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Introduction
In this assignment I will be writing a report on what communication is and the importance of selecting the right level of formality in a workplace. This report will discuss the relevance of the communication cycle and theories of motivation introduced in my personal workplace. I will cover the effectiveness of verbal and written communication and why it is important to communicate to a high standard. I will also share my own experiences in my workplace and the feedback received on how I can improve my personal skills. 
What is communication?
Communication is an interaction that includes the exchange of words, feelings and ideas from one person to another (Anon, no date). This process involves a sender and a receiver with two or more people to create an understanding of each other. Communication involves the exchange in signals; this can be verbal or graphic. It also involves using codes that are done with eyes, body language and tone of voice (Fatimayin, 2018).
The importance of the communication cycle in management
The communication cycle is a six step process for sending, processing and receiving messages these steps include:
Sender- the person expressing a message
Encoder- the process of transforming messages into signals
Channel- messages being switched into signals which can be passed into different channels such as telephones.
Decoder- signals being deconstructed into messages.
Receiver- the person the message is being sent to.
Feedback- when a receiver asks the sender for confirmation.
(Communication theory, no date)

The communication cycle is important for the effectiveness of communication in management because it allows you to remember everything you want to present. The communication cycle is important to use when delivering important information during emails, speeches and presentation. Managers use this six step cycle as a checklist to ensure they target the right audience to convey their message. The communication cycle also allows managers to learn from the feedback they are given from the receiver which initiates affective communication between the employee and manager (Argyle M.1972)



The levels of formality in management 
Choosing the appropriate tone when talking to a manager is very important because its shows respect and professionalism. This allows the manager to create a good impression when meeting for the first time, this will maintain a positive and professional relationship. Selecting an appropriate tone when communicating is important because it can create a different interpretation of what’s being said, for example a person can say the exact same sentence but if the tone of voice is not correct the receiver can take it the wrong way. 
(Aron, 2023)
Selecting appropriate language is important when communicating because it will help covey your messages and ideas clearly and respectfully. Mangers will keep in mind a person’s age, culture and language before communicating with them to allow full understanding, this is done by selecting an appropriate choice of words. (Nair, 2023)
The level of formality in a work Place is important because it creates professionalism and maintains an appropriate relationship between managers and employees. It is important to be aware of your body language, eye contact and gestures to show you are listening. 
(Anon, no date). 
When I talk to my manager, I ensure that I speak with a level of professionalism and always maintain eye contact. This allows my manger to see that I am engaged in our conversation. I would also select the appropriate language when talking to my manager to show respect and acknowledgment. When talking to my manager, I maintain open body language to make myself more approachable and to show engagement in the conversation. On the other hand, I would speak to colleagues in a more relaxed tone with a different choice of language as it is more of a friendly relationship rather than a professional one. 
Communication methods in my workplace
[bookmark: _GoBack]In my workplace we communicate both verbally and through a social messaging application. This allows everyone within the company to provide their input and raise any concerns they may have. We can also contact the store directly if we have any short coming issues which may cause a strain towards the business performance. I believe communicating face to face is more of an effective way to communicate because you can create a better understanding of the conversation. This can be done by assessing the tone of voice being used and the body language received by the third party. By doing this, I am able to understand the severity of a situation being presented and determine the potential approach required by myself. When I communicate face to face I am able to ask my manger as many questions as I need and I am able to have a clear understanding of what is expected of me. Communicating face to face is not always an option in my workplace, therefore, the use of app allows me to send and receive messages. I believe this is a less effective way to communicate because not all messages are answered, and the approach can be interpreted incorrectly. There have been previous occasions where dates are not correct on messages and can provide false information; this can be detrimental and raise many concerns based on the importance of the information provided. I personally believe a good way to communicate in my work place would be to hold online meetings where you can chat online on a zoom call. This could provide all staff to understand information to a better context and be able to interprete conversations correctly as we would be able to hear the tone of voice being used and see the facial expressions. This could allow employees an opportunity to engage in various discussions and provide their input on what they believe would be beneficial to apply towards the business. By allowing everyone to be involved in the conversation, more ideas can be potentially raised and different strategies can be bought forward which could overall enhance performance in weaker areas of the business. It also allows employees to feel like their opinion matters towards the company, which in hand, motivates the employee to strive further.
Theories of motivation in my workplace
To make staff feel motivated during my work place my manger has introduced associate of the month, this allows staff to feel encouraged and motivated to try their best during work. My workplace allows me to keep motivated to do my best because they allow us to win gift cards every month, this allows me to want to do my best and make sure I do everything that is required of me. Providing staff with gifts when they do well allows them to work harder and be more motivated because it makes them to feel appreciated and recognised for their hard work. My workplace also allows customers to give feedback, if we get recognised we also receive gifts, this motivates staff to try their best because reading positive feedback makes you feel good about yourself and motivates you to try your best. 
Principle factors that can affect performance in a workplace
There are several factors that can affect the performance in a workplace this can include:
Relationships with colleagues- Interaction and relationships with colleagues can have a major impact on your mood and feelings towards work. If there is negative relationships in work it will cause a decrease in mood and cause isolation, this makes work life harder and less motivating. Feeling accepted in work will allow employees to get to know each other and understand each other better 
Relationship with management- Having a positive relationship with management will allow employees to be open and honest with their needs, thoughts and feelings. This allows employees to feel more comfortable and secure in their work environment.
Learning and development- For employees to feel they are doing well managers will offer feedback to encourage staff to understand how they are doing and how they can do better. If staff are not given feedback they will not be able to develop and strive in their career
Personal life- Studies show 47% of employees that have personal problems are affected in their work life, the problems affect their performance and attitude in work. Personal challenges will causes lack of concentration and enthusiasm which will cause a decrease of motivation in a workplace
(McKinley, no date)

Methods of motivation in my workplace
There are several theories of motivation that explain why people act the way they do. My workplace displays the theory of Herzberg’s motivation-hygiene theory. This theory is known as a two factor or hygiene theory. Hygiene refers to the work environment such as conditions, wage and relations. Motivators are the factors that encourages employees to work harder which includes recognition and achievements. The two factor theory states the factor that can affect an individual’s satisfaction and dissatisfaction, both factors impact employees differently. The hygiene factor are the key properties that satisfies basic needs. Motivational factors are the key elements to motivate people to stay and grow in their role. (Lyer, 2022)
In my workplace the Herzberg’s motivation theory is implemented by displaying both hygiene factors and motivational factors. The hygiene factor is shown through providing:
A fair wage- The Company financially supports employees with a wage they are satisfied with. This keeps employees positive and happy to work for the company.
 Good working conditions- The Company provides a large lounging area for employees to take breaks. The area is always kept clean and tidy, the lounge also provides a snack and hydration station which satisfies employee’s needs. 
Job security-The employer offers permanent contacted roles to provide a sense of security to all employees. If circumstances change for an individual, the company is open to flexible working arrangements
 Supervisory practices - At my work place there is always a duty manager available as well as a team leader. This is to ensure the business is operating correctly and all employees are offered support if required. 
My workplace also provides a motivational factor by:
Recognising accomplishments- If performance targets are met or exceeded employees are shown appreciation by being rewarded associate of the month, followed by incentives such as complimentary gift cards and boxes of chocolates. Quarterly reviews are conducted to assess the performance of every individual, if the managers are happy with an employee’s progress within their role benefits such as additional annual leave is granted. 
Variety or tasks- Employees can be offered different tasks during a shift to provide a variety of duties to be conducted. This is useful as it offers a wider work balance and allows the opportunity to improve on weakness on certain aspects within the job role. This can be beneficial to both the employer and the employee as it can create efficiency for the business and increase the employees’ current capabilities.
Interpersonal relationships- My job role provides the opportunity for employees to build personal relationships. This can be applied through group tasks which requires continuous communication across various employees. The company also provides us with an application that can be accessed via our personal mobile phones which allows us to communicate directly outside of the workplace. This is useful for building bonds between one another and providing support when required.
The above points have impacted my approach to my work ethics by motivating me to try my best and maintain a positive attitude towards work. By providing a balanced work environment I feel comfortable around my colleagues and can maintain a positive approach towards my job. This is identified though the various factors highlighted above and makes me feel confident that I am able to perform as required and exceed my personal strengths and develop my current weaknesses. These techniques have given me the opportunity to maintain and exceed my personal targets providing me with a sense of job security. I am able to continuously improve my current capabilities day by day which keeps me motivated and keeps me wanting to achieve more. By acknowledging that I have a permanent role in this company I am able to confidently financially support myself which overall encourages me to achieve to the best of my potential.
Personal development criteria 
I have both short term and long term targets when it comes to my communications skills. I have created a criteria to make sure that I communicate efficiently. This includes talking loud and clear, with an appropriate choice of words, making sure I always conduct a welcoming tone of voice and show open body language. One of my targets include maintaining eye contacts when talking to customers; this will allow customers to acknowledge my full attention. It is important for me to maintain a friendly tone of voice especially with unsettled customers, this helps deescalate situations and assists me to sympathise with them. Another key point for my personal development is that I always try to ensure I build rapport with customers as it provides a sense of security for the customer and offers them a welcoming experience. I believe this is essential both long term and short term as it can help build personal relationships, make the customer feel they are appreciated and potentially impact the business revenue overall by creating a returning customer. I check in with my team leader every hour to provide updates on my progress on my day to day tasks. If I am exceeding my day to day role I offer to provide assistance to my colleagues who may be struggling with their tasks to improve efficiency of the business.
Feedback received regarding my communication skills 
I have conducted a personal review relating to my communication skills. I received feedback from both my manager and colleagues about my level of communication skills highlighting both my strengths and weaknesses. I have been informed by my manager that I speak with a polite tone of voice and always maintain good posture, this allows her to feel comfortable to have a conversation with me and be able to provide me with feedback and allocate my tasks accordingly. My manager has advised me I could improve on maintaining eye contact throughout a discussion. She has informed me that it can be distracting and can make it seem like I’m not entirely invested in a conversation demotivating her when explaining information to me.
In my job there is very little written communication but I have been advised by colleagues that when there is written communication, I often make spelling mistakes which can cause confusion and be misleading to the point I am trying to make. This can lead to an uncertainty in the tone I am attempting to present and I feel like it creates a general impact to discussions that are carried out. I tend to keep communication face to face however during our few written communication events, I do analyse each conversation held out and attempt to match the criteria required. Some discussions can be interpreted to be informal and in these situations the conversation can be carried out at a relaxed tone and informal manner. However, in cases where information is presented, I am able to identify the tone of the situation almost immediately and correspond based on the information requested or shared. I have been informed that I am able to identify the severity of topics discussed, and if an urgent response is required, I am available when required to apply my input. I have also been informed that my availability to contact me is appreciated; outside of work hours I tend to ensure that I keep up with business communications and update colleagues when required providing them brief information on the most recent events within the business. This was highly appreciated as not everyone is easily able to access the online communication methods the company provide, so my colleagues have really pointed this out to be a great factor relating to my written communication approach. 
Personal development plan
	What I want to do?
	How can I do it?
	What resources will I need?
	How will I measure success?
	Target data for review

	Maintain eye contact
	Practice holding a conversation holding eye contact throughout.
	This wouldn’t require resources as it is a physical aspect of communication.
	I will record feedback given about my communication and schedule regular meeting with my manager to assess if I am making improvements.
	To Receive positive feedback and feel confident to maintain eye contact throughout conversations. 

	Written communication
	Ensure I spell everything correct by proof reading to allow accurate information to be shared.
	I can use a spell check app on my mobile phone to allow any mistakes to be identified. I will also proof read to allow all accurate information to be spread.
	I will receive feedback from colleagues to record any improvements being made and will check in with colleagues to make sure information is understood correctly.
	First contact resolution, this will avoid the opportunity of further misunderstandings and maintain positivity within the workplace.



I have created a personal development plan based on the feedback from my colleagues and manager. This personal development plan will allow me to improve my communication skills, and allow me to feel confident when communicating. My criteria includes:
Eye contact- When holding a conversation I will always ensure I maintain eye contact. This will allow the receiver to feel a sense of understanding as it shows I am engaged throughout the conversation.
Written communication - When using written communication I will always make sure I proof read to allow my spelling to be correct. This will reduce any form of misunderstanding and maintain accuracy in information shared
Conclusion
In conclusion I believe strong communication is a key factor for a business’s operation as it plays a vital role between various stakeholders. The adaptation of various communication levels is an essential factor as it differentiates the level of service required between conversations. Overall, my personal desired method of communication is verbal as I am able to assess various factors of a topic through things such as tone, body language etc. 
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