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(Shannon and Weaver, 1949)

The communication style works for both work and personal life. It basically involves the conveying and receiving of messages between two individuals or entities in an easy-to-understand format. Talking and even listening are all methods of communication. It is one of the most vital elements of society.
The Shannon- Weaver model of communication shows how we communicate through technology. It breaks this down as the sender encodes the message and sends it to the receiver through a technological channel like an email or text. The sender converts the message into codes understandable to the machine. The message is sent in codes through a medium. 

Berlo’s model of communication breaks this down to show what it looks like when deals with a person or team. The table below shows what he thought each step meant when dealing with a person :  
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Message and channel I find are the most important out of the 4. You must have a clear structure to your message, understandable content and the correct treatment. The channel I feel is the most important. You can hear and see and take things the wrong way if not clear in the message.
Everyone has their own communication style. Some people are very direct while others prefer a more indirect approach. Some use detailed data, while others rely on generalities, and so forth. Occasionally, one person is so entrenched in their way of communicating; they find it difficult to communicate with others who rely on a different style. You might hear comments such as, “Mary never explains what she wants me to do, she’s never specific” or “Bill gets so caught up in the weeds, that I lose focus on the bigger picture.”
There are also common barriers to communication that really affect a team and could lead to their downfall. Having no interest in your job would be the biggest issue for not listening, the inability to listen to others, conflicts in the workplace which could be from having cultural differences, not getting on as individuals or even a language barrier. By working on these, the team will strive. When your team firsts meets or if a new person joins, they will be automatically judged. By the way they look, how the hold themselves even their voice. By others communicating clearly this should make people accept each other.
The Schramm Communication Model offers a classic approach to and explanation of communication. It can be used to determine how communication between two people works when they're exchanging information, ideas, or attitudes. When people feel they are right they tend not to listen to anyone or give a chance. As a manager, this would make a team feel undervalued and they will not work to their fullest, even leave the team.
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Listening is a major factor of communicating. It's about giving them what they want and need. It's about connecting with others on many different levels. There are four levels of listening: being an attentive presence, clarifying and interpreting meaning, providing empathy and acting generative.
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When completing the communication quiz I came out as assertive which I agree with when it comes to my management skills. I feel all can contribute in a management role and when  communicating with your team.
[image: ]
[bookmark: _Toc9181646]Context is important, because it tells you, the receiver, what importance to place on something, what assumptions to draw, about what is being communicated, and most importantly, it puts meaning into the message. The hardest thing about communicating effectively knows how to set the context.
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If you want to be an expert communicator, you need to be effective at all points in the communication process – from "sender" through to "receiver" – and you must be comfortable with the different channels of communication – face to face, online, written, and so on. This is because poor communicators often struggle to develop their careers beyond a certain point.
There are four main types of communication we use on a daily basis: verbal, nonverbal, written and visual. With all of these communication styles, it's most effective when you know how to actively listen, observe and empathise.
With my own communication skills as a manager I thought I was stronger in certain things which I am actually not. For example, when it comes to people having heated disagreements, I tend to try and lower the situation instead of being direct and saying what I think. It could be seen as a bad and a good thing in management. 
I do like to keep myself in communication with my team inside and outside work. Making sure they are happy in their team and outside life. A lot of people bring their problems to work. By speaking to them on a 121 basis, if that is on the phone, in a room or email, I can try and make them feel better and them to trust me. This will help them work better and feel better coming to work. Making my team feel listened to is a major factor for me and make them feel valued by doing this.
Some people prefer having a nonverbal communication with their managers such as by email or text, as they feel embarrassed. Some prefer face to face and some prefer nothing. By having someone else in the team, like a right hand man, that the team can speak to in case they feel scared of talking to me.
I am a very straight talking person which, in management, I feel is very important. By getting to the point, giving a clear message, my team members know what I want from them as an individual and a collective. This gives them structure to their day to day work life and helps my business succeed.
Having visual communication, I find, really helps boost a team. For example, putting my team’s successes around the room. Sending stats to individuals and as a team ( if they are happy for others to see there stats). Having team member of the week, even having visual games to destress. 
Having written communication is also vital. Having it in a HR meeting so everything is logged, sending letters to employees, if it is a business newsletter or just an update. I do like having a file on each team member and every week they can put there stats in the file in written form. It shows what they are good at, what no0t and what they need to improve on if needed.
Having personal people skills is a good way of communicating as a manager. Being friendly, open and honest. Showing empathy when needed and respect. The volume you talk at can affect the ambiance of the room. Sharing feedback, good or bad, in a way that will not put your team members down.

From doing a communication quiz on MyTool.com it shows that I am capable of communicating but not all the time. It could be from what I mentioned earlier, not being good in a heated situation. 
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From what I have found doing this assignments and the presentations, communication is a massive part of managing a team and making your team and business successful. In 2021 we have so many ways of communicating that it should not be a problem. From face to face 121’s to emails, text, tweets and letters there is no reason not to communicate. This also is the same in our personal life. By communicating everyone is happier; they know what needs to be done. This then can transfer into their personal life and they will feel better in themselves and this will show in their work.
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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?

	

Become an operations manager



	Manage a team
	Experience in higher management 
	Shadow an ops manager

	Expand my teams knowledge
	Teach them my skills
	Extra skills such as finance 
	Employ more team members

	Communicate with other businesses over seas
	UK business
	Communication with overseas
	Find someone who has connections or speaks another language within my business or team
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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?

	Have the number one team in my business 
	Make sure my team are working to their fullest potential 
	Have a wider customer range and better stats
	Within 6 months
	My team to focus and communicate together

	Get a degree
	Complete all assignments and turn up to class
	Being awarded my degree
	By sept 2021
	Revision materials, lecturer and resources 

	Driving licence 
	Driving lessons
	Passing my test which will help me with my business 
	Within 6 months
	Lessons and practice
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Aggressive

« lam direct in expressing my needs, desires and opinions giving little or no thought
1o other people’s.

« In this communication style, psychologically, the aggressive communicator wins but
the other communicator loses.

Passive Aggressive

« lindirectly make sure that others are aware of my needs, desires and opinions and
give little or no thought to theirs.

+ Using this communication style, psychologically, the passive aggressive
communicator wins but the other communicator loses.

Passive

* Ido not express my needs, desires and opinions directly and | put others’ needs
above my own.

+ Using this communication style, psychologically, the passive communicator loses
and the other communicator wins.

Assertive

« Iclearly and directly express my needs, desires and opinions in a way which is
considerate of others.

« Finally, in this communication style, psychologically, we end in a win, win scenario,
for both sides within the communication process.
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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, Jou 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)

Score Interpreta

36- You're a capable communicator, but you sometimes experience communication
55 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
b
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