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Part 2 Communication 
In this essay I will examine the effectiveness of workplace communication. I will explore the diverse ways to communicate and any barriers to communicate effectively. By applying theories from Shannon and Weaver, I will also delve into how the communication cycle helps to develop effective communication to large groups, to group communication.
“It’s not what you say, it's how you say it”
“Once the words come out of your mouth, you can never swallow it”. 
Using these scholars and quotes I will then compare the effectiveness of my communication skills when delivering a presentation, I will clarify how relevant the information is in modern day, I will accurately apply the theories to my development plan, I will also discuss the relevance of these ideas in relation to my presentation and then expand on this with self-reflection on my own work by developing a PDP which I will use, to evaluate how well I can communicate to a diverse audience of learners.

1.0
“Communication is at the very core of our society. That’s what makes us human.” Jan Koum, co-founder and CEO WhatsApp 
[bookmark: _gjdgxs]Communication is so important in the workplace as it allows us to do our job effectively. Effective communication can build trust and strong bonds within the workplace. This will help boost morale and workflow because this will allow employees to feel comfortable voicing any views, thoughts, and feelings as good communication will also promote transparency. This in turn will provide a competitive advantage as it allows change to be welcomed and progress made within the workplace. 
Communication is a technique used by people to share their ideas, views, knowledge, and actions with other people. In everything we do and everyone we meet, we communicate. Communication is not just verbal, there are many ways to communicate. 
Verbal Communications – As we all know, verbal communication is done by two or more people speaking to each other. This can be done in informal and formal ways. Whether it's in a meeting or speaking with friends. This can be done face to face or, becoming more popular lately, by zoom or FaceTime etc. 
Non-Verbal – This is everything we do when we are not speaking. Body language, facial expression, hand gestures and touch. We can learn a lot from watching people’s body language and facial expressions. We can tell if someone is unhappy by the frown they have on their face or how they cross their arms when someone is talking to them. My friends can make eye contact with each other and will know what that person is saying without even speaking it. So, it just goes to show how non-verbal communication is just as important as verbal communication is.  
Written communication – This can be done through letters, emails, posts on social media, LinkedIn profiles etc. This is a fast way to communicate but may not always be effective. Even though the message is out there, the person receiving that message may not have interpreted it the way you intended. This could be an ineffective way to communicate. 
Listening – this is one of the important skills to possess when communicating. If you can listen to the message that is being given, communication is ineffective from that moment. Important things will be missed. Messages overlooked, needs, and wants forgotten which in turn will affect the achievement of the goal. 
Visual communication – With social media in most people’s lives these days, visual communication is a way of communication through photos, videos, tv, streaming services and several other apps. We post a picture to Instagram, and we are communicating with just a photo. Business advertising without tv or radio adverts, just a single photo and the message is clear. 
Most people communicate with some if not all the ways we can communicate on a daily basis and sometimes without even knowing it. This goes to prove how important communication skills are, even just in our day to day lives. 
Change in behaviours, and action, ensuring comprehension, persuasion, information gathering, and sharing are the objectives of communication.
Semantic, psychological, organisational, superior, and personal barriers are the most frequent obstacles to communication.

Communication model


Shannon-Weaver
[image: ]
(Shannon and Weaver, 1949) 
[bookmark: _30j0zll]The communication cycle, as seen above, is particularly important to be able to convey and understand information between two or more people. 
[bookmark: _1fob9te]The sender is the one with the information which could be a new idea, thoughts, facts, views, and feelings which will then take us to the second stage of the cycle, encoder/encoding. This is where it is decided how the sender would form the message. This could be with diagrams, words, etc. The channel part of this process is how they would convey the message. This could be through a presentation, a small video, or even just an email. This is then decoded by the receiver. This part is also important if it is decoded wrong, then the message is received incorrectly. The last part of the cycle is the feedback. This is when the message is received and decoded, the receiver then becomes the sender by conveying feedback from the original message. The communication cycle is a continuous cycle. 
Another important part of this cycle is noise. This is where any obstructions in the cycle can occur. For example, it could be down to the message itself not being clear or the receiver not being able to decode the message.  There are also barriers such as language, perception, and communication styles. It is important to keep in mind the receiver and how the message will be received. If the message is clear and understandable, then this should eliminate any noise. This can be done by having a clear message and understanding who will be receiving the message. Their weaknesses and dislikes. The tone of the message is also important. It can determine how the message is received.

David Berlo Model 
[image: ]

David Berlo initially presented Berlo's model of communication in 1960. He had an impact on many aspects of communication, enhancing its power. Source, message, channel, and receiver are only a few of the components that this paradigm relates to. The senders' communication abilities, attitudes, knowledge, social structure, and culture are all addressed in the source. The message, which deals with the content elements, treatments, structure, and code, is the second part of this model. Hearing, seeing, touching, smelling, and taste are all tied to the channel. The last receiver component addresses knowledge, attitudes, social systems, and cultural conditions as well as communication abilities.  
· Communication skills refer to a person's capacity for speaking and listening. For instance, the capacity for speaking, listening, reading, and writing.
· Attitudes encompass how one feels about oneself, one's audience, and one's issue. For instance, a student's attitude is to learn more, whereas a teacher's attitude is to assist in teaching.
· [bookmark: _3znysh7]Knowledge: In order to communicate effectively, a person must be knowledgeable about the subject at hand. For instance, a teacher must be well-versed in the subject matter they teach in order to effectively connect with the pupils.
· Social system: The social system refers to all of the components of a society, including its norms, values, and religious and cultural traditions. The exchange of information happens there.
· Culture: A society's culture is a component of its social system.
· Encoder: The encoder is the party who originally sent the communication, or its sender. The message is therefore encoded in this source.
· Treatment: This relates to how the message is packaged and delivered. It also refers to how it is passed on or delivered.
· Structure: How a message is organised and divided into different pieces is referred to as the message's structure.
· The recipient will not understand the message even though the message is the same if the structure is improper.
· Code: The message's code refers to the method and format used to send the message. For instance, it may be words, gestures, body language, music, etc. Culture itself is a code. Through this, messages are sent and received, and communication occurs.
· The five sense organs are referred to as the "channel." The five senses are as follows:
·  Hearing
· Seeing
· Touching
· Smelling
· Tasting
· Through one or more of these channels, communication takes place.
· Decoder: A decoder is the individual who receives the message and decodes it.
· Receiver: To effectively communicate with or answer to the sender, the receiver must consider all of the contents and elements of the source.

2.0 
Recently, I gave a presentation on teams and effective team working to a group of my peers. In this part of the assignment, I will reflect on my presentation and the feedback I was given. This will enable me to assess my communication skills and identify what I need to improve on.   

Assessing Own Communication Skills
Using the feedback from my presentation I can effectively analyse whether I have been able to present information to a large group and if this has been accurately received. 

Gap Analysis 
I have chosen to complete a GAP analysis on myself to identify my goals and see how I am going to achieve this. This analysis can be found in Appendix A. As you can see, my overall goal is to produce a good presentation and to present it to the best of my abilities. I can create a good visual slideshow and not overload it with too much information, I can explain my own stories and experiences with ease, however, when it comes to conveying information that is new to me, I find it difficult to keep on course. I lose my way and start to lose the structure of the presentation. This then affects my communication. 
 
PDP
By using the PDP that you can find in appendix B. You can see that I have used this to analyse my own presentation. Again, this PDP is created for my presentation and communication skills. 
I can see from my PDP that I need to hone my presentation skills. My work did not flow smoothly as I gave the presentation. There were parts where I was unable to make my presentation go seamlessly. At parts, I was unable to smoothly transition to the next slide. Maybe, that is down to not practising enough or not having the knowledge that I needed to make this presentation flow like it should have. The slideshow was well constructed, however, my presentation itself was not. I need to identify my weaknesses in communication and work on them to improve my skills for the next time I give a presentation. I also identified that I need to be more confident on the subject that I am presenting. I can do this by learning more in depth on the subject and practising more than I did this time. 

Conclusion 
In my PDP I know that these are the areas I need to improve and develop for future presentations. Researching more relevant scholars, looking at business articles and completing self-assessment quizzes online. I now know that I can also work on these areas of communication.
I also completed two separate self-assessment quizzes which you can see below. Interestingly they identify the same areas in my communication that I can improve on. It is clear that I have a few things to work on to improve my communication skills. I scored below average in my verbal communication. With the models I have explored in this assignment and using my PDP, I hope to improve my communication skills with the tools I now have available to me. 
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Appendix A 
GAP Analysis 
	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? 

	

Produce a good presentation 

	Create a slideshow 

	Being able to present a clear and well-structured presentation  
	Identify barriers in my communication skills and practice  


	Give clear information 
	Recite own stories 

	The flow of my work 

	learn subject to become confident in my writing and presenting   


	

	

	

	






Appendix B

PDP
	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? 

	Give clear information 

	Research credible scholars and academics 

	By feedback from peers and lecturer  

	4 months – end of course  

	Books, Internet, articles, ted talks, communication modules. Online self-assessment quiz 




	Create a structured presentation 

	Learn how to structure my work in a better way 
Create a beginning, middle and end 

	Feedback from lecturer 

	4 months – end of course 

	Assignment feedback, Essay writing tutoring


	Better transitions to make my presentation and assignments flow 

	Learn how to control nerves, put together structured sentences and paragraphs. Be knowledgeable on the topic. Better communication skills.     

	Feedback from lecturer 

	4 months – end of course 

	YouTube, ted talks, assignment writing 





Appendix C 
Presentation and feedback;
https://teams.microsoft.com/_#/school/conversations/tab::2660d535-75e1-4012-bff3-a9bfd14f6638?threadId=19:2ad55f82e7974546810baf5bf19acfa9@thread.tacv2&ctx=channel





Skills You Need Communication Quiz 
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Mind Tools Communication Quiz 
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Interpersonal Skills Self-Assessment

Your total score is: 59%

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: 67% (Average)

(You rated your listening skills as: 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.
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Your score: 64% (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 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: 43% (Below Average)

(You rated your verbal communication skills as: Average)

Your verbal or spoken communication is below average - you should probably think about ways which you can practise and improve
your verbal communication. Your verbal communication skills may be a result of low self-esteem or over-confidence, this is some-

thing that you will be able to recognise in yourself. Over-confident people may use unfamiliar language or jargon when speaking to
others, making them difficult to understand. People with low self-esteem may not feel able to confidently communicate their ideas

and op'n’n . It is also possible that you have been overly self-critical in your assessment — ask a friend or family member how they __ _
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Communicating in Groups
Your score: 58% (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're 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.

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

Thanks for taking the interpersonal skills self-assessment, we hope you have found it useful.
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Score Interpretation
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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 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.

55 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)

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.)




