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Introduction 
On this assignment I will create a report about workplace communication, the theorists involved and the types of models used. I will explain the importance of non-verbal and verbal communications and how they are useful in the workplace.  I will look at the theorist ideas and research.
Communication in a workplace
‘’Exchanging information and ideas, both verbal and non-verbal between one person/group and another person/group within an organization is called workplace communication’’.  (F.Faizal, 2018).
Communication is a way of interacting and contacting people. This can be with friends, families, strangers and colleagues at work. Good communication can help build strong relationships that can last a lifetime. Communication is critical in the workplace in order to get the work or task done and it should be used effectively. Great communication will create a better understanding and help reduce the workload; it also opens up opportunities in the workplace. Sometimes communication can be misinterpreted if not used carefully. It can create a negative message and be passed onto others which can cause conflict and problems. The methods of communication can be emails, phone or video calls, text messages and notes. By communicating effectively it will make an employee more productive. If the communication skills are powerful then there is a larger chance of team members being open and sharing good ideas and practices which would benefit the workforce.
Here are some types of communication

· Verbal communication – This can be group discussions, speaking, listening, questioning, clarifying and reflecting.
· Written communication – This can be employee manuals, reports, emails, instant messaging, job descriptions, contracts, letters advertisements and memos.
· Oral communication – This can be meetings, phone calls, presentations, group discussions and interviews.
· Face to face communication – This can also be interviews, video calls and meetings,
· Visual communication – This can be presentations, paper handouts, leaflets, videos, memos and whiteboards.
It is important to gain the communication skills and methods so that we can gain experience on communicating properly. Communication is crucial in the workplace because it helps build trust, friendship and becomes a positive atmosphere. Good communication in the workplace means that tasks and goals will be completed efficiently which will prevent waste of time, resources and money.
Communication models
Many theorists have implied how important communication is in the workplace and in every individual’s personal life. I have included The Shannon-Weaver Mathematical Model, 1949 below.
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The Shannon-Weaver Mathematical model was created by Claude Shannon and Warren Weaver in the year 1949.It was created to help us understand the communication cycle.
The model shows the process of how a message is created and delivered. Weaver was an American scientist and Shannon was an American mathematician. They combined their talents and created this model which they introduced to us so that we can learn about the communication process. By using this model it has made the sure that the communication is more effective from the messenger to the receiver. 

The communication cycle has six concepts. The first is the sender, this is the individual who creates the message and decides to send the message. The second concept is the Encoder this is the individual who uses a machine to convert the messages into data and signals. We then have the Channel which is the medium used to pass the message on by sending it. Then we have the Decoder who is the receiver, this is the individual who will receive the signals and data and translate it. It is the passed onto the Receiver which would be the intended destination. There would also be the Noise which is the physical instabilities such as people or the environment which would affect the message to the receiver. The noise can affect the actual message being delivered for example if you were trying to speak to a colleague on the phone but there is background noise from vehicles going past. This can be overcome by delivering the message in a quiet atmosphere where the message can be sent clearly without any interruptions.
The original model was developed and expanded over time by another theorist David Berlo in 1960. (Berlo, 1960s) Below I have included the Source-Message-Channel-Receiver (SMCR) Model.                                                                                                                                                      
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(Berlo, 1960s) expands on the factors such as the source, where the original message is created and sent from; he explains how communication skills may affect the message that is sent. The message sent can depend on the experience the person is facing and the skills that they hold. Sometimes the message received can be misunderstood by the receiver, this can sometimes cause conflict or someone may take an offense. He also explains how the senses can affect the communication cycle for example we would use out hearing sense to hear the message or our eyes to see the message. The receiver would need to have good communication skills such as good listening.
Active Listening

‘’Active listening can play an important role in helping you get ahead in your career, and is a skill that can be acquired and developed with a little patience and practice’’ Career Advice.
Active listening is an essential communication skill in our daily lives and our workplace.

There are four different types of listeners 

There is the Passive listener who uses less effort and seems to be laid back and calm. They tend to not make a lot of eye contact and can be seen pretending to seek attention.

There is the detached listener who is usually withdrawn from the group and is not very enthusiastic. They do not make eye contact and tend to be disinterested. 

Then there is the involved; who try to maintain some eye contact and is alert. They show that they are somewhat involved and speak about the message being delivered.

Lastly we have the Active listeners; these are the highly alert listeners who give their full attention. They are determined, motivated and use eye contact throughout. They engage with the speaker and participate.

Out of the four types of listeners I would say that I am a involved listener, I try my best to give eye contact however I cannot maintain it due to confidence problems.  I am alert and I do give the speaker attention. This can affect my work if I was to go for a interview for promotion, if I do not engage more and give direct eye contact. One of my colleagues is a detached listener, whenever we have team meetings he is always withdrawn and seems like he wants the meeting to end. He does not tell us any ideas.
Verbal Communication
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                                                       Verbal Communication


Verbal communication is using sounds, noises and words to express yourself. It is very easy, cheap and one of the most effective ways of communication. It can be used to explain things clearly and also a way to express your emotions. It can be more effective than a non verbal communication at times. Verbal communication is one of the main methods that form and break workplace relationships for example a relationship can be built by one expressing how they enjoy another colleagues presence but this can also be misunderstood and some may think that it is creepy and may decide to stay away from this colleague. When someone is unsure of something, verbal communication can be used to clarify thing, it is a good way of passing on any messages or missing information. By using this communication in the workplace colleagues can get to know each other, listen to each other and become more understanding. It can give people the opportunity to express themselves and explain their views and opinions which can make it a better workplace environment. Employees can use verbal communication to persuade the employer that they are worthy of a promotion. Verbal communication can be used to carry out presentations and meetings at work. The verbal communication may change based on the environment so for example at work you would speak with a different tone, you would be more professional and watch what you say whereas at home if you were speaking to a child you may sound more bubbly and mimic a child’s voice.
Non-verbal Communication



Non Verbal Communication   

Non verbal communication is using communication methods such as eye contact, gestures and postures, facial expression, raised/volume in a voice or a speed or different tone of voice. These can be used to show signals and directions.  Non verbal communication can be seen through an individual through body language (kinesics). This type of communication can be used when presenting a meeting or presentation at work. Non verbal communication is very important it can be used for sign language for deaf people at the workplace. It would help us communicate. Non verbal communication regulates the flow for communication and provides feedback to the other person such nodding to a question or sighing which can suggest that someone is getting bored of the conversation. Some research shows that 70 to 80% of communication is non-verbal. Non-verbal communication has a significant power of the outcome of your communication. Sometimes verbal and nonverbal communication may not match for example if you asked a colleague how they are and they respond that they are fine however their facial expression and emotions show otherwise. This is when you would question them. I use non verbal communication when I am holding team meetings; I use my fingers to point at the slide shows when I am using a presentation. I also hold a good posture so that I can look professional and I use hand gestures so that I keep my team alert.
Reflection on own communication skills
I carried out a self assessment test where I had to answer ten questions to help me reflect on my own communication skills. This helped me look at my own skills from a different view; it helped me evaluate what communication skills I currently have and which ones I lack. It also helped me score which skills were my strongest and which ones were my weakest. I created a bar chart below which includes my answers. 
By doing this test I realised my lowest score was on this was eye contact; I find it hard to maintain it because I have low confidence. I now know I need to improve on this. My highest score was on my tone of voice because I speak in the correct tone based on the correct audiences and environment. I also speak with clarity and make sure I keep everyone engaged.
Personal Development plan
I produces a Personal Development plan below and used the SMART Objectives. (Doran,1981) this is to help me plan clearly and help me measure my results. This will help me review my performance.

S – Specific

M – Measurable
A – Achievable
R –Realistic

T- Time bound

	What do I want to do?
	 How will I do it?
	Result
	Date completed by


	Gain confidence 

	By interacting more in class activities and discussions

will enrol onto a course
	 Receive feedback and a certificate 
	31/07/2019

	Give eye contact 


	By practicing when talking to colleagues and classmates
	Receive feedback from colleagues and classmates
	06/06/2019

	Debating

	By being more involved in discussions and meetings
	By receiving feedback from my manager 
	28/05/2019
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