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Communication is the exchange of information between two or more people. This exchange could be by gestures, signs, signals, speech (this could be in person or over the telephone) or writing (this be emails, letters or messages).
To communicate effectively you need certain skills, these include, speaking, observing, listening, processing, questioning, analysing and evaluating. 
The recipient of a message needs to be able to accurately decode the information so the communicators need to share a common language, be able to identify the message context, resolve any misunderstandings and decode the information and decide on how to act on it.
These skills are essential to form relationships, create cohesiveness and achieve success in the workplace.
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The Shannon-Weaver model of communication suggests that communication can be broken down into 6 concepts of communication. These are the sender (information source), the encoder (the transmitter), the channel, noise, then decoder (reception) and then the receiver (when it reaches its destination).
The sender is the person, thing or object that has information that they wish to send. They start the process by choosing who they wish to send this information to and by what channel. Might this be orally, by writing or otherwise. 
The encoder is the person or machine that converts this message into a signal that can be sent from the sender to the receiver. The encoder can also be a person that turns an idea into spoken words, sign language or written words to communicate an idea. A telephone would have to convert our voices into binary packets of 1s and 0s and radios would have to turn our voices into waves.
The channel can sometimes be called the ‘Medium’. This is where the information from the sender and transmitter move through to the decoder and the receiver. This could be the internet or cables on a landline telephone.
There are two types of noise, internal and external. Internal noise could be a spelling mistake or the decoder misinterpreting the message. External noise is background noise that could make the message difficult to hear. A failed internet connection or a lost letter in the mail. External noise is not in control of the sender or receiver.
Then there is decoding, which is the exact opposite of encoding. Decoders can include a telephone that turns signals such as digits or waves back into sounds, computers that turn binary packets of 1s and 0s into pixels on a screen that make words and cell phones that also turn bits of data into readable or listenable messages.
Receiver is the final step where the person finally gets the message, possibly having some interference from the noise stage. So this could be receiving a call, email or letter giving that noise has not destroyed the message.
This is a model of communication that gives us the framework of how messages are sent and received. 
By examining this model, it enables you to see how messages can be mixed up or misinterpreted through the process of sending and receiving messages.
Shannon wrote in article titled “A Mathematical Theory of Communication” where he outlined the theory that “The fundamental problem of communication is that of reproducing a message sent from one point, either exactly or approximately, to another point”
[image: ]
(Shannon and Weaver, 1949)

There are numerous other models of communication, such as Berlo's SMCR Model of Communication. David Berlo formed this model in 1964. The acronym SMCR stands for send, message, channel and receiver. [image: Berlo’s SMCR Model of Communication - ToolsHero]
(David Berlo, 1964)
Lasswell’s communication model was developed by communication therapist Harrold D. Lasswell in 1948. There are five components to Lasswell’s communication model. These are.
· Who – The communicator, sender or source of the message
· Says what – The context of the message
· In which channel – The medium or media
· To whom – the receiver of the message or an ordinance 
· With what effect – the feedback of the receiver to the sender
The major criticism of Lasswell’s Model is that it does not include feedback and it ignores the possibility of noise. Lasswell’s model is very linear and does not consider barriers in the communication process. Feedback is necessary for effective communication.
[image: Lasswell's Model of Communication (With images) | Communication ...]
(Lasswell, 1948)
Communication in the workplace 

Communication is the process of sharing information between two or more people. Communication is not simply just sharing information it is the sharing of thoughts, feelings, expressions, and many other things too. It is necessary that every person in a workplace communicates with one another to help maintain good working relations and keep everyone on the same page as far as the company’s goals are concerned.
There are two types of communication, formal and informal. Informal communication is between family and friends. Formal communication is in the workplace or formal setting where there are some rules and etiquette that need to be followed.
Here are some points that studies have shown to be key factors to becoming an effective communicator;
· Be clear and transparent
· Be well prepared 
· Be precise 
· Be generic 
· Be assertive 
· Do not assume 
· Encourage two-way conversation
[bookmark: _Toc41033215]You are able to take a communication style questionnaire to see what type of communicator you are (Appendix A and in references).
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To assess my own communication skills, I filled in a questionnaire that indicates what my preferred communication style is. The results showed that my favoured communication style is assertive (see appendix B). This means that I am able to communicate my ideas and opinions in an open and honest way. 
Typically, being assertive you are direct, honest, accepting and responsible.
I think completed another communication quiz (see appendix A). The results explained that I am an effective communicator but there is still room for improvement and communication issues still arise and that I need to spend more time listening to information and looking at how to interpret it better. 
The third communication quiz I filled out looked at what areas I was stronger in and those that needed work (see appendix C). 
It firstly explained that my listening skills are average. To improve this, I am going to practice active listening, I could paraphrase back to the speaker, give nonverbal ques and give verbal affirmations. I am also going to keep an open mind, so to not judge or criticize what the speaker is telling me and carefully listen to what they are saying to take in what is being said. Do not interrupt the speaker when they are talking, or this could disturb their train of thought. I will also make sure I am maintaining eye contact and give them my undivided attention. 
It also revealed that my emotional intelligence skills were above average. Emotionally intelligent people know how to communicate their opinions and needs in a direct way while still respecting others. The best ways to develop emotional intelligence is be being assertive but making sure not to be passive or aggressive. So, I need to take my assertive style and use this to become more emotionally intelligent. I need to make sure I stay calm and not make any impulsive decisions that could lead to bigger problems and make a conscious choice to ensure I am being understanding and my actions and words reflect that. Whilst remaining positive, motivated and taking plenty of time to reflect on my actions and those of others. 
My verbal communication skills were recorded as above average. I am confident I have the ability to communicate effectively and speak with confidence. To further improve I need to be sure to be clear and concise with what I am saying, making sure I think before I speak and make sure I have the correct vocal tone. Also, the need to consider the perspective of my audience so they can fully understand the message I am conveying.
Then according to that quiz my communication in groups is average. To improve this, I would need to have more confidence speaking in front of crowds. This would have to come with practice. I would need to be open to feedback and encourage more feedback to ever improve. 
I now have the feedback form from the presentation I delivered in part 1 of this assignment (Appendix D) as you will see I have had excellent feedback for first impression and communication. The areas that require additional work are confidence, body language, tone of voice and eye contact. To improve in the future these are the specific areas I need to research and develop. 
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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?

	Improved communication skills. 




	A capable communicator.
	Improve my communication skills in general. 
	Gathering feedback from peers and tutors and working on my weakest points. 

	Improve my listening skills 
	Already an average listener.
	To be a great listener.
	Practice better listening skills.

	Improved emotional intelligence 
	Already have above average emotional intelligence.
	Improved emotional intelligence.
	Research and practice on improving this. 
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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?

	Improve my confidence for my next presentation
	I need to gain confidence on delivering a presentation in front of a group. I will do this by practicing, talking in front of colleagues and classmates more regularly to gain the practice of talking in front of a group.
	I will be able to measure the success of this by further feedback forms from my next presentation
	10.09.20
	I will have to ask my superiors permission to speak to my colleagues (via zoom with the current pandemic) and ask my tutor to allow me to talk more openly in front of classmates also (On teams)

	Improve my listening skills 
	To be prepared for questions and to give feedback confidently and precisely and not get lost whilst answering the questions so make sure I am actively listening, so I am able to give a accurate and clear answer. 
	Again, I would be able to measure my success of this the next time I deliver a presentation or staff meeting and ask for feedback and encouraging people to ask for further questions.
	10.09.20
	I need for myself to make sure I am making a conscious effort to listen carefully, whilst giving the correct body language and taking in what others are saying. Practice this every day where possible. 
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Your total score is: 71%
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.

Listening Skills
Your score: 69% (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.

Emotional Intelligence
Your score: 75% (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.

Verbal Communication
Your score: 75% (Above Average)
Your verbal or spoken communication is above average: you normally use appropriate language and know when to talk, and when not to talk. Having good verbal communication means that you can express yourself well to others – explaining your ideas and opinions in such a way that they are usually understood by others. Of course, you can always further improve your verbal communication.

Communicating in Groups
Your score: 66% (Average)
Based on the answers you provided you have average confidence levels when communicating in group situations. You are likely to handle most group situations adequately, although you may well be nervous in some situations. Communicating effectively in groups is an important part of your overall interpersonal skills and is useful in many different areas of life. Next time you are in a group situation watch the other participants to pick up some ideas of what you can do, and what you can avoid doing, to improve your presence in group situations. 
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my ideas.
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about what I'm going to say next to make
sure | get my point across correctly.
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You need to keep working on your communication skills. You are not expressing yourself
clearly and you may not be receiving messages correctly, either. The good news is that,
by paying close attention to the way in which you communicate, you can improve your
effectiveness at work and enjoy better working relationships with your colleagues! The
rest of this article will direct you to some great tools for improving your communication
skills. (Read below to start)

You're a capable communicator, but you sometimes experience communication
problems. Take the time to think about your approach to communication, and focus on
receiving messages effectively, as much as sending them. This will help to improve your
ability to communicate. (Read below to start)

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. (Read below for more.)
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