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Effective workplace communication plays a very important role in any organization today. Communication is a skill. For some individuals, this comes naturally, others have some restraint when it comes to communication. However, we need these communication skills in all aspects of life, both personal and professional. To have confidence, you must practice it. Can you imagine a job where everyone is working quietly, and employees are not communicating with each other? Of course not. Every employee must communicate with others to ensure better co-ordination and to maintain effective working relationships. 

For a better communication with your colleagues and even in personal life, here are some rules to follow: 
  
1. Be clear and transparent. Avoid statements that leave room for doubt or that have multiple meanings and leave room for interpretations. Everything you are trying to communicate should be clearly explained. 

2. Be well prepared. Remember that this is a professional communication, so you must always have documentation to support the idea you want to convey. 

3. Be precise. You need to communicate organizational issues and so you cannot waste the time of colleagues, and everyone involved, either directly or indirectly. To achieve this, you must communicate briefly and to the point, the discussion should not be longer than it should be. 

4. Don't make assumptions. For example, if several tasks need to be performed, make sure that they are all well specified and that it is known to everyone and the ultimate goal. You do not have to assume that we all know what to do, but everything has to be explained in detail. 

5. Encourages two-way communication. It also gives the other person or people an opportunity to talk, to present their ideas. Ask questions and listen to other people's opinions after you finish saying what you have to say. This conversation serves as the basis for effective communication. 
  
  
The word "communication" comes from Latin and means "to make common." "To communicate" = to make known; to report; to inform; to establish; say. Effective communication is about expressing the content of ideas and the intention of communication partners. This is primarily a matter of trust and acceptance of the ideas and feelings of others. Communication is a potential means of promoting harmonious social and interpersonal relations, as well as a source of pressure, influence and manipulation.  
For a communication to be effective, it is necessary: to listen, to consider the point of view of the other; to observe, to be attentive to all events; to analyse, control the quality and relevance of the message; to express yourself. When we listen to people, they feel important, they feel that what they say means something. When they believe that what they say is valuable, people become more accountable and behave as such. 
There are several reasons to listen: It is ridiculous to disagree with someone until you understand his or her point of view. When people realize that they are important to you, they will tend to be more respectful and more cooperative. By hearing other people's thoughts, you increase your chances of making the best decision. The more you understand others, the more likely it is that you will succeed in cooperating. 
  
Types of communication 

-Direct communication (direct connection with the person),  
-Indirect communication (via tools, telephone). 


Strategies on how to improve our verbal communication:  

Clear and concrete statements must be used to avoid making the recipient "guess" what we want, it must be clearly expressed what is wanted, and what is felt. To solve a problem through negotiation, respecting the other's position. Distinguish between ordering and asking, keeping orders for when needed. Perception verification is the process of describing what you perceive to be the other person's opinion to see if you really understand what the other person is feeling. When a person provides feedback; this should be descriptive (describe as objectively as possible what it has seen and heard); not to label with a vague qualifier and Preconceived ideas; to be precise (not to exaggerate); not to judge. Listening plays a significant role in the communication process. Active listening supports, sustains, open communication, reproduces and multiplies the informational content of the discussion; does not produce negative feelings or sensations, mediates attention to the discussion partner; reduces comprehension difficulties; allows solving problems on their own; creates the willingness to listen promptly and kindly to thoughts, ideas and presentations; reduces misunderstandings or divergences between the parties; in the case of a large volume of information, the essence content is perceived; the climate of the discussion is significantly improving.














  


Verbal and nonverbal communication  
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In order to convey the message clearly and accurately from the sender to the receiver, verbal and non-verbal communication is also required. Verbal communication within the organization is achieved through the exchange of appropriate words and messages, orally and in writing. In communicating with others, the message must be clear, structured and appropriate to the person to whom it is intended. Therefore, it is important that when a message is delivered, there is no miscommunication between the sender and the receiver. To avoid misunderstandings, it is important to ensure the message is clear and simple. Nonverbal communication means something completely different than the words we use to send a message. The way we sit, walk, shrug, the clothes we wear or the service in which we work, communicate ideas to others. Paraverbal communication is a form of non-verbal communication and includes items such as: tone of voice; volume of voice; rhythm, intonation and accent of speech; pauses; speed of speech. 
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(Shannon and Weaver, 1949)

Concepts in Shannon Weaver Model
Sender (source of information) - The sender is the person who makes the message, chooses the channel and sends the message.
Encoder (transmitter) – The encoder is the sender that uses the machine to convert message signals or binary data. It can also be directly related to the machine.
Channel – The channel is the means by which messages are sent.
Decoder (Receiver) – The decoder is the machine used to convert signals or binary data into the message or the receiver which translates the message from signals.

Receiver (Destination) – The recipient is the person receiving the message or the location of the message. The receiver gives feedback depending on the message.
Noise – Noise refers to physical disturbances such as the environment, people, etc., that do not let the message get to the recipient as what is being sent.
According to Shannon and Weaver, "To communicate means to send a signal (...) that is received”.
These layers relate to a variety of types of noise that can interfere with communication.
Environmental Noise
Environmental noise is a noise that physically disturbs communication, such as speakers at a party or sounds from a building site next to a classroom.
Physiological-Impairment Noise
Physical conditions such as deafness or blindness may hamper effective communication and prevent clear and accurate reception of messages.
Semantic Noise
Semantic noise refers to the time when a speaker and a listener interpret the meanings of some words differently. For example, the word "weed" may be interpreted as an undesirable plant in a courtyard or as a euphemism for marijuana.
Syntactic Noise
Communication may be disturbed by grammatical errors, such as a sudden change in verb time over a sentence.
Organized Noise
Poorly structured messages may also constitute an obstacle. For example, a recipient who receives imprecise and poorly written instructions may not be able to determine how to get there.
Cultural Noise
Making stereotypical assumptions, such as involuntarily offending a non-Christian person wishing them a “Merry Christmas”, can also interfere with communication. For this reason, it is important that both sides of a conversation understand each other's culture.
Psychological Noise
There are also attitudes that can make communication challenging. For example, significant anger or sadness can cause someone to lose their focus on the current moment.
By recognizing and adjusting the noise, a communicator may increase the probability of receiving their message as expected.

In 1960, David Berlo postulated Berlo’s Sender-Message-Channel-Receiver (SMCR) model of communication from Shannon Weaver’s Model of Communication (1949). He described factors affecting the individual components in the communication making the communication more efficient.
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Active listening is an important part of communicating. We all love to talk and, most importantly, we all love to be heard. Effective communication is no simple matter.
When I communicate at work, I have rules to follow. 
- I Stop talking. I cannot talk to them while they talk. Therefore, when my interlocutor speaks, I learn to remain silent and listen to what he or she is saying. To listen, without the desire to reply immediately.
- I create the right context for the speaker. I help those who are before me to feel at ease with me, to feel free to express their point of view, to speak freely.
- I want to show the speaker that I want to listen to what they have to say.
- I give up distracting gestures.
- I place myself in the speaker's shoes. I put myself into the role of the speaker, trying to understand his point of view.
- I am patient, I am waiting for the end of their talk. I do not interrupt many times; I avoid leaving while speaking. Often, interesting and important ideas appear near the end of the discussion, it would be a shame to miss them because I have not managed to temper myself.
- I am not persistent in conflict and I do not assert myself as omniscient. This position makes people more defensive, quiet or upset. This tendency to enter dialogue does not lead to anything good, on the contrary, the dialogue ends suddenly and none of the participants in the communication will win anything.
-In meetings, I tend to ask questions. My desire to find out more by asking questions encourages the speakers to show them that I am listening to them. That I am interested in the subject, and I want to develop / end his demonstration. I ask the questions when my speaker comes up with an idea. I am not interrupting until the time is right for my curiosity.
Interpersonal Skills Self-Assessment
Your total score is: 58%
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)
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.
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 those 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.
Verbal Communication
Your score: 45% (Below 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.
Communicating in Groups
Your score: 51% (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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	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?

	Communication 



	Basics
	Confidence 
	Practice
Learning

	Self confidence 
	Poor 
	Motivation
	Applying what I learnt in this module
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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?

	Be more confident in communication with other people 
	Learning and practice 
	Feedback 
	30/05/2021
	Articles, books, more practice, etc.

	Improving my knowledge in Power point 
	Learning and practice
	Feedback 
	30/05/2021
	Trainings and practice.

	Pronunciation 
	Practice 
	Feedback 
	One year 
	Practice.
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	Presentation Evaluation Sheet 

	Module:  BMSK4002 

	Topic:  Effective Team working  
 

	Date 23/05/2021 
	Name of Presenter:  Monica Iftode 

	 
	Feedback 

	 
	

	 
	Weak 
	Fair 
	Good 
	Excellent 

	Prepared for Presentation 
	  
	  
	 X 
	  

	Presented in an interesting way 
	  
	  
	 x 
	  

	Objectives of the presentation are clear 
	  
	  
	x 
	  

	Used visual aids effectively 
	  
	  
	 X 
	  

	Organised the presentation logically 
	  
	  
	 x 
	  

	Spoke loudly enough 
	  
	  
	 X 
	  

	Spoke slowly and clearly 
	  
	  
	X 
	  

	Presented within appropriate time 
	  
	  
	 x 
	  

	Responded to questions accurately 
	  
	  
	 n/a 
	  

	 
What can I do better next time? 
Spoke quite slow 
 
	 
What went well? 
 
 
 
 
 
 
 
 
 
 
 
 
  


 
	Presentation Evaluation Sheet 

	Module:  BMSK4002 

	Topic:  Effective Team working  
 

	Date: 23/05/21 
	Name of Presenter: monica 

	 
	Feedback 

	 
	

	 
	Weak 
	Fair 
	Good 
	Excellent 

	Prepared for Presentation 
	  
	  
	  
	 X 

	Presented in an interesting way 
	  
	  
	  
	 X 

	Objectives of the presentation are clear 
	  
	  
	  
	 X 

	Used visual aids effectively 
	  
	  
	  
	 X 

	Organised the presentation logically 
	  
	  
	  
	 X 

	Spoke loudly enough 
	  
	  
	 X 
	  

	Spoke slowly and clearly 
	  
	  
	 X 
	  

	Presented within appropriate time 
	  
	  
	 X 
	  

	Responded to questions accurately 
	  
	  
	 X 
	  

	 
What can I do better next time 
 
 
	 
What went well ? 
 
 Spoke very clearly  
Lovely presentation 
A lot of information  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

	Presentation Evaluation Sheet 

	Module:  BMSK4002 

	Topic:  Effective Team working  
 

	Date 23/05/21 
	Name of Presenter:   Monica Iftode 

	 
	Feedback 

	 
	

	 
	Weak 
	Fair 
	Good 
	Excellent 

	Prepared for Presentation 
	  
	  
	  
	 x 

	Presented in an interesting way 
	  
	  
	  
	 x 

	Objectives of the presentation are clear 
	  
	  
	  
	 x 

	Used visual aids effectively 
	  
	  
	  
	 x 

	Organised the presentation logically 
	  
	  
	  
	 x 

	Spoke loudly enough 
	  
	  
	  
	 X 

	Spoke slowly and clearly 
	  
	  
	  
	 X 

	Presented within appropriate time 
	  
	  
	  
	 X 

	Responded to questions accurately 
	  
	  
	  
	 x 

	 
What can I do better next time? 
 
 
	 
What went well? 
Really enjoyed your presentation and really liked your what you did with your slides and the text appearing as you said it. Great visual aids and you made it clear and easy to follow. 
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	Presentation Evaluation Sheet 

	Module:  BMSK4002 

	Topic:  Effective Team working  
 

	Date 25/05/21 
	Name of Presenter:   Monica Iftode 

	 
	Feedback 

	 
	

	 
	Weak 
	Fair 
	Good 
	Excellent 

	Prepared for Presentation 
	  
	  
	  
	 x 

	Presented in an interesting way 
	  
	  
	  
	 x 

	Objectives of the presentation are clear 
	  
	  
	  
	 x 

	Used visual aids effectively 
	  
	  
	  
	 x 

	Organised the presentation logically 
	  
	  
	  
	 x 

	Spoke loudly enough 
	  
	  
	  
	 X 

	Spoke slowly and clearly 
	  
	  
	  
	 X 

	Presented within appropriate time 
	  
	  
	  
	 X 

	Responded to questions accurately 
	  
	  
	  
	 x 

	 
What can I do better next time? 
 
 
	 
What went well? 
Lovely presentation, super nice animation on your slides,
All subjects covered, spot on with time 10 min. 
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Communication Style Questionnaire 

This questionnaire is designed to help you assess your preferred communication style. 
Thinking about your behaviour at work, write a score against each statement to represent which best typifies your behaviour where  

4 = agree strongly, 3 = agree somewhat, 2 = disagree somewhat, and 1 = disagree strongly. 
As with all questionnaires, the level of your honesty and self-awareness will impact on the accuracy of the outcome…so, be truthful to yourself! 
[image: ] 
1. I express my opinions in an honest and appropriate manner.  
2. I can get angry and let this show.  
3. I find it difficult to say ‘no’.  
4. If I do not agree with a task that my boss has given me, I find a way of dragging my feet on it.  
5. I feel comfortable in asking for help from someone if they know more than me.  
6. I feel guilty if I leave on time for a valid reason and other people are still working.  
7. I can be sarcastic.  
8. I think my way of doing things is better than other people’s.  
9. If someone takes advantage of me, I find a way of evening the score.  
10. I feel I have a right to say no to other people’s requests and to negotiate a compromise.  
11. If I am in a large meeting, I find I do not speak up.  
12. I like to be in control of a situation.  
13. I stare people down.  
14. I make good eye contact with other people.  
15. If I am unsure about a task that I have been given, I find it uncomfortable to ask for help.  
16. I talk about other people behind their backs.  
17. When I have to deal with someone in authority, I find it difficult to look them directly in the eye.  
18. I am a good listener and equally other people listen to what I have to say.  
19. Rather than confronting someone about an issue, I would rather give them the cold shoulder or drop hints to other people that I am not happy.  
20. I am not afraid to be direct with someone, even if they think I am being rude. 


Self-Assessment: Results 
 
To assess your preferred communication style, transfer the scores you have given to each statement to the boxes below. 
Then total each column downwards. 
Look at the column where your score is the highest. 
This is the communication style you use most of the time. 
 
	 
Q1 4
 
	 
Q3 1

	 
Q4 2
	 
Q2 2

	 
Q5 2
 
	
Q6 4
	 
Q7 1
	 
Q8 3

	 
Q10 2
 
	 
Q11 4
	 
Q9 2
	 
Q12 2

	 
Q14 3
 
	 
Q15 2
	 
Q16 1
	 
Q13 2

	 
Q18 3
 
	 
Q17 2
	 
Q19 2
	 
Q20 1

	 
Total 14
 
 
	 
Total 13
	 
Total 8
	 
Total 10

	 
Assertive 
 
	 
Passive 
	 
Passive Aggressive 
	 
Aggressive 
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Presentation Feedback

Presentation Evaluation Sheet

Module: BMSK4002 Part 1: Effective Team Working

Date 23.05

Name of Presenter: Monica lftode

Feedback

Excellent

Prepared for Presentation

Weak Fair Good

Presented in an interesting way

Objectives of the presentation are clear

Used visual aids effectively

Organised the presentation logically

Spoke loudly enough

‘Spoke slowly and clearly

Presented within appropriate time

Responded to questions accurately

What can | do better next time?

What went well?

Very thorough, excellent research. Good job.
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