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[bookmark: _1ci93xb][bookmark: _Toc130557130]INTRODUCTION

The purpose of my work based report is to discuss, evaluate and show my understanding about two big skills needed in management which are communication and motivation. I will be going into detail of the varieties of communication; this includes the relevance of a communication cycle, the importance when picking an appropriate tone as well formality and to assess the effectiveness of written and verbal communication. In this assignment I will compare and contrast motivational theories and pick one of the theories which I think is relevant to my workplace. I have collected feedback from my colleagues regarding my communication style at work and how I can improve them in order to make my communication more effective. Lastly, I will evaluate my own communication skills as a manager, what skills and qualities I have and what I can do to improve on the fields that makes a great manager at workplace. I will present a personal development which is catered for me to excel in management. 
[bookmark: _Toc130557131]COMMUNICATION  

[bookmark: _3whwml4][bookmark: _Toc130557132]Communication Cycle 

The relevance of the communication cycle is significant for effective communication in management in todays society as it an essential for a workplace to be productive and be the most efficient in a professional way which is carried out in a cycle with 4 phases created by Wilbur Schramm in 1954. With the success of utilising this cycle, an organisation will be able to flourish in achieving its aims and objectives. 
[image: ]
(OSGOOD- SCHRAMM MODEL of COMMUNICATION, 2010)

The communication cycle is fundamentally a visual presentation which exhibits the process in where a 1 on 1 or more in how information and communication should be dispatched. The message is the goal of what is needed to another worker. This could be carried out through a business meeting conference, a zoom call, an email, or via any suitable channel. The message is the purpose of the meeting and the task to be carried out. The encoder is the sender of the message which could be a manager or teacher in today’s world. The student or the employer is the decoder which receives the message. How the encoder receives the message or task is the interpreter phase. The communication cycle can be carried out through writing an email to colleague, giving training to a new co-worker or presenting an important pitch in where you must communicate effectively and clearly for your message to come across. The relevance of the communication cycle for effective communication in management is significant as it ‘helps you to ensure that you don’t forget anything essential the first you present it’ as well as ‘maximize its impact’ (MindTools | Home, 2023). This supports the relevance of the effectiveness of the communication cycle within management as it allows a lay out for an individual to thrive and utilize their greatest potential when signalling a specific task which needs to be sent across co-workers which could be a big settlement to the job organisation. This could also be a mechanism to see whether an employer has communication skills and to analyse where they could improve. In hindsight, applying the communication cycle can overall benefit a work force in the long term as it can boost employee morale, allows all voices to be heard, authorise further team collaborations and ultimately a mutual understanding in a work environment. 

[bookmark: _2bn6wsx][bookmark: _qsh70q][bookmark: _Toc130557133]Appropriate tone, language, and level of formality 

It is very important to have effective communication skills at workplace as this will either create a positive impact or negative impact depending on the tone and language you use. 
For example – in my workplace whilst having a disciplinary meeting with a member of staff if I as a manager raise my voice and use an aggressive tone also using negative body language, have no concern towards the other persons feelings it will manifest a negative outcome and have an impact on the individual making them feel like they are getting violated or insulted or some may even feel like they are getting bullied. Also, it will affect the personal and professional relationship me as manager will have with my team member. Whereas if I am speaking calmly and clearly, being an active listener whilst they are giving their reasons, showing empathy and sympathy as well as giving advice on how to avoid further disciplinary meetings it will show my member of staff that I am understanding and invested in their personal development, helping them to reflect on how to avoid such situations. The individual will appreciate me as a manager, and they will feel connected and engaged to me. Selecting appropriate tone, language and level of formality in different situations with different people will create a good level of understanding and good relationships at workplace which ultimately results in better performance and productivity from the team.  

[bookmark: _Toc130557134]Effectiveness of verbal and written communication 

[bookmark: _3as4poj]Communication plays a big part within my Organisation as I work for NHS. In healthcare, effective communication within the organisation is important to perform effectively and appropriately. 
Woods, D. (2010) ‘Poor communication between managers and employees wastes time and impacts productivity’,
Verbal Communication Effectiveness 
Verbal communication involves the usage of words with the delivery of the intended message. 
Weekly Catch – up Meetings 
Within my team we have weekly catch up meetings where everyone gets a chance to speak about our work related issues as well as any achievements and upcoming events or projects. Having these weekly meetings face to face is very effective for our team as we get to discuss tasks and how we can succeed as a Team. It is important that everyone has the chance to actively participate and contribute to the discussion. It is an effective form of communication because we can project ourselves clearly and accurately. We as a team can engage more productively if we are meeting on a weekly basis. This will allow us to come up with suggestions and if there are any issues or concerns it can be dealt with during the meeting or have an agenda for the next meeting. Seeing the person with whom you communicate with face-to-face helps gauge that person’s response by understanding their body language. 
 
1-1 Meetings 
I have a 1 to 1 meeting with my manager in order to go through my progress and how I can achieve higher goals at work. These meetings allow my manager and I the opportunity to strengthen our professional working relationship as well as personal relationship. For this purpose, the communication has to be open, personal and clear. This is effective reason being we both listen to each other and be honest with each other, we speak clear and address any issues we have without hesitance. We both agree on targets and goals together and if there are any disagreements, we both speak about it and try to come to a solution which is beneficial to my manager and myself. 
Written Communication Effectiveness 
Written communication is very important in any workplace. In my organisation we deal with traditional paper and pen documents, letters, reports and emails. The effectiveness of written communication will depend on the writing style, vocabulary, grammar, and clarity. Written communication is most suitable for detailed instructions, documentation, or remote communication. 
Emails 
[bookmark: _2p2csry]I use emails on a daily basis to send communication updates across my whole organisation as well as people externally. It is very common and essential tool for sharing information with everyone at work.  I find email an effective way of communication because it is easily accessible and inexpensive. When we send emails, they tend to be clear, written in full sentences and in a professional manner. 


[bookmark: _Toc130557135]MOTIVATION 
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[bookmark: _Toc130557136]Motivational Theories 

There are a variety of motivation theories when it comes to management in the workplace all of which offers an insight into what drives an individual to achieve goals. In my workplace, as playing a key factor in the NHS, as a HR admin assistant, motivation plays a big role in my day to day roles which can come in many forms but have the same principle of productivity and discipline. The 2 main theories that are relevant to my workplace are the Maslow’s hierarchy of needs theory and the Herzberg’s hygiene theory. 
Maslow’s Hierarchy of Needs Theory
This theory was created by Abraham Maslow, a hierarchy of needs which explains ‘human motivation based on the pursuit of different levels of need’ (Corporate Finance Institute, 2020).  
Maslow interprets that individuals work their way up the ladder. For an individual to allow themselves to move up the hierarchy for each stage, the previous step must be complete at an appropriate level; this enable this theory to be efficient in the workplace. 
[image: ]‌
(Herrity, 2022)
The hierarchy of needs includes, physiological needs, safety, love and belonging, esteem and self-actualization. From the bottom of the hierarchy to the top, goes from the basic level of needs such as food and shelter to being left feeling accomplished and fulfilling your maximum potential. The theory was invented in 1943 which was 70 years ago. 
Herzberg’s Hygiene Theory
The theory created by Frederick Herzberg in 1959 which was broken down to 2 components: Hygiene and motivators being present in the work force for the theory to take place. The first category of this theory, hygiene implicates that an individual’s environment in a workforce influences their drive of motivation. For example, this may include, job security, a fair wage, the co-worker’s professionalism. The hygiene factor exhibits that wage plays a significant role in a worker’s motivation while also earning rewards to play an advantage to one’s career. The second category to this theory is the job titles itself and the height of responsibility given to one to feel accomplished; this drives an individual to maintain their reputation through status and value.
In comparison to the 2 theories, Maslow’s theory is a hierarchy where actions must take place and be created while on the other hand, the Hygiene theory by Herzberg is a theory suggesting that the existing variables within a work environment should be emphasized which results in motivation. 
Furthermore, the Maslow theory may not much relevance in comparison to the Hygiene theory as it was made over 70 years during slavery. For example, the first stage on the hierarchy was basic food and shelter in a workplace but in today’s age, this is no longer a privilege but a necessity, whereas in the time this theory was taken into interest this was a big issue which had to be addressed. However, Herzberg’s Hygiene theory came into action in 1959 which was 16 years later; working conditions and the standard of employment was improved. ‘The workplaces of the 1950s enjoyed intergenerational harmony’ according to (Workforce Management Software News, Blog, and Resources, 2023) and that workers of the 1950s ‘gained a reputation for following rules and obeying authority’. This exhibits relevance to my workplace as the role of organising staff’s payroll gives me motivation as I have a responsibility to this significant role; this supports Herzberg’s theory of hygiene. 
In contrast to the 2 theories mentioned, Maslow solely depends on what satisfies humans needs whereas Herzberg’s theory depends on awards and approvals and bonuses. Herzberg’s theory applies to my workplace as there is a reward system through awards events and bonuses when an individual reaches a target; this motivates me as there is positive outcome for the work I do and that it is valued and recognised. 

[bookmark: _Toc130557137]Principal Factors of Motivation 

There are many Factors of motivation that increase an employee's overall motivation such as strategies, incentives, recognitions and any other elements to perform well and productively in their duties at work. Motivation is the drive to achieve goals and perform effectively. There are two types of motivations one of the being Intrinsic and the other one is Extrinsic. Both type of motivation is important for development. 
Intrinsic motivation (IM) refers to engagement in
behavior that is inherently satisfying or enjoyable
Intrinsic motivation (IM) refers to engagement in
behavior that is inherently satisfying or enjoyable.
Intrinsic motivation refers to engagement in behaviour that inherently satisfying or enjoyable. (Legault 2016). What this means is that intrinsic motivation comes from internally that makes one happy. 
Extrinsic motivation is when people are driven by external factors. Such as recognitions, praises and rewards. According to Legault 2016 “Extrinsic motivation refers to performance of behaviour that is fundamentally contingent upon the attainment of an outcome that is separable from the action itself” (Legault, 2016). 
In the workplace there are lots of factors that affect performance and motivation. Some of these are listed below 
Development – it is very important for workplaces to provide trainings and development opportunities to motivate employees. Development in workplace provides employees to better themselves and improve their knowledge and understanding which they can use to progress in their career. For example – in my workplace we have training and courses which the organisation provides to staff for them to absorb the knowledge and apply for jobs in higher positions. This will inspire us to do hard work in our job role and invest our time in the organisation. 
Bonuses – offering employees with financial benefits will motivate them to go to work and be productive in their role. In my workplace there is always different opportunities which motivates a lot of the employees. Working for NHS there is a system in place where every year employees get increment. Also, during Christmas employees get bonuses every year. This gives a sense of appreciation to employees and makes them feel happy to be working for the organisation. 
Socialising – having a good relationship with colleagues and managers at workplace is an important factor which affects performance and motivates employees. Socialising with work colleagues improves relationship which impacts how they work together. Being a team player and helping each other at work creates a positive work environment and motivate individuals. 
Rewards and recognition – This is an extrinsic motivation factor which motivates people in workplace. Giving rewards and recognising employees work through staff award system increases their willingness to perform well in workplace. 

[bookmark: _Toc130557138]Theories of motivation in my workplace 

Out of the 2-motivation theory mentioned, the Herzberg’s theory has the most impact to my workplace as it is relevant to most work organisations in the 21st century which conveys those rewards are given to employers who perform to a high standard which motivated the individual to thrive in its element. 
For example, the website indeed mentions the Herzberg theory as a guide for ‘motivational boost’ (Indeed Editorial Team) and relates to the main factors of the theory which is relevant in today’s work environment as ‘Indeed’ is a popular and the number ‘1 job site in the world’; this motivates job seekers to find words of wisdom through the Herzberg theory.  The impact this theory has to my job is to when we annually have a reward event to employers who have kept their reputation to an excellent standard through a good work ethic. 
Another example to when the Herzberg theory has applied to me is when some calls and queries from clients have been quite disrespectful. However, I do not let minor issues influence my mood and always try to solve them which supports the theory according to (A Critical Assessment of Herzberg’s Theory of Motivation, 2012), ‘When employees are happy with their jobs, the general mood improves and so does productivity’. 
On the other hand, the Herzberg theory may have a limited impact to my workplace as the need for validation in a workplace could potentially drive an individual to become physically and mentally drained as well as being over worked which could lead to more dissatisfaction and stress to the individual’s well-being rather than productivity. 

[bookmark: _Toc130557139]Feedback on own verbal and written communication skills  

To collect feedback on my Verbal and Written communication skills I asked two of my colleagues to complete a questionnaire I have created with 4 questions to evaluate my styles of communication. This will help me assess the strengths and weaknesses in my communication style. Once I have identified these from the feedback, I will be able to look for areas for improvement. 

Q1. How do you think I demonstrate my verbal and written communication style?
Q2. How would you say I project myself while communicating verbally?
Q3.  How can I improve my verbal communication to make it effective?
Q4. How can I improve my written communication to make it effective?

1- For the first question the feedback I received was that according to my colleagues when communicating verbally, they find that my communication style is relaxed and clear.   I appear to comfortable in saying what I need\want to get across. I would say this is strength for me as being a good communicator requires being clear and relaxed whenever delivering messages. The way I demonstrate written communications are also clear, had good use of grammar and punctuations which make instructions, details and information that I have written are easier to follow. However, my colleagues and I identified that’s to improve the way I demonstrate my verbal and written communication styles I could work on my body language. For example – using hand gestures and eye contact. Having good eye contact while communicating face to face will make me a better communicator. 
2- According to my colleagues while communicating verbally I project myself loud and clear. Also, they believe I have a relaxed tone, which helps put others at ease. To make improvements I will need to speak to a larger group of people and have regular meetings face to face. This will allow me to be confident and not shy away from speaking loudly but not aggressively. 
3- For this question the feedback was that I am always speaking in an assertive tone which makes my communication effective. One way to improve my verbal communication was that I need to make more eye contacts which the person receiving messages from me. Another way to improve is being straight up in giving opinions rather than thinking I don’t want to hurt someone else feelings. 
4- To improve my written communication in order to make it effective we have identified that I need to really know what format the other person prefers to receive the messages in. for example – using charts and graphs when sending reports across will help the receiver understand my information and instructions better and more clearer. 
Overall, all from the feedback I have received I think there is always room for improvements to make my communication effective. I will implement the feedback on my current job so that I can become more confident in my communication style. I have also completed a questionnaire which is designed to help me assess my preferred communication style. By doing this questionnaire I have figured that I am an assertive communicator in my workplace. 
Additionally, to evaluate my communication skills as a manager would firstly be to work as a team, I believe this is one of my many strengths. It is vital that each individual is included in team meetings and follows the correct instructions assigned to them. Therefore, theses key roles would be my duty to carry out and make sure that each task is fulfilled and carried out in the correct manner. In order for specific tasks are carried out on a daily basis as I would form a structured check list for myself and for my colleagues in order to have an efficient daily plan. This would be one my main improvements as it would allow the work flow to run smoothly. Also, another strength of mine is multi-tasking. I believe that multi-tasking is crucial as a manger, being able to carry out several tasks at each given time and making sure that I carry them out efficiently to prevent any mistakes which could lead to further disruption in the work flow. Another strength of mine is that I am an assertive communicator which is a key attribute when working with several different people everyday as well as when stressful situations approach. It is important to remain calm and patient in every situation to avoid any further issues when stressful situations arise. To make improvement on my communication as a manager I would say that I need to be less emotional towards people and situations. Being emotional in workplace would be a disadvantage for me as people would take me granted and some people might not even respect me. To improve my skills as a manager I would attend Manger Training Sessions and courses which is provided by my workplace. 
[bookmark: _Toc130557140]Personal Development Plan 

	What do I want Improve?
	How to improve? 
	What resources will I need? 
	How will I messaure success?
	Review Date 

	Improve verbal communication 
	By being more confident and clear when projecting myself during Team meeting 
	Group meetings/ discussions 
	Gather feedback and set targets for improvement 
	3 months

	Improve eye contact/ engagement 
	By having more one to one meetings 
	Good relationship with colleagues 
	Ask for feedback 
	2 months 

	Have strong emotions
	Not get emotional over little things 
	Attend Manager training sessions 
	Trainings and courses 
	6 months 
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