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Workplace communication report 
The communication process has got many elements that will determine it. For example, the source would need skills or ability to think, write or speak (amongst others, like arts). To prepare a message, the source needs knowledge, and the capability to think about which channel would be the best way to present it. The source must know the audience, so will get an idea of the way the message will be encoded. There is an important aspect in between the source and the receiver, which is the field of experience. 
The understanding of the subject, the language, the nonverbal expression will influence the way the source operates. The message is sent as a package of ideas, that will be decoded by a receiver, who is the audience of the message. These are the factors that determine the receivers decoding and feedback. 
The way we communicate in our workplace matters. “Effective communication in the workplace is an integral element of a business’s success; it enhances relationships within the company and with clients, and it increases employee engagement and the overall effectiveness of a team”, this concept developed by Joanna Zambas, for the site career addict, explain clearly about the importance of communication in the workplace. It sounds complex, but the basics of communications are simple and straightforward, with a source, message and a receiver, as their main elements. If we start with that uncomplicated paradigm, we then must add that people make it complex. Human interactions make it difficult. 
The concept of communication stipulated by Duck & McMahan has mentioned that “communication is the transactional use of symbols, influenced, guided, and understood in the concept of relationships”. Is here where we find that there is a major complexity, and we will explore it through some of the communication models. 
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In 1949 Claude Shannon, an electrical engineer for Bell Telephone, and Warren Weaver, from the Rockefeller Foundation, published their book The Mathematical Theory of Communication. The model is based on four main parts. 
S Sender
M Message                     N Noise
C Channel
R Receiver 
The four main parts and the noise
We can observe a sender, who communicates a message via a channel, and the receiver, who
encodes the message. The receiver will provide feedback to the sender. If something interferes in the communication process is the noise. For example, if there is a message with a noise in the background, it would be difficult to understand.  Maybe we find that someone is in shock and could not understand the message. We encounter a semantic, psychological and cultural noise.








Berlo’s SMCR model (1960)
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Berlo’s model proposed that the ideal way to encode and decode messages and develop a fluid communication is that the source and the receiver must be have a similar background. In Communicationstheory.com we found that Berlo’s believes that “for effective communication to take place, the source and the receiver need to be on the same level. Only then communication will happen or take place properly. Hence, the source and the receiver should be similar”.
This model is more complex than the Shannon and Weaver’s one because we observe more elements in every step of the process.
The same article of communicationtheory.com added the criticism to Berlo’s SMCR model of communication,
“There is a lack of feedback. The effects are practically unknown.
It does not mention the barriers to communication.
There is no room for noise.
It is a rather complex model.
It is a linear model of communication.”
Schramm model of communication
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The field of experience
In Schramm model of communication, we find that the field of experience shared between the source and the receiver is the key for the understanding to take place, between the source and the destination. They must have something in common. The source will need feedback from the receiver to see if the message is correct.

Professor Richard Croft, considers that the Scharmm’s contribution has an added value to the communication cycle by developing “the fields of experience of the sender
and receiver. The sender encodes the message, based upon the sender’s field of
experience. The user’s field of experience guides decoding. If there is no commonality in
the sender’s and receiver’s field of experience, then communication does not take place.
The extent to which the signal is correctly decoded (that is, decoded so that it is the
same as the original message prior to decoding) depends on the extent of the overlap of
the two fields of experience”.

Non-verbal communication
According to Dr Anjali Hans, about Kinesics, Haptics and Proxemics: Aspects of Non -Verbal Communication, “The Non-verbal communication is conveying of emotions, feelings, and messages through actions and expressions rather than words”. In our day to day life, the nonverbal communication and verbal communication go together. Sometimes it’s our expressions and body language that articulates our emotions better than words. “Facial expressions are the most common way of non-verbal communication. Non-verbal communication is the process of communication through sending and receiving wordless (mostly visual) cues between people” continues Dr Hans.
 Nonverbal communication “Is sometimes mistakenly referred to as body language (kinesics), but nonverbal communication includes much more, such as the use of touch (haptic) and distance (proxemics). Nonverbal communication includes those important but unspoken signals that individuals exhibit, specifically: body language (encompassing carriage/posture, appearance, listening, and eye contact), hand gestures, and facial expressions.” Explains Dr Hans. 
Levels of formality
Dr G. C. Mohanta, about persuasive language, proposed that “The levels of formality would be Informal, semi-formal and formal. Formal to an unknown audience, informal, to a well-known individual, informal would be incorrect”. The language would be completely acceptable depending on the context. But in a workplace context, we must use a formal language, and it is more frequently in writing.

Examine workplace communication and assess verbal and written communication
In my workplace our verbal communication is semiformal, as we speak to well-known colleagues, but when we speak to new a person or we refer to a manager we don’t usually see, we use a formal language. Our written communication is formal.
We communicate daily, using the models mentioned above. When we apply the theories, we observe a source, an encoded message, a channel, a decoded message a receiver and feedback. There is an area of knowledge between the source and the receiver. We must assure that the message is clear, and we must double-check with the receiver that the message is understood the way we wanted. It is also important to point out, as Schramm proposed, for fluid communication, the interaction is more fluid when the source and the receiver understand each other easily because there are a common field and knowledge.  
We also use different channels of communication. Emails, phone calls, text messages and face to face. When we send emails, we use a clear formal writing skill, over the phone, it could be a semi-formal communication way, depending on who are we speaking with. 
2.0 
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To assess my communication skills, I am referring to the presentation about Effective teamworking. The collection of feedback would help me to get a better idea of my communication. 
The goals of my presentation were to demonstrate an understanding of effective teamworking main theories, connecting them to group dynamics and to demonstrate the importance of team working within an employment perspective. My objectives were to describe the two main theories of Belbin and Tuckman. I spoke about trust, elements of high performing teams, workplace examples, group dynamics and key behaviours. On the behavioural communication part, I have analysed my workplace, with a good and a bad workplace example. In this part of the presentation is where I would have engaged with the nonverbal communication skills because it is about feelings and thoughts. But we were not able to demonstrate our nonverbal communication capabilities, because of Covid-19, we had to show our presentation online via Teams.
Reflecting on the extent of my presentation. I agree that it was too long. The length of the presentations should have been for around 10 minutes and mine was over 23 min. It was a bad decision to talk, in detail, about the two main theories. That was lengthy. Nevertheless, the feedback I received about presentation within an appropriate time, was 1 fair, 2 goods and 1 excellent. 
Speaking too long about the two theories, made my presentation overloaded of information. As one of the students commented on the feedback sheet. 
As a reflection, I should have given a small example of each theory and ask the students to have a look at my slides later if they were interested to go in-depth.
The positive feedback: 
“It was very good, overall, very detailed. I liked the way you presented Belbin”, Ebony Evans.
“Information of presentation was explained well. Very informative”, Gail Phillips.
“I thought your presentation was excellent, detailed and informative, well planned and thought out. You covered every aspect of the brief in effective team working. Well done You’ve put a lot of thought into your presentation”, Craig Bennett.
“Natural presenter, great confidence, all topics covered. I Identified an area for improvement”, Sarah Paton. 
Negative feedback
“Maybe shorten the length of time” Sarah Paton
“Information overload” Gail Phillips
“Shorten the length of time” Ebony Evans.


Gap analysis 
	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?

	

Presentation within the time frame



	I can speak about the theories 
	Make a summary of the theory 
	I can speak about the theory, but when there’s a time, I need to mention it only. 

	Be more specific
	I can talk, giving details. 
	Talk about the main topic, without details
	Being specific about the topic.

	Improves productivity
	I can develop my work 
	Develop my work on time. I get distracted.
	Focus on the task
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PDP

	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?

	Build trust
	Work in a way that my colleagues feel confident in me. Become a role model
	When my colleagues ask me for advice
	Within a year
	I need to be reliable and open to communication 

	Promote team building
	Identify roles and support the team to work on a goal
	Reaching the performance stage of Tuckman, with a good level of trust
	Within a year
	[bookmark: _Hlk40989191]I need the team members to work in their roles 

	Preventing and resolving problems 
	Communicate effectively 
	Remain calm when encounter a problem make sure all parties are heard and find a solution
	Within a year
	I need the team members to work in their roles
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Based on the answers you gave your leadership style mix is:

Styles that need some further development: 4

Styles that need a lot of further development: | O

Overall, you have a good mix of leadership styles and the potential to be a well-rounded, effective leader. There is
potential to further improve your leadership styles.

See our page: Developing Your Leadership Style for more information.
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