also possible that you have been overly self-critical in your assessment – ask a friend or family member how they rate your verbal communication.
 
See our pages: Verbal Communication and Effective Speaking for more information.
 
Communicating in Groups
 Your score: 59% (Average)
 
Based on the answers you provided you have average confidence levels when communicating in group situations. You are likely to handle most group situations adequately, although you may well be nervous in some situations. Communicating effectively in groups is an important part of your overall interpersonal skills and is useful in many different areas of life. Next time you’re in a group situation watch the other participants to pick up some ideas of what you can do, and what you can avoid doing, to improve your presence in group situations. 
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