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 Introduction 
Communication is a simple process of transferring information from one person, place or group to another. The transfer of information can be conducted in different ways. 
The main aim of communication is to get your point across in a valid and clear way that the other party understands.
How you communicate influences the way people perceive you.
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This section I will use to explain the communication cycle and how it works along with how communication can be effective and ineffective in the work place.
I will also explain different forms of communication, the benefits of good communication, bad communication and how they can be used in a work place.
[bookmark: _Toc9181645]Communication Cycle
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(Shannon and Weaver, 1949)

Communication cycle:
The communication cycle is a good way of understanding the basics of communication between the sender and receiver, 
The sender - starts the communication by deciding what message they would like to relay to the receiver. For example, a writer starts with an idea that then gets put into a book.
Encoding - is the step in the communication cycle that turns thoughts into communication. The encoder uses a 'medium' to send the message 
Channel — a phone call, email, text message, face-to-face meeting, or other communication tool.
Noise – noise and interference come in different forms i.e. music, tv, people chatting, even the slightest noise of traffic outside can be disruptive.  
Decoding - is the step-in communication of listening to words, thinking about them, and turning those words into mental images.
Receiver – is the audience or person who receives the message sent by the receiver.
Feedback -  is the final step of the communication cycle that ensures the receiver has received the message and interpreted it correctly as it was intended by the sender

There are many forms/ elements of communication for example 
· Verbal Communication
· Nonverbal Communication
· Written Communication.
· Visual Communication. 
· Listening.
· Vocal

Communication is often dependant on verbal and non-verbal communication (2022)
The main difference between non-verbal and verbal communication is verbal communication is relayed through thoughts and emotions buts mainly its information exchanged between two individuals using speech. That way there is no encoding, noise or decoding between the sender and receiver, it’s a simple A to B.

Nonverbal communication is where the assumptions are more likely to happen due to people expressing them selves through use of body language, gestures, eye contact, facial expressions and many more similar forms of communication.
("Learn The Process Of Communication - A Journey To Professional Success", 2022)
Communication is key part in any work place, I myself have experienced first-hand how ineffective communication can affect how a team works,
 I currently work in a sandwich shop/ café i have been there for 7 years, when I first started, I had no idea of how to cook large orders of food, my boss Andrew was keen to show me how to run the shop so in time he could leave me to train other staff while he would have time off to go on holidays.
Whilst training to be a supervisor and a cook the tone of his Voise if I hadn’t done something correctly would change and he would sometimes shout and embarrass me in front of other staff members. 
It became very clear that the way all the staff were communicating was very poor, I arranged a staff meeting where it would give everyone a chance to express their feelings in a calm environment.
We now communicate better by listening to what other have to say, having our own work watts app group to arrange once a month to go for a meal and discuss any concerns we have. We also have a customer feedback box so it gives the chance for customers to raise concerns on any areas we could improve on.
Our communication as a team has improved a lot, and we welcome any feedback as a positive rather than assume we are criticizing one another. 

Albert Mehrabian’s 7-38-55 Rule of Personal Communication
(Belludi, 2022)
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According to abert Mehrabian words, tone of voice, and body language respectively account for 7%, 38%, and 55% of personal communication.
If someone is trying to communicate with you but their words and tone of voice differ it would be hard to believe the nonverbal communication of the speaker, not his words. For example, suppose a person states, “yes you’re doing a great job” while avoiding eye-contact, looking anxious, and maintaining a closed body language will make you think, am I really doing a good job? are they just telling me what I want to hear and not meaning it.
You have 7 seconds to make a good impression and when communicating with someone its always wise to remember this as the way people perceive you will set the boundary for how they will tend to treat you in a workplace.

What are the barriers of communication? 
("An Ultimate Guide To The Barriers To Effective Communication", 2022)

[image: barriers to effective communication]

Organizational barriers - The barriers that generate from within the organization are known as organizational barriers for example a negative attitude, 
Physical barriers - physical barriers can prevent individuals from effective communication for example if someone was deaf the receiver might not understand sign language.
Psychological barriers – examples of psychological barriers are body Language Issues, getting Distracted, and Poor Memory.
Semantic barriers – semantic barriers are misunderstandings between the sender and receiver due to words jargon and other symbols used in communication  
Technical barriers - Technological barriers are described as limited access to useful, relevant, and appropriate hardware and software. 
For communication to be effective I believe that everyone has to listen, understand and then answer… problem is for some people, they listen then answer without fully understanding and that can sometimes be a barrier. 
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In accessing my own communication skills I have completed a communication styles questionnaire which enables to identify my preferred communication style.
Below is a example of the what styles there are 
("assertive - Google Search", 2022)
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My results from completing the questionnaire were quite accurate I was identified as assertive.
I believe being assertive in a workplace can earn other people’s respect and increase self-esteem.
In my workplace I tend to be very direct and straight to the point when instructing other members of staff to complete tasks given to them, I will always offer to help in any way I can, this has led to having a brilliant team of work colleagues and a good bond with everyone.
< please see appendix for completed questionnaire results>
 
I have also completed a mind tools communication quiz. 
("How Good Are Your Communication Skills?: – Speaking, Listening, Writing, and Reading Effectively", 2022)
<Please see appendix for results> 
My results after completing the questionnaire came back that I am a capable communicator.
This means I take time to think about my approach to communication, and focus on receiving messages effectively, as much as sending them. This helps to improve my ability to communicate and listen to others. I recognize what I need to do to communicate effectively, I tend to anticipate problems before they happen, that way I can find a solution to any problems in my team.
In work I can replate to this as you have to be prepared for anything, I will always think through a solution to any obstacles that come my way, for example if a member of staff was to call in sick I would have to rearrange all the staff to different work stations.
It is important that when communicating with staff that you listen to any concerns they have if being moved from one station of work to another a good team is only as good as the mangers understanding of them.
By learning the skills you need to communicate effectively, you can learn how to get your ideas across clearly and effectively, and understand much more of the information that's conveyed to you.
Whether you're a speaker, a listener, a writer, or a reader, you are responsible for making sure that messages are communicated accurately. Pay attention to words and actions, ask questions, and watch body language. These will all help to ensure that you say what you mean and hear what is intended.

Skills You Need Communication Quiz
  
After completing a skills you need communication quiz my results were that I am a Guardian
<please see appendix for results>
I’m always looking out for others. For me, it's people who matter. Others can trust in me and rely on me, and it's in forming these friendships that i find meaning in my work.

Listening is a very important form of communication; you must understand and pay attention when someone is talking. 
For an example, when takin orders in work for a customer’s food, if you pretend to listen to what the customers wants then you will get the order wrong, whereas if you are paying attention and listening you will get the order right without any obstacles.

[image: the 5 levels of listening]
("The 5 Levels of Listening - Listening Skills Articles", 2022)

SMART Goal 

	S
	 What do I want to achieve? Be precise. 

	
Specific
	I am going to open a successful eat in and take away sandwich shop 



	M
	How will I know when I’ve reached my goal? What are the metrics and milestones I need to hit along the way?

	
Measurable
	I will research information to help me get to where I want to be, also I will take away the knowledge I have from working in a sandwich shop at the moment  



	A
	 What do I want to achieve? Be precise. 

	
Achievable
	I will start to build my brand, business name and look at ideas for the menu 



	R
	 Why is this goal worthwhile? Does it support the wider team and my other responsibilities?

	
Relevant
	I have always wanted my own shop,  it will also be a good starting base for my children to learn from me and hopefully continue it on.



	T
	 When do I want to achieve this goal? Write down a target date. 

	
Timely
	I want to have my business up and running within 5 years 
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	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	 Concentration 



	Find a quiet spot to study.
Turn off any devices/tv/radio 

	Support from family to not interrupt me
	Feedback from family to show im concentrating 
	1 month

	Time management 


	Set alarms
Leave earlier to arrive at a destination on time 
	support from friends and family 
	Feedback school, workplace 
	3 months

	Listening skills 


	Pay more attention when talking to someone 
	Support from friends and family. 
	Feedback from work place friends and family 
	6 months
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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 become a manager of my work place 
	Improve on my work skills 
	Feedback and encouragement from family and friends 
	1 year 
	My family friends and the support of my work colleagues 

	To save enough money to open my own business 
	A savings account 
	By setting up a standing order each month of a certain amount 
	3 years 
	Support from family friends and a good interest rate on my savings account 

	To open my own sandwich shop 
	A good business mindset and skills from being a manager 
	By opening a small shop and making it successful 
	5 years 
	Family and friends to help with work and chidcare 
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Mind Tools Communication Quiz
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