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[bookmark: _Toc568764061]Communication
Without realizing we already use communication as an act of transferring information from one place to another, it is a natural life skill we have already normalized without being taught. This can be symbols, signs, behavior. Communication reduces errors and improves organizational practices. Being good at communication is not just about being verbal but being able to listen, being visual, written and more recently digital communication known as virtual. It depends on the individual, but online study says 9/10 people will be good at all these methods. I am a great listener but can get tongue tied verbally when I must explain myself. I am recently getting familiar with virtual communication and understanding it a lot more. I am quite excited for the future and virtual learning.
Without communication we could not be successful, we need to present options, brainstorm with colleagues, prepare effective meetings, all this can build strength and most importantly give room to expand in business and life in general. Communication is great for delegation, meaning a good opportunity for your teammates to learn and take a load of pressure, delegation is sometimes taken for granted but also the meaning is not always understood clearly. Delegation is a two-way process when communicated in a respectful but understood way. Communication is key to teamwork; this helps everyone to feel valued and respected and in return this gains loyalty. Delegation gives your employee power to represent you. Development is earned with effective communication as a team. You will confront reality together; this builds interdependent relationships with colleagues as well as mutual accountability. Open communication should always be encouraged. Once you and your team have built on these innovative ideas will arise, successful selling will happen, you will improve on organizational practices and reduce errors.
I read an article online that states Emotional intelligence is essential for figuring out success in life and psychological wellbeing, it plays a significant role in shaping the performance between managers and employees in the work environment. To collect data for this study questionnaires were given to employers, this was the easiest communication to start with. ( H.Jorfi, S.Jorfi, Moghadam, 2010).


Good relationships within a team are important to develop, this helps promote confidence, better communication within the team as well as trust. Being part of a team is belonging, having a sense of identity, feeling supported and building friendships (Bowler & Brass, 2006).
I have learned that to succeed in a career it requires honest communication skills, you need to know what you want and how you will reach it. Being a successful and confident communicator will help propel your career. This will also aid in helping you land an interview this can be a great advantage. Human relations skills will become a natural task for you. 
Below I have inserted a comms cycle, this is a communication cycle I have been shown, this is based on making sense of what is said from the sender to the receiver.
 Shannon, C.E. & Weaver, W (1971). The Mathematical Theory of Communication. The University of Illinois Press; First Edition (US) First Printing edition (1971).
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[bookmark: _Toc986757810]Bad Communication 
Bad communication does not always mean you are bad at your job, it can be several things, such as:
· Not listening
· Lack of understanding
· Blaming & intimidating others
· Language/accent barriers
· Stutter
· Psychological
Without realizing these are things that may have a crippling effect on the workplace in the long term, this may not be clear in the short term, but you will gradually notice delays or tension over time, some sort of negativity will arise due to bad communication. All of this should be assessed and reassured to prevent delays. Effective team meetings and brainstorming as a team will have a beneficial outcome in all the above if the team pulls together.
"Paralanguage" is something I believe could also be used as bad communication, this includes vocalizations which include hissing, shushing, or whistling, as well as speech modifications such as quality of voice (sepulchral, whiny, giggly) or hesitations and speed in talking. The term "kinesics" refers to all body movements.
When communicating some people can have a way of not knowing because it is not something we think about. I recently did a questionnaire to assess my preferred communication level, this was based on my communication behavior at work, I was completely honest and truthful. There are five unusual types of communication behaviors I have listed below.
· Assertive
· Passive
· Aggressive
· Submissive
· Manipulative

The results on the questionnaire figure out whether I was Assertive, Passive, Passive aggressive or aggressive with my colleagues. My results verified I equaled as assertive and passive. I somewhat agree as I don’t see myself as an aggressive person, I think I am happy with the results. The questionnaire came from Belbin's team roles.


[bookmark: _Toc1388378010]Body Language
Body language is a nonverbal communication in social interaction. This way of communication is assistance in understanding what the person is saying, Body language is a host of nonverbal signs, movements, posture, and facial expressions. When we pay more attention to a person's body language rather than what they are saying. Eventually we recognize that body language is telling us more. Body language illustrates your confidence, mood, trust and so much more. Body language is a result in which others perceive you. Personally, for me I fidget a lot even if I am feeling confident inside, this can be a misjudged and taken wrongly from experience, I have now learned to keep my hands together and put them in my lap, otherwise I like to hold and play with something whilst talking, I am also not good with eye contact I feel out of my comfort zone, this can be mistaken for ignorance. During a workday, a person may show a level of interest or focus through body language, these are usually obvious signs. Disrespectful body language such as a long stare or a frown.

[bookmark: _Toc1682049729]Tone 
I have learned that tone is not what you say but how you say it, it is the way we speak. Tone is associated with the pitch of your voice, we have high and low pitches in our voice, this can be quite powerful. A high or low pitch can have an effect when you are professional, a low pitch will make a more professional impression if you want to be authoritative. We must be mindful of How quickly or slowly we speak for the other person to understand us. The volume of our tone of voice can have a negative impact if it is too high. When communicating it is best to speak slowly with low pitch to be taken seriously. High pitch and fast talking I believe would escalate to something more serious and become out of proportion. 


 Evaluation of my own communication skills
I believe I can communicate effectively with the right people; I know I stutter when I am nervous, I have a problem fidgeting at interviews, I have control over my body language although I know from experience that people read me through my eyes, I am not good with eye contact I find it uncomfortable, this has then made me look uncomfortable to the employer. I am not an angry person, I have not always resolved problems when I know there will be conflict, I have avoided the situation, even when I have not wanted to. This was to save the situation from escalating but then nothing was resolved. I feel I have learned a lot about communication and reading a person's body language, I feel this will change my way of approaching a situation in the future.




















Questionnaire
I did a questionnaire and asked my work colleagues to answer based on my communication skills. You can see below:

Do you think I show interest when we have a conversation?
Yes

Is my tone always appropriate to the subject?
Yes, except when you are annoyed

Do I over talk or interrupt you?
When you disagree, have you talked over me

Do we have eye contact?
A bit

When I first met you, was my communication and body language the same as it is now?
no



If not, what is the difference?
You're more relaxed now, you seem uncomfortable and quiet at first

Do you think I fidget when communicating?
Yes, I notice you like to hold things

Do you think I am an honest person?
Yes, but you don’t like to offend I think you hold back

If yes, can I be too honest, and do you think I am being rude?
No, I think you could be a little more honest. I think you hold a lot in to keep the peace

Do you think I communicate clearly?
yes

Can you notice if I do not understand something you have said?
Yes, you frown 

If yes, can you explain?
Your facial expression


[bookmark: _Toc369843791]Communication In my workplace
I am a Support Worker and work in a house that requires assisted living, since working for this company I have understood how important it is for staff to communicate often, we need daily meetings/ handovers as a way of knowing how each service user has been each day. We also communicate through a handover book for any staff that has missed anything, for example hospital trips, behavioral concerns. Phone calls are often made between staff and management as a means of communication and e-mails are sent often to service users advocates or social workers. Effective Communication in my workplace is widespread because of the disability needs and the support needed. 
Feedback is needed as much as possible in my role and would be a cause for concern if not correctly communicated. For all my colleagues, service users' well-being and quality of care are important, and we work well together. We as a team have the same common goal and want what is best for our service users. We are incredibly supportive of one another and have overcome storming ideas in some situations. Without communication we would not know or understand some bad triggers of our service users and I think some would have a harder day than others. We have formed interdependent relationships; I am incredibly grateful to be in such a supportive and committed team. 
When our service users wake each morning, they like to have a half an hour talk about our plans for the day, if one morning we did not allow this meeting to happen it could cause a trigger for unruly behavior and upset him/her. This communication is vital, we do our best to help them feel good and look forward to the day ahead.



[bookmark: _Toc1192715272]PDP (Personal Development Plan) to overcome my communication habits

	My Habit's
	How this affects the situation I am in
	What I will do

	Other people have made me aware that I fidget with my hands when I talk, I like to hold something. It is a form of comfort for me
	It comes across as nervous or even not confident
	I have started to use my hands when I talk as gestures, this is something very recently that I have started to do.

	Stuttering and feeling on the spot
	This again comes as a confidence barrier, and I get really embarrassed.
	I will slow down, and think before I speak, I have a problem with having attention on me and I am working on this.
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