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Communication 
[bookmark: _Int_I9F9WeIP]Is the act of , receiving and sharing information. Talking writing, reading, or listening. Good communicators listen carefully, speak and write clearly, always respecting others' opinions and Cultures
Communication is an essential factor in project management and is defined as the intended or involuntary exchange of information, successful communication	is affected when what is implied is perceived as intended communication within project managements is seen as a foundation function that integrates the areas of scope schedule and resources. For 
Ineffective communication can there for lead to misunderstanding and to failure of a project. For that reason, an effective communication system and a fundamental understanding of the project portfolio.
It is essential for a project manager to understand the model of communication, to be familiar with the steps in a communication process.
This is particularly important when communication is necessary between different countries, Culters, and languages.
Stakeholder communication flow charts lists and reports
(Shannon and weaver model of communication)
COMMS CYCLE
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Elements of the Schramm model of communication include Encoder or sender, decoder or receiver, interpreter and message. Communication is a two-way highway means that information passes between the sender and receiver.
For example, I work in a café, the customer (SENDER)source off the message, gives me the (receiver)the order, I then type their order into my till, I decode this message, and send it to the chef in the kitchen this also makes me the sender as I have then sent my decoded message to another person.          
The sender must ensure that the information or the message that he is sending to the receiver is relevant, essential, and precise. The message is usually encoded so that the recipient can decode and understand it 
RECEIVER
 The receiver is also known as the decoder of the message, the receiver is the one whom the senders' messages are sent. There are multiple factors to consider ensuring, that the recipient understands the message by encoding there're multiple factors to consider, and both have common factors such as language, culture, understanding. Because if the sender is unable to communicate in the receiver's language, then the whole purpose of the message is defeated.
The source of the message is the originating element from which the communication begins, but in the case of this model, it is the same place where communication ends. That is, the sender becomes the receiver and vice versa.
(Schramm's 1954)
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Berlo's model follows the SMCR model, this is not specific to any communication
But includes several factors under each of the elements.
For example, ATTIDUES, attitudes towards the audience, the subject and towards oneself.
For the student, the attitude is to learn more, and for the teachers. It is to help teach.
TREATMENT. It refers to the packing off the message and the way in which the message is conveyed or the way in which it is passed or delivered. 
CODE the code of the messages refers to the means through, which it is sent and in what form. It and communication take place could be, for example, language, body language, gestures, music, even culture is code. Through this, people give receive messages 
Berlo's, model also talks about the six senses smell, touch, taste. We smell for example foods is off   it send a message to our brain telling us not to eat it.                                                                                     David Berlo (1960)
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Shannon and weaver model upholds communication that is effective and without any disturbance 
 This model deals with concepts like noise, sender, and receiver. Noise is the interruptions in the communication channel that leads to the ineffective transmissions of the message that had to be conveyed. This supplies a framework for analysing how messages are sent and received.it explains how messages can be mixed up and by misinterpreted in the process between sending and receiving.
Example you phone your manager, you ask what the project end date was, but all your manager hears is” what was “noise is the interruptions in the communication channel that leads to the ineffective transmission of the message that had to be conveyed.
Sender myself
ENCODER telephone(myself)
NOISE dog barking
RECEPTION telephone(manager)
RECEIVER manager
The messages are transferred from encoder to decoder through channel, during this process the messages may distracted or affected by physical noise like horn sounds, dog barking, Thunder and crowd noise or encoded signals may be distracted in the channel during the transmission process which affect the communication flow, or the receiver may not receive the correct message.                 Shannon and weaver (1948)
VERBAL AND No VERBAL COMMUNICATION
Verbal communication is one off the most crucial factors for supporting a successful business .it helps to decrease errors, makes operations run smoother and more effective. Helps to build relationships within your team. Verbal communication is the use of words to convey a message. some forms of verbal communication are written and oral communication.
EXAMPLES OF WRITTEN COMMUNICATION
Letters
Texting
Books
EMAIL
Email services as an effective way to send one-way messages or engage in two-way interaction that doesn’t have time or urgency. But in some parts others have detracted from the benefits of face-to-face communication. Choosing the best method in any given workplace situation is key for effective communication
EXAMPLES OF ORAL COMMUNICATION
Face-to-face conversations
Speech
Host on a radio
Interview 
Robinson and Robinson (1982)
Concluded that if speakers are to be consistently efficient at conveying verbally their intended meanings to listener's they must understand that intended meanings may not be fully conveyed by a message and that many factors can lead to a listener's failure to understand what a speaker, means   Robinson and Robinson (1982)
Successful communication is affected when what is implied is perceived as intended communication within project management is seen as a foundation function that integrates the areas of scope schedule and resources.
Effective verbal communication skills include more than just talking .it encompasses both how you deliver messages and how you receive them. Paralinguistics how you speak to a person the tone off your voice the speed off your speech, it's important to communicate tactfully using passive voice or active voice, depending on the situation. Being clear on what you want or need from your employees staying assertive yet calm.
BARRIERS TO COMMUNICATION
These are the things that can stop us communicating successfully.
Example perceptual barriers preconceived ideas, your typical behaviour patterns or misunderstood body language. You must keep an open mind when talking, be interested in the conversation, articulate your message so ant negative assumptions made about you by others will fade away 
EMOTIONAL BARRIERS
Self-confidence plays an enormous role in breaking down psychological barriers. By having an in-depth understanding of the information you're sharing. Sometimes our emotions can take over when communicating with others and feelings and anxiety can cloud judgement and prevent effective communication.
LANGUAGE BARRIERS and methods 
 Communicating with people whose native language is not English can pose problems however it's not the only language issue business face, the way people speak is different from each generation., and using Speech impediments can cause comprehension issues, and industry specific language may be difficult to understand for someone unaccustomed to it. Utilising common sense strategies such as translation services, learning the basics of the foreign language, and using multiple methods of communication such as video can overcome these language barriers.
There are many factors to think about while we are communicating, what a person may be going through, their ability to understand what we are saying. Are they listening is there a power struggle, lack of respect. The key to success is the constant pursuit of self- improvement.
BODY LANGUAGE
Body language the conscious and unconscious movements and postures by which attitudes and feelings are communicated. Facial expressions, eye movement touch and use of space.                         being skilled at noticing body language (ivy and Wahl) can aid with personal and professional relationship's being able to see if a person is dissatisfied or unhappy if they are being honest with you, it aids us in understanding and decoding what the person is saying.
Body language is more than 50% off communication                                                                                                     (Albert Mehrabian)
The first function is to emotion for example someone asks you what is wrong you say nothing, yet you have just argued with your mum, but you couldn’t control your facial expression.                            Argyle (1988) displaying right emotions is vital to professional excellence.                                                            Nervousness a lack of confidence low self as steam or dishonesty the inability to make eye contact can mean that a person is uncomfortable, this can be due to confidence or fear due to lying.              Crossed arms, separateness, discomfort or defensiveness a person who nis speaking with arms to the side can show openness and friendliness. Hands clasped in front could mean a creation off a barrier between the individual and you.
How we dress our stance even how we walk are all signs off who we are as individuals                                          it takes only 7 seconds (roger Ailes) to decide how we feel about a person, to give them the job, the promotion first impressions count and stay with us. Formal behaviour follows the proper forms of customs, and informal behaviour feels free to ignore them. (Miriam-webster) In management a formal meeting would have minutes, a purpose and an outcome. Informal could mean a quick catch up for lunch. Authority formal communication ensures a proper channel of information flow between the superior and there corresponding subordinates. You don’t speak to everyone the same way for example how I speak to my friends would be different to how I speak to m t manager.
PERSONAL BEHAVIOURS
Areas of improvement, I need to make more positive eye contact, lack of confidence and uncertainty in what I'm doing, makes me feel shy. Not to be so quick to react in bad situations, I tend to mood match a lot. And I can be very quick to react without thinking first. My facial expressions tend to say it all in any situation, and I'm not shied to say how I feel                                                                                            on the positive side I'm eager to learn, practicing how to stay calm yet assertive and to think more on how the other person may be feeling. Finding diverse ways to say how I feel or how a problem can be solved to keep both parties happy. Still working on my facial expressions its hard trying not to show how you really feel. From my feedback I've learned that I am an aggressive communicator I express my feelings and opinions strongly and as they occur. I need to start to listen well to what other people say, and calmly express my feelings and needs. 
Gap Analysis
	  objective                                           
	CURRENT POSITION
	DEFICENCY
	ACTION

	What do I want to do 
	What can I already do
	What am I lacking
	How do I fix this

	Be calmer, learn how to be more approachable 
	I'm a good verbal communicator
	Patience, tone, formality.
	Control my emotions use diverse levels off formality

	Stop mood matching
	Good at reading body language
	empathy
	Learn how to be more understanding

	
	
	
	



PDP
	List your goals
	What do you need to do to achieve these goals
	How will you find your sucess 
	When do they need to be done by
	Who or what do you need to help you

	To be calmer 
	Meditation course
	Passing the course, feeling different when situations arise
	3 months
	My friends, and a course

	More empathic
	Patience, understanding
	Feeling calmer with in my self 
	3 months
	Self-control

	Confident with thigs I don’t understand
	Let myself make mistakes its normal
	Learn that I don’t have to get thing's right first time everyone makes mistakes
	6 months
	 time and to just try again 
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Berlos’s SMCR Model of communication
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