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(Shannon and Weaver, 1949)
The importance of communication in the workplace is detrimental to the company being successful or not, The Shannon-Weavers model of communication that was written in 1949 in there book called The Mathematical Theory of Communication , they say the communications can be broken down into 6 key categories that will help to communicate within the workplace these are 
· Sender 
· Encoder 
· Channel 
· Noise 
· Decoder
· Receiver
This model is also known as the ‘information theory’ but they would also refer to it as the Shannon theory as they were developing it. 


This modal is explaining on how to communicate properly in the workplace and what happens when the message is misunderstood by the receiver this can have detrimental effect on what the receiver does or doesn’t do, when the receiver has been given a message that has either not been said or text or emailed in a clear and informative way the receiver will not be able to understand or perform what the sender wanted them to do, this will then have an effect on the receiver as they have not been able to do or complete the task that they have been asked in a poor way to do.
 Or if the message has not been received at all by the receiver because of the noise then this will not be good for the sender or the receiver because neither would know what the other would be doing. The noise is when things like loss of signal or bad WIFI occurs and communication is down between multiple parties and sometimes unknown to each other this is happening. 
These situations can be overcome by all parties having a system in place so that everyone knows what their job is to do so that communication can be simpler and people will always understand, forms of channels that can be used such as whats app of a company made service that only employees have access to will help make sure all communication between everyone is in one place and not over multiple platforms.
Tuckman
Dr Bruce Tuckman published in 1965.
A developmental sequence in small groups and applied this analogy to the building and progress in the team structure. Applying the team building challenges to bring together a person’s traits to place them at the best place for them within the team to let the team succeed.
FORMING
A team is assembled, and a task is supplied to them. These individuals will probably not know each other and will not understand the structure of the team and will be unsure of each person’s role within that team.
STORMING
As the task starts, different people will show different attributes, from ideas to lethargy. Some may not want to contribute at this point, possible nerves as this is a new group or they may not be ideas people. Different ideas may come up and some may argue, this is when the leader of the team must make decisions and look at how the group in these first discussions are unfolding, choosing who to use to direct the flow of conversation and for ideas to flow.


NORMING
The leader now has to decide how best to allocate the roles around the team to best get task underway. This may change as the team acquires knowledge of each other, and an increase in trust in the working relationship develops between different members of the group.
PERFORMING
Each member has got to know each other and will gain confidence in each other’s roles within the team structure, rules will be in place to ensure best working practices and the completion of the task will be all consuming practice.
AJORNING (added at a later date)
The team has been developed and used for a task that it has been given. As the task is completed the team may have to spilt apart and relationships that have been built are now forced apart. Some can find this difficult to move on to different group or even place, and even grieving may take place.
Therefore 

Belbin
Belbin and others in the 1970s, (Belbin 1980), suggested that two factors of team building and important.
1. Knowledge, so that a team member can contribute to the group.
2. Skill and ability that the individual can bring and complete task.
 Belbin suggests that there are nine defined team roles. To each of these he has given strengths and weaknesses. What he calls Allowable weaknesses.



Belbin and his associates concluded that the more the teams reflect on the roles to get to the team to the best complete the task the better the outcome.



Scramms model of communication
Wider Scramm Model from 1954
Derived from the Osgood model, a circular form of communication. He emphasised that information is of no use unless it has been, with thought, put into words to be received by others. ENCODING plays a very important role, because it initiates the process of communication by converting the thought into content. And that DECODING is the understanding of the information that has been communicated.
Stating 6 elements of communication, source encoder, message, channel, decoder, receiver, he added field of experience, this idea changes based on experience, beliefs, values and learnt meanings. He suggested that the messages can be complicated by different learning or decoding by different people. Schramm suggests that messages can be denotive, which is the literal meaning or can be connotative, using personal or emotive feelings that can change interpretation of a message.
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Looking at the communication I used in my presentation I think that I lacked and did well in certain areas, I think that I did well when looking for the information to include and making  sure that I used the C.R.A.A.P to make sure that the information I was using  was relevant and accurate, this then made sure that all the information I was conveying to the people whom i was presenting in front of was correct. But what i didn’t do so well on was the talking, i am not a confidant person and do not enjoy standing or speaking in front of others, this made ma=e very nervous and i think that made me rush I little therefore causing me to stutter, get lost in what i was saying and causing me to get frustrated and upset. These are things i need to work on going forward in wanting to be a manager.
When taking the mindtools assessment online, I was asked 15 questions about my descriptive and listening skills. On scoring 46 out of 75, and this is the feedback that I received “You’re a capable communicator, but you sometimes experience communication problems. Take the time to think about your approach to communication, and focus on receiving messages effectively, as much as sending them. This will help to improve your ability to communicate”
I think that this is very accurate to me, I think that I am very capable of communicating to others but when I am put in a situation with a lot of people I tend to shy away and this causes me to become nervous, frustrated and overwhelmed. These are things that I need to work on a build my confidence before stepping into a role as a manager or leader of a team.
I also tend to be able to communicate better with people that I have known for longer as I feel more comfortable, but this also has a downside because when I feel too comfortable I tend to stay and not push myself, my current job for example. I am a supervisor in the fountain inn where I have worked for 5 years since I was 17, but now being 22 a lot of people have told me that I need to move onto something else as it is a family run business and I could never be a manager,  but I have found this very difficult as I am comfortable with the people and the environment I work it, but I do understand that I need to communicate to my manager that i need to do what’s best for me and my future in the hospitality industry. 



   









[bookmark: _Toc9181648]Gap Analysis

	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?

	Become a manager of a restaurant  



	I currently supervise at a successful restaurant 
	Experience and learning
	Doing this course while having a full-time supervisor job is helping me to experience and learn 

	Complete my first year of university 
	Completed 8 months of university 
	The ability to focus on the work with distractions of work and covid 19
	Try harder to focus and set aside time where i can switch off from the world and complete university 
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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?

	First year of University 
	To complete all assignments and get a good overall grade 
	When I receive my final grade for the year 
	August 2020
	My tutor 

	Become a full-time manager of a restaurant 
	To start somewhere fresh, so that i can start to build myself up in my career  
	When I get my first job as a manager 
	June 2021 
	For my current boss and tutor to help me understand what it takes to be the best manager possible  
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Your total score is: 45%

Based on the answers you provided your interpersonal skills are below average. You should spend some time developing and
practising your interpersonal skills — this is likely to lead to better and more successiul relationships with other people, at home, so-
cially and at work or school.

Listening Skills
Your score: 46% (Average)

(You rated your listening skills as: Average)

Based on the answers you provided your listening skills are average. You may have picked up some bad listening habits or never
previously thought about the active processes involved in effective listening. Although your listening skills are OK, you should think
about developing them further by consciously practising effective and active listening.

See our pages: Listening Skills and Active Listening for more on developing listening skills.
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Emotional Intelligence

Your score: 47% (Average)

You achieved an average score for the emotional intelligence part of the assessment. Emotional intelligence is a measure of how
well you understand and deal with your emotions and the emotions of others. Developing a better awareness of emotions and un-
derstanding why you and others behave in certain ways will enhance your interpersonal skills. It is worth taking some time to under-
stand and improve your emotional intelligence as it could be the most important aspect of personal development. Research has
shown that people with higher emotional intelligence enjoy more satisfying and successful careers and relationships.

See our pages: Emotional Intelligence and Counselling for more information.

Verbal Communication

Your score: 45% (Below Average)

(You rated your verbal communication skills as: Average)

Your verbal or spoken communication is below average - you should probably think about ways which you can practise and improve
your verbal communication. Your verbal communication skills may be a result of low self-esteem or over-confidence, this is some-
thing that you will be able to recognise in yourself. Over-confident people may use unfamiliar language or jargon when speaking to
others, making them difficult to understand. People with low self-esteem may not feel able to confidently communicate their ideas
and opinions. It is also possible that you have been overly self-critical in your assessment - ask a friend or family member how they
rate your verbal communication.

See our pages: Verbal Communication and Effective Speaking for more information.
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Communicating in Groups
Your score: 41% (Below Average)

Based on the answers you provided you are not particularly confident about com-
municating in group situations and your score is below average. In most careers,
and while at school or university, there will be occasions when you need to partici-
pate effectively in a group situation. When possible, you should work on building
your confidence around other people, and practise communicating in social and
family settings. You may find that working on your verbal communication and listen-
ing skills will also help to boost your confidence.

See our pages: Group Cohesiveness and Self-Esteem for more on developing your group working
skills.
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You need to keep working on your communication skills. You are not expressing yourself clearly and you may not
be receiving messages correctly, either. The good news is that, by paying close attention to the way in which you
communicate, you can improve your effectiveness at work and enjoy better working relationships with your
colleagues! The rest of this article will direct you to some great tools for improving your communication skills. (Read
below to start.)

You're a capable communicator, but you sometimes experience communication problems. Take the time to think
about your approach to communication, and focus on receiving messages effectively, as much as sending them.
This will help to improve your ability to communicate. (Read below to start.)

Excellent! You understand your role as a communicator, both when you send messages and when you receive them.
You anticipate problems, and you choose the right channel to communicate. People respect you for your ability to
communicate clearly and they appreciate your listening skills. (Read below for more.)
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Your Score is 46

Create a Login to Save Your
Results...
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