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This report will  discuss communication, how we communicate with each other and  the importance of communication in the workplace. The  report will also discuss the feedback received from a presentation given online on “Effective Team Working. “
Communication can be defined as “ The act of conveying information for the purpose of creating a shared understanding. Its something that humans do every day. In other words, Communication is the activity of conveying information through the exchange of thoughts, messages or information, ass by speech, visuals, signals, writing or behaviour.”  Velentzas, Broni, 2014
 Communication is an essential part of everyday life and is the most important skill to have in the workplace. Effective communication requires active listening, this involves hearing and understanding what a person is saying, without that understanding you would not be able to respond or action appropriately. There are five main types of communication, verbal (face to face and distance) and non- verbal, written, listening and visual. There are also seven key principles for communication.  
Completeness 
The receiver gets all the right information to process the message and respond appropriately
Conciseness 
This is about keeping the message to the point
Clarity
 The key to effective communication is clarity
Consistency
The message needs to be consistent
Creativity
Altering  the tone and volume and delivering  a message in an interesting format?
Content
Is it appropriate and sufficient?
Connections
Consider the impact, Human connections, and iteration?
Communication requires three basic skills, speaking, listening and use of body language. Communication is essential to everyday life to build relationships and maintain them at work and at home. 
[bookmark: _Toc41017311]1.0
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[image: ]
(Shannon and Weaver, 1949)
An effective communication model, Shannon, and Weaver, 1949 explains how communication works. The model demonstrates how information is sent between the sender and the receiver and the process that we perform to send and receive those signals.
Step 1
The sender decides what method of communication they are going to use, verbal, non- verbal, sign, body language, digital, telephone, or email?
Step 2 
Transmission
During transmission, the message is put into signal format
Step 3 
Channel which is the delivery of the message
 Step 4 
Decoder this would be the “cloud” in the instance of an email
 Step 5 
Receiver is the person receiving the email. This is the most important part of the communication cycle as the sender needs to know that the information has been seen or understood correctly. Keeping information simple, clear, and concise can prevent miscommunication and break down in the communication cycle. Digital platforms and technology have contributed to the lack of clear, direct, and simple information sharing, simply as it is at best misinterpreted or misconstrued and can potentially cause a breakdown in communication. “Noise” was added to the Shannon and Weaver, 1949  model later.  
During 1960, Berlo devised the SMCR model, ( SMCR, Source, Message, Channel, and receiver)
The message in comparison to Shannon and Weaver is given greater importance as it is based on human connection and iteration.
Communication Cycle SMCR [image: ]
Communication Theory, Berlo 1960
“ Berlo’s model follows the SMCR model. This model is not specific to any communication.
Berlo’s model includes several factors under each of the elements:

Source: The source is situated where the message originates.

Communication skills – It is the skill of the individual to communicate. For example, the ability to read, write, speak, listen etc.

Attitudes – This includes attitudes towards the audience, subject and towards oneself. For example, for the student, the attitude is to learn more and for teachers, it is to help teach.

Knowledge– Communicating also means that the person needs to be knowledgeable about the subject or topic. For e.g. a teacher needs to know about the subject in detail that he or she teaches so that they can communicate properly such that the students understand here.
It refers, not to the general knowledge, but to the knowledge of the subject that the person is communicating and their familiarity with it.

Social system – The social system includes the various aspects of society like values, beliefs, culture, religion, and a general understanding of society. It is where the communication takes place.
For example, classrooms differ from country to country just like people’s behaviors and how they communicate, etc.
We can communicate only to the extent that the social system allows. When we communicate, we take the social system into account.

Culture: Culture of a society also comes under the social system.
According to this model, people can communicate only if the above requirements are met in the proper or adequate proportion.

Encoder: The sender of the message, from where the message originates, is referred to as the encoder. So, the source encodes the message here.

Message

Content – The body of a message, from the beginning to the end, comprises its content. For example, whatever the class teacher teaches in the class, from beginning to end, is the content of the message.

Elements – It includes various things like language, gestures, body language, etc. They constitute all the elements of a message. Any content is accompanied by some elements.

Treatment – It refers to the packing of the message and the way in which the message is conveyed or the way in which it is passed on or delivered.
When there is too much treatment, communication will not go smoothly.

Structure– The structure of the message refers to how it is arranged; the way people structure the message into various parts.
Message is the same, but if the structure is not properly arranged then the receiver will not understand the message.

Code– The code of the message refers to the means through which it is sent and in what form. It could be, for example, language, body language, gestures, music, etc. Even culture is a code. Through this, people give and receive messages and communication takes place.
Only when the code is clear, the message will be clear. The wrong usage may lead to misinterpretation.

Channel– It refers to the five sense organs. The following are the five senses:
Hearing
Seeing
Touching
Smelling
Tasting

Communication occurs through one or more of these channels.

Hearing: The use of ears to receive the message. For example, orally transmitted messages, interpersonal communication etc.
Seeing: Visual channels, for example, watching television so the message is conveyed through the scene/film.
Touching: The sense of touch can be used as a channel to communicate. For example, we touch, buy food, hugging our loved ones, etc.
Smelling: Smell also can be a channel to communicate. For example, perfumes, food, fragrances etc. Charred smell communicates something is burning. People can deduct which food is being cooked by its smell etc.
Tasting : The tongue is a muscular organ used in the act of eat and taste food. For example, while a food is being shared, the communication can happen regarding its taste.
Despite not mentioning a medium, we need to assume that as communication is taking place, channels can be any of the 5 senses or combination.

Decoder : The person who receives the message and decodes it is referred to a decoder.
Receiver: The receiver needs to think all the contents and elements of the source, to communicate/responds to sender effectively.

Berlo’s model 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.
For example, if the communication skill of the source is good, then the receiver should have equally good listening skills.
It cannot be said that the receiver does not receive the whole message because even though he may receive it but may not be able to interpret its meaning. For effective communication, the source and the receiver need to be on the same level.

Criticism of 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.
It requires people to be on the same level for effective communication to happen. However, that rarely happens in everyday life.
The main drawback of the model is that it omits the usage of sixth sense as a channel of communication, which is an asset to human beings (thinking, 
understanding, analyzing etc ”   

Extract from “BERLO’S SMCR MODEL OF COMMUNICATION in COMMUNICATION MODELS, INTERPERSONAL COMMUNICATION
[bookmark: _Toc41063593]Schramm communication model
The Schramm model of communication is less traditional than the others.
Here are the different parts you need to know.
Encoder: The encoder does the encoding and sends the message.
Decoder: The decoder receives the message.
Interpreter: The person trying to interpret the message.
It is important to note that receiving a message is not the same as interpreting a message. You can be the intended recipient of a message, and receive it, without interpreting and understanding it. Even though we typically interpret messages right as we receive them, it still is an extra step.
[image: schramm communication model]
Image courtesy of Research Gate
The Schramm model of communication shows the circular flow of constant communication.
The sender and receiver are not necessarily labeled because this model focuses more on the message rather than sending and receiving it. This is mostly because Schramm recognizes the possibility of sending and receiving messages to oneself.
The Schramm communication model deviates from traditional models that label a sender and receiver and focuses more on the message itself” M.C Novak, 2019 
 Extract take from ;MC Novak,  (2019) Everything You Need to Know About Communication Theoryhttps://learn.g2.com/communication-theory#shannon-weaver-communication-model

[bookmark: _Toc41017313]
2.0  
[bookmark: _Toc41017314]Assessing Own Communication Skills
 
During this report I have assessed my own communication skills by presenting a presentation on team work to some of the members of my cohort. During this health pandemic , University has blended learning online. (Appendix G) I am experienced at presenting information orally and I am familiar with presenting online via Skype or Zoom. I have found Microsoft Teams to be difficult to use and problematic with connection.   
My presentation plan can be found in appendix A with my feedback forms from two people who indicate that I needed to speak more slowly and clearly. I have taken these comments and produced a Gap analysis which can be found in Appendix C. My gap analysis highlights the learning I wish to develop to deliver better quality presentations including using Visio, Smart Art, and graphics. These are all new skills I would like to explore. Appendix D includes my personal development plan which is ongoing and addresses the actions that I will take to make my learning Specific, measurable, achievable, realistic, and timely. This PDP links to my original PDP as it is part of my continuing professional development.
Appendix E describes the results of an online assessment of my communication skills. 
My strengths lie in my interpersonal skills ,and I score highly in emotional intelligence and group communication. I feel my work contributes to this. My communication and listening skills were average and I have identified these as part of my Gap Appendix C and PDP appendix D. I feel confident to deliver information verbally in both English and Welsh and I am self-aware about my nonverbal communication skills. (Body Language) I remember years ago attending a linguistic and neuro linguistic training programme and covering effective communication. I am also familiar with being in group environment discussing strategy or implementing plans. I was surprised how difficult I found presenting online when I do this every day so to speak in my job especially given that I was unable to see my colleagues or their body language and I was very aware that I was unable to read their body language. T was delivering in the blind sense! 

Appendix F is an online assessment from MindTools which I accessed to complete an assessment for communication. This test appeared easier and more generic than the previous, Appendix E. I did not feel I learnt anything for development from this feedback. 

Conclusion
Communication can be learnt and improved, it is a soft skill and an important one in everyday life . It is especially important in the workplace because without the correct communication cycle messages can be lost, misunderstood, and misinterpreted. To be an effective communicator is important  particularly in the workplace to build successful relationships, to be competent in your role, to be able to communicate your needs to colleagues or the team and to be understood.   (Word count 2085)
[bookmark: _Toc41017316]
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Student Name  Eryl Daniels  Effective Team Working & Communication Part 1

[bookmark: _Toc36402842]Aim:  Briefly introduce  key theorists, Belbin and Tuckman and introduce high performing teams  

[bookmark: _Toc36402843][bookmark: _Toc41017322]Objectives:


· Introduce Dr Meredith Belbin and his team roles.
· Identify and explain how they contribute to today’s presentation and the importance of team working, the strengths and weaknesses.
· Brief Introduction to Tuckman’s Team Development
· Brief Overview of High Performing Team
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Slide

	Content

	1
	Introduction


	2
	Aims & Objectives


	3
	Teamwork


	4
	Team Roles & Clusters


	5
	Slide 5-7 Roles -For reference 


	6
	Tuckman’s Team Development – High Performing Teams


	7
	
Questions?


	8
	
References 

	9
	Conclusion and the future of teams
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Feedback from the audience was analysed and it would suggest that I could have  prepared better. I was slightly disappointed as I had issues with connecting with “teams”. I had prepared well in advance and had ICT issues with two laptops and access to Teams.  Nevertheless, all feedback is good, and I will do my utmost to be better prepared next time I will have a dry run to make sure that connection and video is working.
Areas to improve are … 
Speak slower and clearer, this could be because of poor connectivity and connection. I did feel I whizzed through to deliver in the time and to prevent losing signal!
The evaluation sheet that was used to evaluate presentation skills and define the areas that need improving is attached  Appendix A, B.
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	Presentation Evaluation Sheet 

	Module:  BMSK4002 

	Topic:  Effective Team working  
 

	Date: 17.05.20 
	Name of Presenter:   Eryl 

	 
	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? 
Little bit more clearly with the speaking 
	 
What went well? 
 well described, great information. 
 
 
 
 
 
 
 
 
 
  









[bookmark: _Toc41017326]Feedback from Viewers
	Presentation Evaluation Sheet 

	Module:  BMSK4002 

	Topic:  Effective Team working  
 

	Date: 17.05.20 
	Name of Presenter:   Eryl 

	 
	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? 
Little bit more clearly with the speaking 
	 
What went well? 
 well described, great information. 
 
 
 
 
 
 
 
 
 
  




	Presentation Evaluation Sheet 

	Module:  BMSK4002 

	Topic:  Effective Team working  
 

	Date: 17/05/2020 
	Name of Presenter: Eryl     

	 
	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? 
Spoke a little fast at some points but that might have been nerves  
	 
What went well? 
Very good information well researched, flowed nicely  
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[bookmark: _Toc41017315]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?

	

Speak slowly and clearly



	
Speak confidently
	
Time
	
Control and rehearsal

	
Deliver better presentations
	
Prepare and deliver PPT
	

Skills
	

Course- learn

	
	
	
	





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?

	
Speak clearly and slowly
	
Less haste!
	
Feedback – pace I and learn not to rush
	
Ongoing
	
Self 
Control
rehearse

	Develop and deliver better presentations
	Skills
Visio
PPT
Graphs
	
Higher standard of content and delivery
Develop  polisher & finisher style 
	
Ongoing
	
Self
Learn new skills
Use new skills
Stretch myself to develop new content

	
	
	
	
	





Appendix E
Skills You Need Communication Quiz
[bookmark: _Toc41017328]Read more at: https://www.skillsyouneed.com/quiz/343479
[bookmark: _Toc41017329]Your total score is: 76%
Based on the answers you provided you have above average interpersonal skills. Although your interpersonal skills are good, they can always be improved further, helping you to enjoy even more successful relationships with others, at home, socially and at work or school. Continue to practise your interpersonal skills and improve your understanding of yourself and others.
[bookmark: _Toc41017330]Listening Skills
Your score: 65% (Average)
(You rated your listening skills as: 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.
[bookmark: _Toc41017331]Emotional Intelligence
Your score: 85% (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.
[bookmark: _Toc41017332]Verbal Communication
Your score: 59% (Average)
(You rated your verbal communication skills as:  Average)
Your verbal or spoken communication is average, most people fall into this category. As with all elements of interpersonal skills you should aim to work on improving your ability to communicate effectively using your voice – saying the right things at the right times to enhance the communication process. When you speak to others take time to think about what you are saying and how you are saying it – remember that understanding is the goal of successful communication, how could you improve your message?
[bookmark: _Toc41017333]Communicating in Groups
Your score: 90% (Above Average)
You usually communicate well in a group situation and your skills in this area are above average. You are probably quite a confident person who feels comfortable making appropriate contributions in group settings. Although how you behave in a group situation is linked to your self-esteem, your ability to listen and process information and speak effectively are also important. You may find it useful to watch others the next time you are in a group situation for ideas on how you can improve your communication skills further.





[bookmark: _Toc41017334] Appendix F- Mind Tools Communication Quiz

https://www.mindtools.com/pages/article/newCS_99.htm

	56-75
	Excellent! You understand your role as a communicator, both when you send messages and when you receive them. You anticipate problems, and you choose the right channel to communicate. People respect you for your ability to communicate clearly and they appreciate your listening skills




Appendix G 
PowerPoint BMSK4002 Team working ED Final send.pptx




 

image4.png
Encoder Decoder

Interpeter Interpeter

Decoder Encoder




image1.jpeg
PRIFYSGOL CYMRU ———
S Y Drindod Dewi Sant
UNIVERSITY OF WALES

Trinity Saint David





image2.png
Information Transmitter Reception Destination

source “‘
e ol e o

11

Noise

<) FEEDBACK <

SHANNON-WEAVER’S MODEL OF COMMUNICATION




image3.png
Berlos’s SMCR Model of communication

somer > s > e [ e
T T T T





