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Communication is absolute key as its used in everyone’s day to say basis. It’s the process of gathering thoughts, ideas and information. Being able to communicate effectively is one of the most important things in life as it will allow you to build bonds and friendships. In order to succeed in ANY workplace, you need to have good communication skills. Having this skill in a workplace will boost productivity and generally improve the team as a whole.
There are two types of communication… they are verbal and non- verbal. Verbal communication is when you physically talk (using words) in order to communicate, whereas non- verbal communication doesn’t include physically speaking and using words.  Examples of non-verbal communication are body language and gestures. 
We use our verbal and non- verbal skills on a day-to-day basis without even thinking about it. Verbal communication is important as it allows a person to inform people. Non- verbal communication is just as powerful as verbal as you can still express emotions through body language and eye contact.

The communication cycle helps you ensure that you don't forget anything essential the first time you present it, and it helps you maximize it’s impact in the times that follow. By putting the process into the form of a cycle, this approach encourages you to use the feedback you receive to improve your communications in the future. (Blenkinsop, 2010)
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The Shannon- Weaver’s Model of Communication was founded in 1949 by Claude Shannon and Warren Weaver. (Oxford, 2021). Shannon and Weaver were both from the United states. Shannon was a mathematician and Warren was an electrical engineer. They created the theory to improve the understanding of communication through the telephone and hopefully improve the quality of phones. (Drew, 2019). This model is known as the ‘Mother of All Models’. (Woods, 2005) It shows how communication flows and how the message is sent, received and acknowledged. 

There are a number of stages in this model. They are the Sender, Encoder, Channel, Decoder/Receiver, Noise and Feedback. 
Sender- This is the first stage where the person that starts the process off by thinking of the message that they would like to communicate. It’s similarly known as the ‘information source’ as in this stage, the message is made up and is decided on how it will be communicated.

Encoder- The second stage in the Shannon Weaver model is when the idea gets turned into a signal which is sent from the sender to the receiver. This process is performed by the motor skills of the source- vocal mechanisms such as lip and tongue movements, the vocal cords, lungs, face muscles etc. (Weiner, 1958). 
E.g- If you are talking on the phone, your brain is the sender and your phone is the encoder.

Channel- The channel is the medium to send the message. We use different types of channels in order to communicate, such as phones, laptops, newspapers and the radio.

Decoder/ receiver - This is when the message is received, similarly known as the ‘destination’ stage. This is done by using a piece of technology that will convert signals into messages. This is the person who receives the message. The receiver decides on how to acknowledge the message and think of what they’re going to respond. How the message is communicated and how it’s understood are two completely different things. It’s important that the message that the sender is sending is communicated correctly interpreted… It needs to be understood by both ends. (Mulder,2016)


Noise- This is the disturbances that have had an impact. ALL communication contains noise.

There are four types of noise, they are;
Physical- This is external to the speaker and the listener, such as background noise.
Physiological- Created by barriers within the sender or the receiver, such as talking too fast.
Psychological- The mental barrier, such as wandering thoughts or thinking too much into something. Eg- preconceived ideas.
Semantic- When the speaker and listener have different meanings/ though processors.  


Feedback- This is the response. Feedback is key as it allows the sender to know that their previous message was received. Having feedback also allows the sender to realise how they could improve next time.


There are some advantages and disadvantages of this communication cycle. One advantage being that it describes the communication problems. It’s also effective as it breaks down communication into smaller parts so that its more understandable. The Shannon- Weaver model identifies three types of communication problems, which are…
Technical problems- How a channel causes a problem
Semantic Problems- This problem identifies that sometimes a message can be interpreted in a different way to how it’s meant to be interpreted.
Effectiveness problems- This is how effective the message cause a reaction. 
A disadvantage of this model is that the receiver plays the biggest part as they are communicating more than the sender by receiving and giving feedback.
All in all, I believe that by breaking down the communication cycle into smaller sections, it shows more clearly how the message gets delivered. By paying attention to every component in the cycle, it gives more of an understanding and makes the sender and recipient more able to communicate effectively. 
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	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?

	
Communicate effectively while doing presentation

	
Speak loud and clear 
	
Confidence
	
Prepare beforehand

	To widen my knowledge of communication
	Understand the key points
	Theories and more depth
	Do more online research 
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	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?

	Listen and try not to lose interest 
	Concentrate and find a suitable area that I’m less likely to zone out of
	When I’m not struggling to provide answers to questions
	1 month
	No resources

	Maintain eye contact
	Stop looking away from the audience/ people I’m speaking to
	When I’m able to focus on the people I’m speaking to, rather than avoiding eye contact
	1 week
	No resources

	Speak confidently when presenting 
	Do more research on the discussion topic and learn it to the very best of my ability.
	When my words flow without stumbling
	1 month
	Internet
Books
Computer
Pen and paper



I created a PowerPoint slideshow describing the communication theories and how effective they are. I provided dates, facts and statistics of the Belbin and Tuckman theory and generally spoke about communication as a whole.  I collected feedback from my piers so that I was able to see what went well and my areas of improvement. I gathered four feedback forms (shown in appendix) and went through them to monitor my efforts. 
Feedback is essential as it improves employee engagement and improves relationships.
All in all, the feedback provided shows that my presentation was easy to understand as everyone ticked the ‘excellent’ and ‘good’ box.  People agreed that I spoke clearly and loud enough, but my downfall is that I could’ve made my slides more interesting by adding more pictures and writing, as it was lacking detail to make it look better. One person stated that I need to believe in my ability, as they could clearly tell that I didn’t have much confidence when presenting the slideshow. To conclude, I agree with all the feedback that has been given as there certainly high and low points.  I also noticed personal behaviours such as slouching and bad posture when not I’m not confident.  Now that I have gathered this data, I can use it in the future in order to improve for future possibilities.
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	Presentation Evaluation Sheet 

	Module:  BMSK4002 

	Topic:  Effective Team working  
 

	Date 20/05/2021 
	Name of Presenter:   Chloe Davies 

	 
	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? 
 
· Follow slides when presenting  
· More information on the slides 
	 
What went well? 
 
· Speaking clearly 
· Clear screens 
· Good knowledge  
 
 
 


 





	Presentation Evaluation Sheet      

	Module:  BMSK4002 

	Topic:  Effective Team working  
 

	Date 20/5/21 
	Name of Presenter:   Chloe Davies 

	 
	Feedback 

	 
	

	 
	Weak 
	Fair 
	Good 
	Excellent 

	Prepared for Presentation 
	  
	  
	  
	 / 

	Presented in an interesting way 
	  
	  
	 / 
	  

	Objectives of the presentation are clear 
	  
	  
	 / 
	  

	Used visual aids effectively 
	  
	  
	  
	 / 

	Organised the presentation logically 
	  
	  
	 / 
	  

	Spoke loudly enough 
	  
	  
	 / 
	  

	Spoke slowly and clearly 
	  
	  
	 / 
	  

	Presented within appropriate time 
	  
	  
	 / 
	  

	Responded to questions accurately 
	  
	  
	  
	  /

	 
What can I do better next time? 
Believe in your ability, it was really good! 
	 
What went well? 
 
· Good information 
· Well thought out 
  


 




	Presentation Evaluation Sheet 

	Module:  BMSK4002 

	Topic:  Effective Team working  
 

	Date - 24/05/2021 
	Name of Presenter:   Chloe Davies 

	 
	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? 
You could have included some more text and/or visuals to your slides, e.g. when you were describing Tuckman’s stages and Bebin’s roles. 
	 
What went well? 
You spoke clearly. 
You provided a good understanding of the subject. 
  


 
	Presentation Evaluation Sheet 

	Module:  BMSK4002 

	Topic:  Effective Team working  
 

	Date 20/05/2021 
	Name of Presenter:   Chloe Davies 

	 
	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? 
A little more text on the slides 
 
	 
What went well? 
 
Spoke clearly and obviously had a good understanding of the subject.
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