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Toolshero (2021) explains during the communication cycle the sender will send a message either verbal or non-verbal and this is known as the encoder stage.  The channel is how the message is sent for example via email, letter or body language.  The receiver will then receive the message and begin to decode the message. Once the receiver has decoded the message they will reply and this stage is known as feedback and the cycle will start again.

There are many ways that communication can be misinterpreted but according to Mindtools (2021) there are important steps to follow at each stage.   Your message should be clear, factual and concise.  It is vital you know your receiver and particularly how much knowledge they have of the matter in hand. This should then be taken into consideration in order for the receiver to be fully appraised and not jump to conclusions.  Cultural differences can also lead to misunderstanding.  Choosing the correct channel is important when you understand your message. Careful consideration must take place so your message can have the appropriate impact.  

Noise can also have a negative impact on the communication cycle; this can be internal or external noise.  According to Norris (2019) there are 4 types of noise: Physical, Physiological, Psychological and Semantic.  Physical inference is an external noise for example children playing, phone ringing and colleagues talking closeby. Physiological noise is an internal distraction speaking too fast or a listener having hearing problems.  Psychological noise is silent mental inference and can affect both sender and receiver.  This can include daydreaming, wandering thoughts and preconceived ideas.  Semantic noise could be down to using terms and the jargon receiver doesn't understand this can cause misinterpretation of your message.  Edmonds (2016) indicates semantic noise can be overcome by understanding the importance using the correct grammar in a message.  A message shouldn’t be too long as the message can be lost and the receiver can lose focus.  He also reports mindfulness is extremely important for the sender and receiver particularly to overcome psychological noise.  Listening is also essential for communication. 

According to Oloo (2019) there are 9 types of communication.  Verbal/Oral communication is spoken communication that can be done face to face or over teams/zoom.  This can really help build good relationships and if done correctly can help stop misinterpretation of a message.  This form should be used as much as possible particularly if you have an already uneasy relationship.  Non-verbal communication should be used in conjunction with verbal.  Your non-verbal cues such as tone of face, use of eye contact, body language and facial expression are very important.  Misuse of these non-verbal functions can cause your verbal message to be completely misread.  Formal communication is when your communications need to be professional.  During this time you should not be overly familiar particularly when emailing someone for the first time or when sending a follow up email outlining matters discussed.  Lateral/horizontal communication is when discussions take place between teams in a company at the same level.  This can aid good open discussions and collaboration but this can be a slower process if the manager is not involved.  Vertical communication is between different levels of staff e.g. manager and employee.  This can be beneficial and can help build trust within a company.  It also gives the manager/owner an opinion for an open discussion and helps the employees feel valued and trusted when information is fed back to them in this manner. Informal conversations are personal conversations that can help build good friends between colleagues.  However, this can also quickly turn into a negative communication as it can be interpreted as gossiping.  Written communication can be more than email; it could be a letter, powerpoint, text or notes.  It can be extremely beneficial if you need to contact various individuals with an update or step to step guide.  It also leaves a paper trail if you need to provide this in the future.  

There are 9 different listening skills reported by Indeed (2021).  They can be split into categories - effective and ineffective listening types.   These are listed below:-


	Effective types of listening 
	Ineffective types of listening 

	· Comprehensive listening
· Discriminative listening
· Critical listening
· Full listening
· Deep listening
	· Selective listening
· Partial listening
· False listening



According to MindTools (2021) trust is an essential within a team if your team is lacking trust they may never achieve their true potential. There are ways in which as a leader you can help establish trust thus allowing your team to achieve more efficiently.  It is extremely important you lead by example and become a good role model. Team leaders should display a good degree of trust in their team whether this is a virtual team or an office based team. Encourage open and honest communication within the team and set clear expectations and encourage team members to have discussions regularly. Again leading by example is important and as a leader to also share information and allow members of staff to ask questions and give ideas.  Bonding as a team is essential. As a leader you can share personal information and encourage other team members to do the same thus will help your team members feel they are working with individuals not just colleagues and help the trust and bond grow.  Discourage cliques to be formed to avoid other team members feeling isolated as this is not beneficial to a successful team. If trust issues develop within a team it is important as a leader to address these issues.  This could be done by way of anonymous questionnaires and the findings from such questionnaires could be discussed as a team and ideas could be given on how to rectify any trust issues to allow the team to move forward.  Conflict avoidance could potentially lead to some team members feeling deflated and unengaged in a task. This will not have a positive impact on productivity and team morale.   
 
Conflict can be an important part of a team and in most cases should not be avoided according to Lencioni (2013).  It can help to allow individuals to discuss and debate their ideas and thoughts.  It can give them a platform to express their opinions and beliefs and give other team members a clearer understanding of their thought process.  However, this must be done in a professional and respectful manner to allow all the team members to become truly engaged and committed to the task in hand.   
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I recently undertook an assessment of my own communication skills (Appendix B).  According to MindTools (2021) and the results I do hold good communication skills however I may benefit from working on receiving messages.  My lowest score was decoding a message which I do sometimes find difficult.  I struggle to listen sometimes, particularly if I feel passionate about the matter in hand and I wish to get my own points across.  I can improve this by remaining focused and making eye contact.  My second lowest score was in the source section.  This is the ability to plan your message.  Sometimes I will go into too much detail when sending a message but I can overcome this by careful planning of my message.  Taking the time to ensure the contents is specific and concise.  Too much information and my message can be lost.  My highest score was in feedback.  I am extremely good at giving feedback and I benefit greatly from receiving feedback.  Feedback can be given or received by body language also.  It is something I observe often and believe it is an important form of communication.  Overall I believe this is a fair evaluation of my communication skills.
 
I previously worked for a Law Firm for 19 years.  I started as an Office Junior and eventually became a Legal Secretary.   I always had positive appraisals and felt a valued member of the team.  I took maternity leave on two occasions to have my two daughters.  During this time I had regular communication with the Department Head who often expressed he wished I would return soon as the department was struggling without me and that on my return he would be making me a Personal Assistant.  Unfortunately the day before I was due to return to work I was made aware by another colleague that he would be moving me to work for 2 other Solicitors within the department and keeping my temporary maternity leave cover.  I was clearly upset and felt extremely disheartened by this decision and the lack of clear communication.  I expressed my concern and his reply was now I have a family he felt I might not be able to get all tasks done due to family commitments.  The situation became increasingly difficult when 6 months later he promoted my colleague to Personal Assistant.  He refused to acknowledge why I felt extremely upset and let down and also that being made a Personal Assistant was actually a promotion and it would have been fairer to advertise the post internally.  Also I felt I was unfairly discriminated against for having a family.  This led to a very difficult working environment and hard feeling. I feel his avoidance to take on board my expressed feelings and thoughts made the awful situation worse.  This led me to finding other employment where I am valued and treated with more respect.   I believe if they had been honest and transparent from the outset the situation would have been resolved much quicker.      

Most recently we have had a new Headteacher start at our school.  This caused a lot of uncertainty amongst the staff.  She held a staff meeting where she provided us with a staff handbook and clearly outlined her expectations from us all and what we can expect from her. She outlined her vision for the school by way of a presentation and the journey she wished us all to embark on together.  This visual representation gave all staff a clear picture of what our new Headteacher wished for the school and all stakeholders.  She sent a staff questionnaire to us all which allows us to express any concerns we had.  She later addressed these concerns and her plan to address any issues moving forward.  This helped build good morale within the staff and staff felt valued and listened to.     


I recently created a presentation on effective communications. I received extremely good feedback from my presentation (feedback form appendix A).  The listeners felt the presentation had a good logic structure and it flowed well.  They enjoyed the design of it and the colour of the presentation.  They felt it was well organised and I had a natural ability to present. They also feedback the presentation contained great workplace examples.  The presentation also taught me to have more self-belief. I was extremely worried I would not be able to deliver my presentation efficiently due to nerves about public speaking.  However, whilst I was extremely anxious my nerves were not conveyed throughout my presentation and I managed to deliver a confident and effective presentation.  I feel I really benefited from having points to follow during the presentation, it kept me on track.  The presentation gave me the relevant time to consider all my information and how I wanted to convey this to my audience.  As such it allowed me to deliver a concise and informative presentation.  I wish to continue to work on these skills and continue to grow my confidence in public speaking.       
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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?

	
  Be a good clear communicator 





	 I can communicate   efficiently most of the  time 
	 Focus 
	Focus more, ignore distractions.  

	 Be a good & confident leader 
	 I am good at leading by example and a people person 
	 Confidence in my decision making sometimes 
	 Belief in myself. Continue on University course 
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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?

	Self belief 
	Continue to believe in my abilities 
	More confidence and self belief 
	As soon as possible 
	Continue to develop and grow in confidence by regularly self evaluating. 

	Active listening 
	Listen better and retain the information 
	By feedback & better understanding 
	As soon as possible 
	More practice in this area 

	Decoding & sourcing messages
	Focus on important facts more and improve concentration 
	More efficient communication 
	As soon as possible 
	Continue practicing and developing the skill.
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	Presentation Evaluation Sheet                           

	Module:  BMSK4002 

	Topic:  Effective Team working 

	Presenting ( name of presenter):
	 Emma Nightingale

	
	Presented 23rd May 2021

	
	

	
	

	
	

	
	Weak
	Fair
	Good
	Excellent

	Prepared for Presentation
	 
	 
	 XXX
	 XXXX

	Presented in an interesting way
	 
	 
	 
	XXXXXXX

	Objectives of the presentation are clear
	 
	 
	 
	XXXXXXX

	Used visual aids effectively
	 
	 
	 XX
	 XXXXX

	Organised the presentation logically
	 
	 
	 
	 XXXXXXX

	
	
	
	
	

	Presented without reading
	 
	 
	 
	 XXXXXXX

	Spoke loudly enough
	 
	 
	 
	 XXXXXXX

	Spoke slowly and clearly
	 
	 
	 
	XXXXXXX

	Presented within appropriate time
	 
	 
	 XX
	XXXXX

	Responded to questions accurately
	 
	 
	 XX
	 XXXXX

	
What can I do better next time?

	
What went well?
 
Really enjoyed the presentation, it was clear and easy to follow. Loved your visual aids and the use of colour in your text. The slides were great and I really liked how you were able to have information appear on each slide as you spoke about it, well done. 
Has a natural ability to present material.  Well organised 
Good use of colour.
Good logic structure 
Great workplace examples  
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Score Interpretation

E

1535 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)

36- You're a capable communicator, but you sometimes experience communication problems. Take the time to think about
55 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.)
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