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The purpose of this assignment is for the author to engage in reflective practice, using a range of tools and feedback, to identify areas of personal capability, address improvements and for her to increase her communication effectiveness. 
The author believes that through self-reflection she will be able to improve her communication competencies through her knowledge and ability to perform contextually appropriate communication behaviours.

In the fast-paced world that we currently live in, communication has become the way of life, especially within the business environment. From the author’s point of view as a manager, she believes communication is the key to the success of many objectives and goals set by individuals and upper level management. Unfortunately, the author’s management team are currently experiencing increased tension and witnessing uncertainties from lack of communication within the workplace. Therefore Hybels & Weaver (2007) state that there is now need for new strategies such as listening preparations which include aspects such as mental, physical and behavioural in order for communication and listening to be effective. The author agrees with this as she believes good communication skills in management are necessary in order for sufficient technical leadership within her organization. Kinnick & Parton (2005) states that communication skills is the foundation for the success of individuals, teams and organizations.
In the author’s organization it is important that the appropriate communication channel is selected as it’s the means where the message is transmitted. There are two types of channels used in the author’s organization which are verbal and non-verbal communication. Verbal communication used is handovers at the end of each shift, phone calls with health professionals, team meetings. Written communication is used for writing emails, letters, memos to which the author and her management team ensures that they are simple and easy to understand and avoid slang and discriminatory words. Written communication is important as it enables the author to give regular responses to her employee’s performance such as appraisals and supervisions. However, personal appraisal and supervisions can also be distributed by verbal communication or in a person meeting.
Non-verbal communication is information without needing words to encode emails. Non-verbal communication is identified as facial expressions, body gestures and eye contact. Warren & Windle (2010) believes that non-verbal communication takes place in many ways of day to day communication, through style, attire, codes and individuals’ daily manner.
Hamzah & Yusof (2011) state that both verbal and non-verbal communication are vital, hence why they take part in our everyday context.
Clear and effective communication is essential within the author’s organization as it is a skill that is learnt and is effectively passed on, but most importantly needs to be understood to achieve a common goal efficiently.  It allows successful deputy managers like the author and her employees to share vital information which is essential to the company’s success. The author believes that having effective communication prevents barriers from forming amongst employees which would inevitably impede on the overall success of the business.
The author uses interpersonal communication within her workplace due to the confidentiality of information. The author needs to ensure all her employees understand the importance of confidentiality when sharing information. Goleman (2002) states that confidentiality requires trust which he believes is a very important factor in the interpersonal communication at the workplace.
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(Shannon and Weaver, 1949)

Shannon & Weaver demonstrates in their model that the process of communication consists of elements. The author believes that the model demonstrated above defines the important elements that need to be taken into account when attempting to understand and influence the communication process within organizations. The authors understanding of the model is that the sender is producing the message, then the encoder transmits the message into signals for the channel to then adapt the signals ready to transmit to the decoder who interprets the message ready for the receiver to receive the message that was intended by the sender. Not forgetting to take into consideration that there are two other elements of the communication process are the noise, which is unwanted interference that can have an influence on the delivery of the message being sent to the receiver. This is a regular occurrence in the author’s organization whereby other staff members interfere and add their opinions into messages which then leads to the receiver receiving inaccurate information. To solve this occurrence both the sender and receiver need to clarify any misunderstandings amongst themselves to ensure conflict doesn’t occur.
In Berlo’s model, the factors of communication include the skills to be able to communicate, the level of awareness and the cultural and social system and the attitude of the individual. Johansson, Miller & Hamrin (2014) argues that Berlo’s model of communication factors an influence on the process of communication between the two specific individuals. 
The two models the author has presented, in her opinion are equally important, but she believes they are not yet capable to capture the entire essence of the communication process independently especially within her own organization as there are a variety of factors than can interfere with the communication cycle.  This is due to the difficulty of capturing the process of communication and all the sub elements of each of the steps shown. Both of these models are dependent on the intended purpose and the context of the communication, one of the two models may be more appropriate for some organizations but not for others. The author believes that Berlo’s (1960) model is useful as it has the crucial elements of culture and how it can influence the overall outcome of the communication process. The author manages a staff team of 12 employees to which is a mixed ethnic and culture staff team so there have been experiences whereby language barriers effected the way some staff members communicate with one another. At the same time, cultural differences can also be seen as noise, in Shannon & Weaver’s (1949) model. The author has identified through this model that in order for her to minimise the negative impact she needs to be more proactive and give effective feedback.
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Improving the author’s communication skills has been a work in progress for her since she was a young girl, as she was a fluent welsh speaker from North Wales before moving to South Wales. The author faced the challenge of learning to speak English which was a very long process for her between the age of 4-7 years, this has played a big part in her being her own worst critic.
The author has undertaken two online questionnaires one by mindtools and the other by interpersonal skills to reflect on her own skills to help her highlight any opportunities for improvement to help her become an effective communicator. (Please find results in Appendix A) as the author was very fortunate when she sent out feedback sheets to her fellow students, friends/family and work colleagues to complete based on the presentation she delivered on “effective teamwork”. The author only received one critical improvement and that was from both a fellow student and a family member highlighting that the author’s presentation needed to be a little bit longer as she demonstrated her presentation in five and a half minutes instead of the requirement of eight minutes. Please see the author’s feedback results in appendix B. The author received an improvement request from her University Tutor as she sent him the wrong feedback form originally to which he had pointed out that she had repeated herself on two questions, when the author sent over the accurate feedback form she failed to actively listen and action the original feedback resulting in her being advised to change the repetitive question. This is also evidenced in appendix B.
The author was very pleased with the results she received from the 7 people she demonstrated her presentation in front of, given the circumstances that the author has no self-confidence and gets very nervous when presenting in front of an audience. The author followed her previous PDP for a previous assignment which was for her to practice presenting presentations in front of friends/family in order for her to build up confidence. (Please see appendix E)
The author undertook a communication style questionnaire which you will find the results in appendix D. The results from this questionnaire identified that the author is an assertive communicator, which indicates that the author has the ability to express herself directly and honestly, the author is able to stand up for herself and communicate her ideas comfortably. Baney (2004) suggests that assertiveness can be expressed by three components: I think, I feel, I want. 
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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?

	Have more confidence 
	Decision making
Leading a team
Providing support
	Self-confidence
Doubting own ability
	Supervisions
Feedback
Self-evaluations

	Being able to speak in front of large groups and taking lead






	Communicating with other agencies. E.G. handovers and Uni groups
	Confidence speaking in large groups
	Feedback from audiences

Support from colleagues, friends/family

	
	
	
	






The author has carried out a gap analysis to identify gaps in her own communication and interpersonal skills to help her recognise objectives and her current position which will benefit and help her to identify actions of improvement. The gap analysis carried out has identified the author needs to build up her confidence and seek support from her manager with regular supervisions for her to have targets set to enable her to build up her confidence.
The author has always faced on going battles with her confidence and never believes she is good enough or is able to carry out a task despite receiving positive feedback from her University tutor, family & friends, fellow students and her manager. The author aims to take on board her own self-evaluation and act on her action plan she has created. 
So that the author can identify her own strengths and weaknesses in both theory and practice, the author found that using a SWOT analysis provided a good framework for her to follow in order for her to continue identifying her own strengths, weaknesses, opportunities and threats she may face (this can be found in appendix C).
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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?

	Positive self-criticism
	Analyse positive feedback

Believe in myself

Remember achievements


	More confidence

Positive feedback
	December 2020
	Family, friends and manager

Supervisions and appraisals 


	Confidence
	Believe in myself

Remember achievements

Take risks and chances
	Positive feedback

Less worried
	December 2020
	Family, friends and manager

Supervisions and appraisals 


	
	
	
	
	


Following on from the SWOT analysis the author has produced a PDP that focuses on her weaknesses and how she aims to improve them. It has become apparent from the author’s self-reflection that she lacks confidence which could become a barrier for her to communicate effectively within her workplace. Devito (2011) states that interpersonal skills are influenced by several skills such as self-confidence. Koprowska (2010) has made the author realise that self-confidence is an attitude which will demonstrate the author’s courage and strength if she believed in herself more. Hidayat (2012) backs this up and states that self-confidence is an important element of communication.
To conclude, communication is indeed a very difficult concept to grasp and fully explore through theoretical approaches but has become obvious that an in-depth understanding is required to ensure that the message intended is seamlessly delivered but also efficiently understood. The classical theories of Shannon Weaver (1949) or Berlo (1960) are understood for the overall process of communication as they define the most important factors which influence and are influenced when engaging in communication especially in organizations. The author has come to the understanding further that the factors presented by both theorists stated above are the essential stepping stones in the pursuit of understanding and ultimately manipulating communication to design and deliver clear, persuasive and effected messages to her targeted audience whether that would be within her workplace or university.
It has become more apparent to the author that in order for her to become an effective manager she needs to make herself more familiar of the communication cycle to achieve team goals. By introducing the communication cycle within her own workplace, the author will help to increase the team to be involved in the delivery of care which will then increase commitment to her organization and will hopefully make a batter relationship and understanding within the team. The author is going to speak to her management team to propose the introduction of regular feedback as she believes this will help to evaluate and improve communication within her workplace and to help develop personal and professional development which will help identify all employees strengths and weaknesses further so everyone is given an opportunity to improve and support each other. 
The author has identified that in order for her to become an effective communicator she needs to understand the communication process in which she needs to use the appropriate communication channel such as verbal, non-verbal, or written communication and determine effective prevention steps to avoid barriers from occurring.
The author has learnt that through effective communication, any problem can be solved regardless of the environment, circumstances or its complexity. The author has identified the weaknesses that should be turned to strengths through a SWAT analysis which can be found in appendix C. The author plans to work on strengthening her assertiveness, confidence and communication skills.
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To what extent did the presentation
represent the following features?

Weak | Fair [Good [Excellent

7. Purpose communicated
clearly

X

2. Organised and easy to follow

3. Made eye contact with

audience

Presentation was well-
prepared

Spoke clearly/effectively

Slides enhanced presentation

Presented without reading

Presented within appropriate
time

x| x| x| x|

Made eye contact with the
audience

0.  Responded o
questions accordingly

1. Presenter exhibited a
good understanding of
chosen topic

What did the presenter do well?

Mgls. presentation was well
explained, as it fitted in well with
her workplace at the moment she
could explain in depth everything
that should be there as a team.

Are there any improvements
required?

I believe everything was in order,
well done mghx

"Siobhan feedback form (student).docx": 877 characters (an approximate value).
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Presentation Evaluation Form
Presenter: Melissa Davies
Date: 12/05/2020

Topic: Effective Teamwork

Evaluator (Highlight one)

Friend Fellow Student

i Bob feedback form (tutor)

AaBbCcDdEe

Normal

Family Other:

To what extent did the presentation
represent the following features?

Weak | Fair [Good [Excellent

7. Purpose communicated
clearly

2. Organised and easy to follow

3. Made eye contact with

audience

Presentation was well-
prepared

Spoke clearly/effectively

Slides enhanced presentation

Presented without reading

Presented within appropriate
time

_F

0.  Responded o
questions accordingly

1. Presenter exhibited a
good understanding of
chosen topic

What did the presenter do well?

The presentation was good, clear
and easily understandable. She
used good slides with colours and
images and her knowledge was
obvious. She spoke well
throughout.

Are there any improvements
required?

She didn't change one of the
questions, which was a repeat,
despite it being pointed out.

Page1of2 156 words [O¥ English (United Kingdom)

& Share (] Comments

AaBbCcDdEe  AaBbCcDc  AaBbceddEe A GBID(  AssbceddEe  asbcepdee

No Spacing Subtle Emph... Sensitivity

3 Focus

— e —— 60%




image13.png
@ Word File Edit View Insert Format Tools Table Window Help

@ = @) Thu18:53 Q @

< (Em] moodle.uwtsd.ac.uk

Inbox (9,093) - melissadavies... BMSK4002 EFFECTIVE TEAM... Course: Effective Team Worki

Home a My Modules ¥ Moodle Archives ¥ English (en) ~

Insert Draw Design Layout References Mailings Review View Table Design

Arial v A AT 20 T

e

SWOT Template

STRENGTHS

= Quite good written communication
= Wiling to lean

The Communication Cycle CommunT

Layout

AaBbCcDdEe

Normal

) [+ i

Downloads

BMSK4002 Topic...sources-20200521
127 MB

& Share CJ Comments

AaBbceDdEe  AaBbCcDc ﬁ v

No Spacing Heading 1 Styles Sensitivity
Pane

Page1of1 61words [O¥  English (United Kingdom)

BMSK4002 Assignment Melissa Davies

Design Layout References Mailings Review View

&> Share [J Comments

S | | SR . | |

S =





image14.png
AutoSave m /ﬁ\

=}

) Communication style questionnaire2

Home Insert Draw Design References Review  View

X .
fl‘] v L_D ’ Calibri (Bo...

e o [BlI Uvs x & A

Layout Mailings

AaBbCcDdEe AaBbCcDdEe

v Normal No Spacing

Communication Style Questionnaire

This questionnaire is designed to help you assess your preferred communication style.

Thinking about your behaviour at work, write a score against each statement to represent which
best typifies your behaviour where

4= agree strongly, 3 = agree somewhat, 2 = disagree somewhat, and 1= disagree strongly.

As with all questionnaires, the level of your honesty and self-awareness will impact on the
aceuracy of the outcome...so, be truthful to yourself!

I express my opinions in an honest and appropriate manner. (3)
Ican get angry and let this show. (1)

Ifind it difficult to say ‘no’. (3)

f1 do not agree with a task that my boss has given me, | find a way of dragging my feet on it.
(1)

I feel comfortable in asking for help from someone if they know more than me. (4)

ERECIE I

Ifeel guilty if | leave on time for a valid reason and other people are still working. (3)
I can be sarcastic. (2)

I think my way of doing things is better than other people’s. (1)

e N w

If someone takes advantage of me, | find a way of evening the score. (1)

10. I feel | have a right to say no to other people’s requests and to negotiate a compromise. (3)

11. If 1amin a large meeting, | find | do not speak up. (2)

12. llike to bein control of a situation. (1)

13. I stare people down. (1)

14. I make good eye contact with other people. (4)

15. If 1 am unsure about a task that | have been given, | find it uncomfortable to ask for help. (1)

16. | talk about other people behind their backs. (1)

17. When | have to deal with someone in authority, | find it difficult to look them directly in the
eye. (1)

18. 1 am a good listener and equally other people listen to what | have to say. (4)

19. Rather than confronting someone about an issue, | would rather give them the cold shoulder
or drop hints to other people that | am not happy. (1)

20. 1 am ot afraid to be direct with someone, even f they think | am being rude. (2)

Self-Assessment: Results

Toassess your preferred communication style, transfer the scores you have given to each statement
tothe boxes below.

‘Then total each column downwards.
Look at the column where your score is the highest.

“This s the communication style you use most of the time.
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L3, 1 stare peopre aownt. (1)
14. | make good eye contact with other people. (4)
15. If I am unsure about a task that | have been given, | find it uncomfortable to ask for help. (1)
16. I talk about other people behind their backs. (1)
17. When | have to deal with someone in authority, | find it difficult to look them directly in the
eye. (1)
18. 1 am a good listener and equally other people listen to what | have to say. (4)
19. Rather than confronting someone about an issue, | would rather give them the cold shoulder
or drop hints to other people that | am not happy. (1)
20. 1 am not afraid to be direct with someone, even if they think | am being rude. (2)
Self-Assessment: Results
To assess your preferred communication style, transfer the scores you have given to each statement
to the boxes below.
‘Then total each column downwards.
Look at the column where your score is the highest.
‘This is the communication style you use most of the time.
[ @ Qs @
3 3 1 1
Qa6
as 3 @ a8
a4 2 1
awo au @ ae
3 2 1 1
aQu Qs a6 a3
a4 1 1 1
Qs Q7 [-it] Q0
a4 1 1 2
Total Total Total Total
18 10 6 6
Assertive Passive Passive Aggressive Aggressive
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List your What do you How will you identify | When do they | Who or what do
Goals need to do to your success? need to be you need to help
achieve these done by? you?
goals?
Referencing Understand Tutors comments End of year Harvard
UWTSD Harvard 2020 ready for | referencing
referencing level 5 handbook
Uni tutor
Researching Plenty of practice | Tutor comments and | End of year Online and
feedbacks 2020 ready for | library
Group meet ups level 5
Use of research Uni tutor
when relevant
Presentations | Practice in front of | Confidence End of year Family/friends
an audience orin | increasing 202 ready for

front of a mirror

level 5

Asking people

Tutors positive for personal
comments and experiences
feedback
Taking on

constructive criticism

Having evaluated the authors academic skills, she come up with three potential factors which
are illustrated in her action plan above: referencing, researching and presentations. All three
goals need to be achieved by the end of this academic year 2020, in order to successfully
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