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Explaining the relevance of communication cycles in management 
A communication cycle is a process relaying information between a sender and a receiver verbally or non-verbally. It is a tool used to discover what all team members can do well and what needs to be improved when passing on  information. Information to  be communicated to managers who is turn can communicate plans to then implement them to the rest of them team.  Efficient and effective communication contributes to success in many ways –
· It builds employee morale, engagement, and satisfaction.
· Improves working/personal relationships.
·  Good  to achieve team goals. 
· Resolves misunderstanding in a respectful manner . 
· Minimizes mistakes.
· Bridges gaps causing conflict. 
Likewise there are also many barriers to communication including –
· Personal 
· Language 
· Linguistic 
· Content 
· Environmental 
· Perceptual 
· Psychological 
· Physiological 
Communication comes in many different forms including- 
written communication – is a written message between two or more people, it is known to be more formal than other communications enabling it to be used for long distance communication. Written communication can include email, letters faxes, memos etc.   
visual communication-can be an easier way to illustrate a message using mind maps, pictures, presentations, tv, images and screenshots. It can save time using an image instead of pages of writing and is a good use to people that have difficulty in reading.
verbal communication- is an effective way of communicating where both the message sender and receiver are available during communication allowing immediate feedback. It can also help express emotions into words. 
Non-verbal communication – can act as a barrier to communication as the receiver/sender may not understand what is being communicated leading to getting the wrong message. There are many skills that explain information without the use of spoken or written communication. waving, eye contact, sign language, smiling, handshakes, body language and braille are all examples of non-verbal communication. 
I have researched a few communication cycles myself to gain a better understanding of how they are used and for what purpose they are used. The models I used were -
The Berlos’s SMCR (sender, message, channel, receiver)model 
Shannon and weaver model of communication ( sender, encoder, channel, decoder, receiver) 
osgood-schramm model of communication

The Berlos’s model describes the different components of basic communication skills. It’s made up of four different components – sender, message, channel, and receiver. This cycle emphasises the coding and decoding of the message and is meant for more efficient communication  model believes “that for effective communication to take place, the source and the receiver need to be on the same level”  (“Communication Theory 2014”). Many people will undoubtably argue that the quote is untrue as people aren’t always on the same level and that’s were communication goes wrong and messages won’t be received in the correct concept. I Have also noticed that this model doesn’t offer a “feedback” option resulting in only one way communication. ( See appendix A)

The Shannon and weaver model of communication is known to explain how messages can be misinterpreted while in the process of sending and receiving. It shows how communication works in seven  different steps- 
Sender/ information source – this is a person who produces a message 
Encoder/transmitter - encodes the message to signals 
Channel –signals are adapted for transmission.  
Decoder- reconstructs the message from the signal.  
Receiver – the person that receives the message and gives feedback to the message 
Noise – Distracts external barriers for example background noise, people, car beeping to enable the receiver can get the correct message. there are two types of noise. 

“internal noise-   Internal noise happens when a sender makes a mistake encoding a message or a receiver makes a mistake decoding the message
external  happens when something external (not in the control of sender or receiver) impedes the message”  (Drew, 2019)
this model cycle is the best one I find to use as it breaks it down it different steps, distracts noise while also offering feedback. (see appendix B) 
("Shannon and Weaver Model of Communication", 2023) 

osgood-schramm model of communication- The Osgood module is a module where communication between the sender and receiver works in a circular way implying that both the sender and receiver continually share information and ideas so each person acts as both a sender and receiver, for communication to be effective the two have to understand the message. when a sender sends information to a receiver, the receiver must interpret it correctly for the sender and provide feedback or reply properly. Any communication in which the sender does not get feedback is incomplete and hence unsuccessful. This model does not talk about semantic noise and it assume the moment of encoding and decoding. (See appendix C) 
Osgood- Schramm Model of Communication. 

Importance of selecting appropriate tone and language in management communication.
Communication comes in a variety of  different forms including verbal, nonverbal, sight, sound, taste, smell and touch. Whilst communicating with staff members its importance to use the correct tone, body language and channel to give a clear direct message, honest communication, positive working environment, team effectiveness and resolves conflict. As a management its important for myself to know the different communication traits and when to use it. Here are the different types of communication that is used within a work setting – 
Tone  - the way its said is just as importance as the context. two people could say the same but if it’s said differently the message can be taken differently. talk using clear well planned communication so the message is clear using a kind, calm quiet tone. If someone has just received bad news for example-:  losing their job the likelihood they are going to be angry, upset, speaking badly and shouting. staying with the same calm assertive tone and showing empathy in this situation will bring the person down to the same level. Where an assertive conversation can take place. 
body language- as studies suggest body language  is more important than what is being said,( what is said 7% voice or tone 38% gestures 55%) Covey, 2004 . what people will see the most is facial expressions, eye contact, hand movements. waving arms could be intimidating offensive crossed arms may mean defensive. 
Using the correct channel at the correct time e.g emails, phone calls, face to face will help staff members understand the message- example if someone is losing their job, they should be taken into a private room and spoken to face-to-face. Telling a person unwelcome news with other team members present could insult them and make them angry. Likewise sticking a post-it note on their work station is not an effective way for them to find out. 
Effectiveness of verbal and written communication 
Verbal Communication requires both a speaker to transmit the message and a listener to make sense of the message. For it to be effective the message should be professional, informative, relevant, clear, using a “passive” voice, thinking about the perspective of audience will help enhance mutual understanding, and  body language should mirror the message being sent. Verbal communication is easier to communicate, feedback is faster, it saves time, opens up conversations allowing others to speak/ ask questions and get involved. Communicating in an appropriate professional way helps build trust, improves relationships, increases engagement and resolves any conflict. Verbal communication in my work place is needed as its a fast paste job that requires instructions to be given and understood quickly to enable to team to work together knowing what each person is doing. 
Written Communication- 
Is less impersonal more formal than verbal communication, it creates a permanent record of evidence, it can be used as a legal document, can be sent to many at the same time, it allows the receiver time to think before responding, It can develop and enhance an organisations image. When sending written communication attention to detail is needed don’t use bad grammar, spelling, punctuation slang bad language, and keep the message professional, clear, simple, courteous. My business doesn’t tend to communicate via written communication unless it’s something that needs to be documented.
Theories of motivation 
Motivation theory is what drives a  person to work towards a particular goal or outcome. Being a manager, my motivation is to have a successful business, have good staff members to help the business grow, have money, a good reputation, work/life balance gain personal satisfaction , attend training to better myself and team, inspire employees need for achievement, praise, opportunities. 
Factors that may affect performance and motivation
Bad management, low mood, management not listening/paying attention to staffs concerns/needs,
Dishonest unclear communication,  personal factors. 

[bookmark: _3whwml4]Own communication 
To help me assess my own communication skills I sent out a skills questionnaire to my staff members and from the findings I have learned I can communicate confidently on a satisfactory level face-to-face most of the time but I tend to talk to fast, my concentration levels are low so I forget what have been said,  get very easily distracted from what I’m trying to communicate and don’t get straight to the point.. Also, I tend to pick up on the negatives and take things personally. Body language comes across as friendly, open, and honest with good eye contact.  
when it comes to written communication I lack experience in my writing skills with spelling, grammar, and punctuation. Which misreads the way I am trying to communicate and unable to get the message across in the right context.
From the results I’ve concluded I need to focus on my concentration skills, get straight to the point, talk slower, listen to what’s being said, write things down not to forget and most of all  to better my writing skills to enable me to communicate in writing that can be understood, come across the way it should and not aggressive. 
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	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?

	Enable myself to communicate more effectively and process information. 




	Take things the wrong way before listening. write things down to remember and process. 
	speaking before thinking and saying the wrong things. Leading to upsetting people and conflict. The speed I try to communicate. 
	Listen to what people say appropriately. Think about my response before answering and choose my words wisely. 

	Improve my non-verbal communication 
	Keep good eye contact, use open body language, allow people space.  
	Understand how people express themselves with non-verbal communication (facial expressions, eye contact,  and body langue) 
	Appear approachable, use open body language not closed, like crossing arms Control facial expressions. control my emotions and stress. 

	Respond at a reasonable time, in a suitable manner.
	Respond but too late 
	Time, being “blunt” that comes across as rude.
	Set time aside to respond in busy day-to-day life. 

	Lower my tone of voice so I don’t sound like I’m aggressive and shouting. 
	Notice that I’m very loud and sound like I’m shouting. 
	Don’t realise how loud I am or my tone of voice. 
	Lower my tone of voice and speak slower. 



PDP

	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?

	Improve written skills. Punctuation, grammar and spelling. 
	Pay more attention to what I’m writing. Have better grammar and spelling.
	Ask for feedback.
Have more confidence. 
	ASAP short term goal 
	Double Check
written work after completing before sending. Get a second person to check over documents.  use a spell check on laptop. 

	Understand nonverbal communion skills. 
	Look at people’s body language, make eye contact, be patient. 
	Ask for feedback, think about my own body language and the way I present  myself. 
	ASAP short term goal that will change how I act long term 
	Courses, watch podcasts, ask for feedback.
Pay attention to everything going on around me.

	Focus on concertation skills 
	Write things down not to forget.
don’t let my mind wonder.
Stay calm 
Listen carefully and take it onboard. 
	Understand myself, 
	Short term goal 
	Carry a diary to have at hand. Take time out when feeling stressed. 
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Berlo's SMCR model of communication. Communication Theory. 
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