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Communication is verbal and non-verbal, it is very important within the workplace. Businesses require people with top communication skills and place this high on their list when actively recruiting new members to its organisation Communication can easily be described as a  means of getting clear information from point a to point b. Business communication is a system of exchange of certainties and skills between remarkable components and those of a business undertaking business venture. It comprises different modes and media stressed in verbal trade exchange (Morgan 2016) Business pass this information in a number of ways, face to face, meetings, telephone calls, emails, video calls and even memos will be used. Perception of oneself can be determined on how well one communicates himself within his organisation or team. These skills are foundational for individual, team and organisational success (kinnick& Parton, 2005)
There are 3 elements of communication: vocal, visual and verbal.
The vocal of course being the voice the visual being the look this includes facial expressions , posture and gestures and verbal this is voice, this is what the person says
Verbal communication
This is the most common type of communication where communication is usually written down, spoken or sent via email/ text in today's environment. Using words  to form a language is the easiest way to let others know what we want and what we may be thinking in a clear, understandable  dialect . Instructions in the workplace are often given face be so that clear understandings of what  needs and requirements of customer and  the businesses are According to mehrabian (1960) the tone of our voice is responsible for 35-40% of the message we are sending, It's also important to identify the audience that you are talking to as the tone of your voice would be different speaking to a baby as it would an adult 

Non verbal communications 
Non verbal communication also known as interpersonal communication is a form of communication that impacts highly when people first meet. Getting meaning across without using words written or spoken is the essence of non verbal communication (The ultimate internal communication strategy guide 2022 )

It is important  to be aware of how we and others communicate  as we may say something verbally but our non verbal communication may mean something else an example of this is the nodding of the head , while in most countries this signifies the meaning of yes or ok in bulgaria it actually means no while in india a tilting of the head means yes , so different body language can mean different thing to different thought processes


Some real life reasons for good communication within the workplace

Facilitate innovation- 
 good leadership is the top internal communication factor that shows how well employees are engaged
Interdepartmental communications 
Without good communication between departments within companies high level of performance cannot be achieved 
Employee turnover
This lets employers the opportunity to keep the employees informed of their up to date job roles and requirements so that the employee is happy in their job, is relevant in their job thus keeping employes employed longer 
Company Culture
 Companies have to be transparent in the way they communicate , this promotes healthy working relations shows clear lines of progression and states what the company expects and needs in terms of goals and achievements
 Customer satisfaction
 Successful businesses will often have high standards of good communication skills between customer and business. This is essential to keeping the customer happy understanding what is wanted by the customer and also  retaining the customer  for future sales     
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Shannon And Weaver (1949)
Mathematician Claude Shannon and electrical engineer Warren Weaver were employees at the telephone bell company. Shannon the main person to create the model of communication in the 1940 applied a mathematical theory to help engineers perform their job more efficiently, he focused on  six concepts that human communication can be broken down into , sender, encoder, channel, noise, decoder and receiver , The primary value is in explaining how messages are distorted and lost in  the process of communication
[image: ]
(Shannon and Weaver, 1949)

Sender-
This is where the origin of the message comes from( any information source) this process involves what message is to be sent who the message is going to and through what channel it can be sent , eg phone face to face ,email,etc  This could be your manager , your team leader or just your boss telling you certain job , their deadlines or maybe even what materials to use 
Encoder-
The encoder will translate what type of message is to be sent this could be by binary data, sound wave or electrical, if your boss call you into the office and tells you face to face this is sound ,way that the message is send over is his voice , In 1948 telephones and computers were the normal way of communicating hence the terms binary data or soundwaves
Aswell as a machine the encoder can also be a human being that can translate written words sign language or even ideas to people who cannot understand 
Channel -
This is the route that the information is passed from the sender ( transmitter) to the decoder (receiver) Todays infrastructure on which information passes has diversified alot since shannon weaver model was created , the medium is oral, written, non-verbal or electronic  email , text messages video calls are all ways information is passed Example when a person sends an email he is using a computer and the internet to send the information


Decoder -

In this process the message is decoded from the medium that was used to send it ,the receiver will access the transmitted code using their senses example , The mobile phone will decode the message and display it in media form wherever it's a written message,  multimedia picture or an audio file , 

Receiver-
 This is the observer , reder, listener this is the audience you're trying to get the message across, the receiver decodes the message the sender was trying to communicate with 

Noise
Anything which can distort or or damage or interfere with the message being sent or received is known as noise , this can be controlled to a certain degree i.e A verbal conversation between two employees outside can be interrupted by noise from passing vehicles , construction works around surrounding areas even nature , you could combat this by having the conversation indoors away from the noise of the surrounding environment 


Berlo SMCR model of communication (1960)

Berlo's process is the basic model form of communication . This model reflect the stages in four processes and the acronym smcr stands for source , message, channel, receiver
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Schramm 1960
schram communication model is a circular model as opposed to linear like some of the other models i have talked about , where as models like berlos 1960) and shannon and weaver (1948) are interpersonal communication models , schram is intra-personal this means thats at least 2 members of the party need to be present and both need to encode and decode messages to understand them correctly , 
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The lasswell model of communication (1948)


In 1948 theorist and scientist , professor  Harold lasswell developed the lasswell communication model while working at yale. His model describes the act of communication by defining 
· who said what
· what was said
· what channel was used 
· To whom it was said
· what effect did it have on what was said  
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The westley and maclean model (1957)

[image: ]
All these models have their strengths and weaknesses while some have more factors then others i believe that that the models which complete the loop explain more effectively how the communication system works
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Theres are four basic styles of communication passive, passive aggressive , aggressive and assertive 



Passive communication
passive communication style  is a style suited for the more quiet of communicators they generally fail to express their feeling needs and opinions and tend to keep everything in until they cant take nome before having an outburst,
Passive Aggressive communication
passive aggressive communicators will often deny they are a problem. They most of the time will give off the impression that they are passive communicators but really on the inside they are angry and really behind the scenes they are full of sarcasm and tend to give different body reaction to their facial expressions 
Aggressive communication
Aggressive communicators often do not care about others needs or wants and put their feelings and opinions first in a way that might offend others, their actions can be seen as abusive.They often put their needs before others they can be dominate and be very impulsive
Assertive Communication
This type of communicator will clearly and directly state their feelings needs and wants, They speak in clear tones and use good body language and gestures to express themselves 


After conducting a self assessment style questionnaire i was able to see what my preferred communication style.The fact that i can express myself in a clear and direct manner while still respecting others means my preferred style of communication is assertive

I asked my colleague to fill out the same style questionnaire, his results found him to be passive. This is very important to know as if we were to work together in a team i would need to make sure i don't power the situation and let him communicate properly. Also i would need to give him the time and support when he is understanding instructions for the task ahead, 

After analysing the feedback from a questionnaire that concentrated on my personal communication skills I found that I was able to divulge that I use body language to express my feelings . I also found out that I have a lot to say. I may be able to verbally say what I want but my written communication skills could do with improving . Also after listening to friends and work colleagues that i could benefit from doing some active listening courses as i would also benefit from paying more attention to the people around me  rather then the job or task in hand 
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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?

	manage an effective team 





	run a team



	leadership skills

	team building exercises , courses

	actively listen
	speak clearly
	effective and active listening skills
reflection skills
	courses

	

write clear and direct instructions for work to be set out 
	write
	written skills
	online courses
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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?

	learn active listening  
	i need to practise reflection more 
	i will engage in communication more effectively 
	six months 
	other people to practise the active listening,
self awareness 

	write and present reports and academic structures 
	i need to read more 
practise handwriting skills. educate myself more with academic structure 
	i will effectively present reports and academic structures confidently and on time 
	3 months 
	computer, pen paper, time., patience and self discipline 

	present myself more subtle way 
	patience, 
	i will not feel like i'm being aggressive when i'm trying to be assertive 
	6 months 
	self awareness, reflective models, 
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Questions asked to 5 work colleagues  to assess my communication skills,
Do i listen ?
2 yes 3 no
Am i clear with written instructions ?
2 yes 3 no
Are my communication skills clear
4 yes 1 no
Are my verbal communications skills clear and direct
3 yes 2 no
Do i express feelings with body language 
5 yes 
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Skills you need communication quiz
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1535  You need to keep working on your communication skils. 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 wil direct you to
some great tools for improving your communication skills. (Read below to start)

CROWDSTRIKE

36- You're a capable communicator, but you sometimes experience communication problems. Take

55 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)

5675  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.)

Detailed Interpretation

Whenever you communicate with someone else, you each follow the steps of the Communication
Process (see figure 1, below).

Figure 1. The Communication Process

™
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You are viewing 1 of 3 free articles Get ahead faster in your career with unlimited s Try our Club for just £1 > Login to Mind Tools >
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10 Common Communication
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Planning and Structuring

Communicating In Person

Presentations

Negotiation, Persuasion and
Influence

Difficult Communication Situations ~ ~

Understanding Others Better

‘'ou are viewing 1 of 3 free articles

Instructions

For each statement, click the button in the column that best describes you. Please answer questions
as you actually are (rather than how you think you should be), and don't worry if some questions
seem to score in the "wrong direction.” When you are finished, please click the "Calculate My Total"
button at the bottom of the test.

Not
15 Statements to Answer atAll

Rarely ~ Sometimes  Often

1 Ity to anticipate and predict possible causes ®
of confusion, and | deal with them up front

2 When | write a memo, email, or other
document, | give all of the background ®
information and detail | can to make sure that
my message is understood.

3 IfI don't understand something, | tend to keep ®
this to myself and figure it out later

4 I'm surprised to find that people haven't ®
understood what I've said

5 I can tend to say what | think, without worrying
about how the other person perceives it. | @®

assume that we'll be able to work it out later.

6 When people talk to me, | ry to see their ®
perspectives.

7 I use email to communicate complex issues ®
with people. It's quick and efficient.

8 When I finish writing a report, memo, or email, |
scan it quickly for typos and so forth, and then @®
send it off right away.

9 When talking to people, | pay attention to their ®
body language.

10 | use diagrams and charts to help express my

ter in your career with unlimited
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Your score: 62% (Average)

You achieved an average score for the emotional intelligence part of the assessment. Emotional intelligence is a measure of how well
you understand and deal with your emotions and the emotions of others. Developing a better awareness of emotions and under-
standing why you and others behave in certain ways will enhance your interpersonal skills. It is worth taking some time to under-
stand and improve your emotional intelligence as it could be the most important aspect of personal development. Research has
shown that people with higher emotional intelligence enjoy more satisfying and successful careers and relationships.

See our pages: Emotional Intelligence and Counselling for more information.

Verbal Communication
Your score: 80% (Above Average)

(You rated your verbal communication skills as: 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 opin-
ions in such a way that they are usually understood by others. Of course, you can always further improve your verbal
communication.

See our pages: Verbal Communication and Effective Speaking for more information.

Communicating in Groups

Your score: 85% (Above Average)

You usually communicate well in a group situation and your sl 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
useful to watch others the next time you are in a group situation for ideas on how you can improve your communication skills
further.

See our pages: Group Cohesiveness and Self-Esteem for more on developing your group working skills.
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Interpersonal Skills Self-Assessment

Your total score is: 69%

Based on the answers you provided your interpersonal skills are about average — compared to other people. Although
you have a basic grasp of the key interpersonal skills, there is still a lot you can do to improve them further. Spend
some time practising and developing your interpersonal skills to enhance your relationships with others further.

Listening Skills
Your score: 48% (Average)

(You rated your listening skills as: Above 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.

See our pages: Listening Skills and Active Listening for more on developing listening skills

Emotional Intelligence
Your score: 62% (Average)

You achieved an average score for the emotional intelligence part of the assessment. Emotional intelligence is a measure of how well
you understand and deal with your emotions and the emotions of others. Developing a better awareness of emotions and under-
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Interpersonal Skills Self-Assessment

Listening Skills

Generally, people think that they are effective listeners and therefore they don't need to improve and develop their lis-
tening skills.

In reality very few people are truly effective listeners. Attentive or active listening is not difficult to learn but it does involve practice
and patience - or to break bad listening habits that have been learnt and reinforced over time.

This part of the assessment examines your listening skills.

*How do you rate your listening skills?

Above Average Average Below Average
Compared to other people my listening skills are:
*Answer each statement honestly, thinking about your likely behaviour.
Always or
Nearly Never or
Always Often Sometimes Rarely Hardly Ever A

When communicating with others, | pay attention to non-verbal sig-
nals - body language, facial expressions and gestures.

| aet hored with conversations easilv - most neonle have nothing i ﬂ u ﬂ m
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