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The Importance of communication is people will interact with each other to get a job done effectively and as quickly as possible, Communication is also very important to build relationships in and out of the workplace and to be able to give and receive information correctly. Good communication skills amongst one another will create a positive and happy atmosphere in the workplace and everyone will know their role and exactly what is expected of them.
Communication can be made by Verbal or Non-verbal, in a workplace it can also be made through emails phone calls, Facebook and all other social media, having effective communication in the workplace can eliminate any unnecessary problems and better performance will be seen, the ability to communicate will create a strong successful team. Effective communication is when a message is sent and received accurately.
There are four main types of communication people use on a daily basis, Verbal, Non-verbal written and visual.
 It Is important to be able to communicate Verbally and Non-verbally, Verbal means using speech to communicate and share information, Non-verbal is exchanging information face to face without using speech. Written is exchanging information with words and numbers and visual communication uses aids such as graphs sign boards and displays to communicate information to people, Body language and facial expressions play an important part in how you communicate with others using gestures when talking will make others be more interested and you will be seen to be interested by using positive body language and gestures. In a workplace a lot of communication will be done through emails as there is always a trail of what have been sent and what has been received.
Based on research Albert Mehrabian has concluded that only 7% of feelings and attitudes takes place through the words we use in spoken communications while 38% takes place through tone and voice and the remaining 55% takes place through body language.
Poor communication in the workplace will lead to unmotivated staff which they may begin to question their own abilities in the workplace, a good communicator should enter into a conversation with a flexible open mind, be open to listening and understanding the other persons point of view and needs rather than simply getting your message across, also being able to give and receive feedback is an important communication skill.
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I have researched the Shannon- Weaver module of communication the first stage is when a person starts putting thoughts into words and decides how it is going to get delivered, then this turns into encoding when a message has been created the sender must decide how to deliver that message if it will be written or verbal this is called the channel, the message then reaches the receiver and they then must understand what the sender is trying to say and respond.
The advantage of this module is it explains the barriers to effective communication very well.
I think the disadvantage of this module is that there is no feedback of the message by the receiver.
The communication cycle was developed by Claude Elwood and Shannon and Warren Weaver, the communication cycle relies on clear and accurate messaging easily interpreted and understood by each person, in any case noise can contribute to ineffective communication through distortions in encoding and decoding among other things.
I have also looked at Berlos module of communication the advantage of this module is it is straight forward as compared to modern communication modules all the primary factors which are part of any communication process are taken into consideration along with the factors which will affect them.
The disadvantage of Berlos module is there is lack of feedback, there is no room for noise, it do not mention the barriers to communication and it requires people to be on the same level for effective communication to happen.
Aristotle’s module of communication is the first model of communication and is considered very simple and straight forward, it is shown in a diagram form and is used in speeches seminars and lectures, the disadvantage of this module is that it is considered a communication process one way where the model is mainly focussed from speaker to receiver, it makes the communication process useless as it lacks the concept of feedback. 
The communication cycle is a linear module of communication through schematic representation, the communication cycle details the relationship between the sender message medium and recipient.
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(Shannon and Weaver, 1949)
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I consider myself to have excellent communication skills in and outside the workplace, I interact well with my colleagues face to face and over the telephone and via email, I deal with customers on a daily basis on the telephone or through email. If there is an issue with any colleagues in work I always try and help and support as much as possible. I do struggle when we have a debtor meeting and the company boss is present, and l must go through outstanding debt. I get very nervous and anxious as I feel I must make sure I communicate correctly and have the right answers to explain the outstanding debt. I would prefer to communicate face to face or over the telephone as I believe you get better results and understanding is clearer. Communication through email I find sometimes can be frustrating if the email isn’t picked up straight away issues don’t get resolved and the problem will be on going.
In my previous Job I worked in retail my job description was a supervisor my duties were to manage the staff make sure the day-to-day tasks and targets were achieved I also had to deal with customers face to face on a daily basis, so communication was very important between myself and the staff to make sure we were giving the customer excellent customer service. I think communication is very important in a workplace without communication a lot of mistakes can happen. Being able to speak and see customers face to face meant that if there were any issues then they could be dealt with promptly.
I think I need to have more self-confidence and believe in myself without being so doubtful and know I am capable to be able to carry out a task that is given to me confidently, I do consider myself to be very approachable and will always be willing to help anyone if needed, I do think my communication skills are very good and I will always make sure if someone is speaking to me I will always give them my full attention.
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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?

	To be able to be confident and talk in front of people 



	I can communicate with others   
	Self Confidence
	Do it more often so then the confidence will develop.

	Become a Manager one day
	I already have the experience of being management
	 Self Confidence
	Show I am capable and have more self confidence and believe in myself

	 Be able to do presentations confidently 
	I speak on a monthly basis with authority to discuss any issues
	Self confidence
	Make sure all the information is correct and clear.
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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?

	To have more confidence
	Be organised and know the information is correct
	By having feedback so I will know what is successful and what is not.
	Nov 22
	Power point

	To become a manager one day
	Set goals and targets I can achieve
	Monitor my progress and know what will work to be successful
	Nov 22
	Time management
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Feedback

Looking at my feedback results from my work colleagues to whom I presented my presentation too has shown me I need to improve my self confidence when doing a presentation or standing up and talking to a group of people.

The positive feedback I have received was that my presentation was very successful as it got the message and understanding across very clear. 
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