Communications Workshop Activity


Workshop Activity Notes

COMMUNICATION SKILLS
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The process involves four basic elements:
· Sender; person who sends information
· Receiver; person who receives the information sent
· Message; content of information sent by sender
· Feedback; response from receiver
Overcoming the Barriers to Effective Interpersonal Communication
· Simplify Language - By structuring your language to clear simplistic sentences, the receiver would be able to easily understand what the sender is saying. For example, jargon can be used within your organization as it will only use one word rather than a whole sentence to explain what you are trying to communicate across.
· Constrain Emotions - Hold back emotions whilst discussing a certain sensitive issue. By speaking through a neutral manner, it allows mutual understanding to occur and for both sender and receiver to communicate in a rational manner. 
· Listen Actively - Often, when the sender says something, the receiver normally hears but does not listen. Place yourself in the sender's position and try to understand exactly what they are trying to convey to you. The receiver is trying to understand fully what the sender is trying to say, so putting the receiver in the sender's point of view makes understanding much easier. 
· Feedback - Does the sender use closed questions such as "Did you understand what I just said?" or "Is what I said clear to you?", or using an open ended questions to have the receiver summarize the message. This results in the sender knowing the receiver has fully understood what is being communicated
· Recognise your responsibilities within the communication process – whether the sender or receiver
Nonverbal communication is usually understood as the process of communication through sending and receiving wordless messages. 
Such messages can be communicated through a variety of means:
· Gestures
· Body language
· Facial expressions
· Eye contact
· Tone of voice
· Attitudes
· Likes and dislikes
· Dress
· Silence
· Behaviour
· Prejudice


Task 1:

Consider the communication process and the importance of effective communications in the workplace. What factors can hinder the communication process and act as barriers? For each barrier that you identify, suggest a solution.

Task 2:

In your groups discuss the various ways in which we communicate (including non-verbal methods) and identify how these can cause the communication process to go wrong. 

Task 3 in preparation for next week;

Communication and interpersonal perception are very closely linked – why? What are your thoughts and conclusions on the techniques of Neuro-Linguistic Processing (NLP) and Transactional Analysis (TA)?
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