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[bookmark: _Toc456901515][bookmark: _Toc511311653]Introduction 
The author has written about communication in the work place. Explaining the communication cycle, along with personal experience in how important communication is in the work place. She has given some thought to the feed back , that has been received . However little feed back had been received at this point in time. Any future feed back that is received will be greatly appreciated. We can never have too much feed back ( good or bad).  It all helps to perfect future work.


Explain communication cycle, Shannon and Weaver.
In 1948 Shannon an American mathematician and Weaver an American scientist joined forces to write an article in Bell System Technical Journal called A mathematical theory of communication also called Shannon & weaver model of communication. It was designed  to develop effective communication between sender and receiver. Between sender and receiver, encoding and decoding there is noise. All kinds of noise, everyday office noise ,traffic,  adverse weather conditions, animals or children. All of which can distract us and cause us to misinterpret the message.  
A communication cycle has seven elements. These elements are.
Sender:
Message:
Receiver:
Encoding:
Channel: 
Feedback:
Below the author ,has given a description of the seven elements.
The sender is the person who has initiated the communication.(sent the message).
The message is the information that the sender wants to get across.
The receiver is the person to whom the message has been sent.
Encoding Is the method of getting of getting the message across, in a way you feel is appropriate for the decoder (recipient)
The channel is the form in which you choose to send the message.
The decoder is the receiver or recipient whom is picking up the message.

 





Below is a diagram of the seven elements.
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Work place communications.
Communication in the work place is of great importance. The way we communicate has an impact on our work and goals as a team. We have verbal and non- verbal communication . Verbal communication being speech, the voice (paralinguistic  behaviour) When we are speaking to each other, we will also notice body language. The way we perceive the body language , has an impact on the message that we are trying to send. We also notice facial expressions the look and the tone of voice that is being used. We need to talk properly and in simple speech, so that the other person or people can understand us. If we are giving instructions to others, we need to be clear and precise as to what we want them to do. This is the message that we are trying to relay. Feed back from the receiver is also very important. So we know they are clear with the instructions and if they are capable of carrying them out. When  engaged in verbal communication we need to listen carefully to what is being said. Repeat what you have heard, back to the person you are talking to. Just to be sure that you have heard correctly. Be respectful when listening. Use eye contact and don’t try to multitask at the same time. Remember who you are talking to , be it your boss, client or team member. They all deserve to be treated with respect but we will react differently to people, depending on their status.
When we are using non verbal communication , the same applies. Be clear and concise . With non-verbal communication it is easy to misunderstand the message , as there is no body language, facial expressions or tone of voice. Know your audience, be aware of how well the other person knows you and the way you think. When you have poor non-verbal skills you will pass on negativity through the message you are sending. 





[bookmark: _Toc511311656]Section 3

As I have not yet done our group presentation it is hard to give precise feed- back.
I have however asked the members of the class, to give me some feed back on the way they see my communication skills in general. I am hoping that this feed-back will help me going forward. Some feed back received on how I talk. It was said that I do talk a little fast and some times not quite clearly enough. Resulting in the point sometimes  being missed or not heard. 
I will indeed , need to talk a little slower in the future and More clearly  . I have not done a presentation in the past. I do think I will find it a little daunting , when the time comes for purple group to make the presentation. I have found working as a group very rewarding. To know you have contributed to a presentation within a group is satisfaction in its self. It has been interesting, finding out the different skills of the team members. Once these skills are noted. It is easier to allocate tasks to team members. Hopefully resulting in an effective team effort. Once we have given our presentation , I am sure we will have a lot more feed -back that we will take on board and learn from.  
Working with the team to put the presentation together . I feel that it went very well. We discussed with each other , how we would put the presentation together. Who would work on each different part of it and who was able to  which task. The communication we used to do this was email, text , phone calls and face to face meetings. 

[bookmark: _Toc511311657]Section 4

As I have worked in event management in the past, I am aware of how communication can be misinterpreted. When managing such a large team, dealing with events, weddings etc. It is vital that you communicate at the highest level. Most events are important but when we are dealing with weddings. It has to be at the top of the game. Co-ordinating  a wedding takes a lot of communication, from start to finish. From communicating with the Bride and Groom. Caterers, florists ,Marquee companies, down to the smallest detail and finishing touches. Organising and managing these events could some times take a week, a month or even a year or two. If the slightest detail was wrong , it could lead to a whole chain of disasters. I feel I coped well in managing teams in the event industry. Research is very important as is the communication that goes with it. Clear communication is a must. Being in a management position, we must be seen to be approachable. Facial expressions and body language are an important part of this. If people see you as unapproachable they will be less likely to ask for help. This is when things begin to go wrong. If a member of the group or team have not got the right instructions ,it can ruin the whole event. Resulting in disaster and having an effect on future business.       

[bookmark: _Toc511311658]Conclusion
[bookmark: _Toc456901523]In conclusion of this assignment, I have discussed the basic communication cycle .I have explained the importance of communication in teams. Explaining why we need to be clear and precise in our communication. I have tried to collect some feed back on my communication skills. Without having done our presentation yet. This has proved a little difficult. From the feedback that I have managed to collect, I can see room for improvement in some areas. I will now take that advise on board and put it to use. Hopefully helping me to communicate better in the future. I am genuinely looking forward to doing our presentation and will be welcoming some more feedback.  




[bookmark: _Toc511311659]References

The most well-known and influential formal model of communication, developed in 1949 by Claude Shannon and Warren Weaver (see communication models). It is a transmission model consisting of five elements: an information source, which produces a message; a transmitter, which encodes the message into signals; a channel, to which signals are adapted for transmission; a receiver, which decodes (reconstructs) the message from the signal; a destination, where the message arrives. A sixth element, noise, is a dysfunctional factor: any interference with the message travelling along the channel (such as static on the telephone or radio) which may lead to the signal received being different from that sent. For the telephone the channel is a wire, the signal is an electrical current in it, and the transmitter and receiver are the telephone handsets. Noise would include crackling from the wire. In face-to-face conversation, my mouth is the transmitter, the signal is the sound waves, and your ear is the receiver; noise would include any distraction you might experience as I speak. It is a very linear model; unlike later models it does not even include a feedback loop. Shannon and Weaver were mathematicians, and Shannon worked for Bell Telephone Laboratories. This work proved valuable for communication engineers in dealing with such issues as the capacity of various communication channels in bits per second, thus contributing to computer science. It led to very useful work on redundancy in language, and in making information measurable it gave birth to the mathematical study of information theory. Consequently it is hardly surprising that Shannon and Weaver's model is information-centred rather than meaning-centred, but this points to its limitations as a general model of human communication.
http://cm.bell-labs.com/cm/ms/what/shannonday/paper.html A Mathematical Theory of Communication
From:  Shannon and Weaver's model  in  A Dictionary of Media and Communication » 
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