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Unison Presentation Notes
Introduction
Good afternoon everyone, my name is Helal Miah and this is my partner Abul Kalam. Today we will be delivering a presentation on ‘ Using Effective Communications; A Unison case study.’ We will go into detail on how effective communication works, helps improve current workplaces and large companies. 
Background of Unison
Unison is the largest trade union in the UK, with nearly 1.4 million members. They were founded in July 1st 1993, with head office based in London and 12 regional offices throughout the UK. Unison represents and acts for members on their behalf, who work in a range of sectors from public services, employed and self-employed. They negotiate and bargain for better pay and better working conditions. Unison fights for fairness and equality in the workplace and believe everyone should be able to live and work without prejudice. 
Effective Communication
Effective Communication skills are 1 of the most important parts of a successful company. It is essential that members of a company have these skills to convey accurate messages to one another so they can all aim to achieve the same targets.
Schramm’s Theory
Wilbur Schramm was an American scholar of mass communication. He played a very important part in establishing the discipline of communication studies by making a theory which is used throughout industry today.
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Schramm’s theory identifies how information should be sent and received between two people. Information is of no use if it cannot be understood by the receiver. Encoding is an important role because it starts the process of communication by converting the thought or idea into content. When the information reaches the recipient, their main objective is to understand what the sender requires. If the receiver cannot understand the message then it is not a clear and effective message, this is called decoding. Using this theory in sending and receiving messages will help achieve better communication in the company and a clearer understanding of what is required.

Many skills are required to convey clear messages:
· Verbal skills
· Active listening skills
· Writing skills
· Electronic communication skills
· Telephone skills
· Non-verbal skills i.e body language, posture

Other the hand there are factors to consider when receiving information. Messages can be interpreted incorrectly by the receiver. Here are some factors which can cause messages to lose important information;
· Background noise levels 
· Accent
· Education or learning styles
· Attitude or body language
· Cultural differences

Active Listening
In the workplace being clear and precise while sending messages can help convey exactly what is required. Active listening is just as important as encoding and decoding. To achieve effective communication, skills such as listening and assertiveness help make the message more transparent. Active listening is the key to accurately understand what the other person is saying. Listeners may get distracted by wondering off in the conversation. Sometimes comparing themselves to the speaker, mentally rehearsing what they will say next or even daydreaming about a previous experience. The listener may even try to mind read what the speaker is thinking, missing out all the important parts of the conversation. An accurate understanding is needed before a meaningful response can be made. Effective listeners suspend judgement in order to fully understand the message from the speaker. Sometimes trying to think from the speaker’s point of view may help understand the request better.
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