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Explain the relevance of the communication cycle for effective communication in management.

A communication cycle is important so that the employees can get information from their employer/ manager. For example, the manager may want to ask their employee{receiver} if they can change the day that they are working onto another day, so to do this the sender would need to get that message across to the receiver buy a form of communication, you as the sender would need to choose what form of communication is appropriate for the message. The receiver then decodes the message by deciding if they can do what they are being asked and replies to the message with their feedback.
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Depending on what message you as a manager would want to get across you should choose what communication method is suitable for the message.
For example, you may choose to send an e-mail or give a telephone call to ask a simple question, such as... ‘ is the front door open?’ but if you needed to speak to someone about something more serious such as because an employee is continually late for work you would choose to speak to them face to face.

Explain with examples the importance of selecting an appropriate tone language and level of formality in management communications.

It is important when communicating with employees as a manager to use the correct tone for the situation we were dealing with.
as a manager you can come across professionally to your employees but still have a good relationship with them by listening to any concerns and having effective communication skills.
Your tone and gesture are very important parts of communication because your tone of voice makes up 38% of your language message you are getting across and your gesture and facial expressions make up 55% leaving only 7% for what you are actually saying, so you really need to think about not only what you are saying but how you say and express it.
For example, if you as a manager have asked an employee to come into work so that you can speak to them verbally face to face to explain to them you are not happy about how they are dealing with residents lately, you would need to have a serious tone of voice, body language and facial expressions, you wouldn't be laughing and joking about the situation because the employee wouldn't process the message you were getting across as a serious issue and would probably not change their behaviour.
Another example would be if an employee has made progress at work with their training, you as a manager would use a happy tone and happy facial expressions and gestures to praise them and show that you are proud of their achievement, so that they felt proud of themselves and continue to thrive.







Assess the effectiveness of a range of verbal and written communication methods within your area of the organisation.
In my area of the organisation, we do both a lot of written and verbal communication.
My role is to look after people within their own home so there is a lot of written communication such as daily support logs to document how the individuals day/night has been, what they have been doing ect so that the staff that are coming on shift can read, this needs to have as much information as possible on it because it provides the next staff that are coming on shift with all relevant information about the individual resident.

We also use mar charts which you must sign to show that you have administered the medication and the times it needs to be given, there is also care plans with information about the individuals in.
[bookmark: _Int_kXyVLjmC]Verbal communication is effective in such a close nit work environment because you build up relationships and friendships within work, which is really important because if you get on with your co workers you can have good communication within the team and this leads to the job being more likeable, people being happier at work and therefore people are more likely to work better in a happy environment.
As in all jobs there is sometimes barriers at work this them means that verbal communication and in some cases non verbal is less effective. For example these barriers could be conflict between employees, if employees did not get on for whatever reason this would make your experience at work really difficult and not just for the people in question but also for the rest of the team as it would cause an atmosphere, if this is the case this would then be addressed by a manager or leader talking to each of the staff to find out what the problem is and how it can be resolved. Other barriers could be that the receiver of a message has decoded the message by the sender wrong, for example the sender could have used the wrong tone or body language, or they could have just misunderstood the message, also they could have not been clear enough in the message that they were trying to get across.
Language barriers can also happen at work as sometimes we have agency workers that do not speak much English, this can be hard to then get your message across to them and vice versa, you then need to take extra time to help them to understand everything that you are saying and get them to give you feedback to make sure that they do understand.
There could be psychological barriers that affect the communication between people, this could be down to lack of trust or selective hearing for example, or things going on outside work so they then do not concentrate on the message.
You also spend a lot of time verbally communicating with the Indvidual's you look after so that they feel comfortable and at ease so that they can have a good relationship with you.
Also at work we have a one to one meeting every six weeks where you can confidentially express any concerns or challenges you may have. Although you can contact your leader or manager anytime this is a good way to get employees thinking about different topics and employees and addressing any concerns that you may have as a manager with any employees, the one to one is also documented.













Evaluate theories of motivation relevant to your workplace.

[bookmark: _Int_dNYMADXw][bookmark: _Int_zyr9OwWP]In my workplace we have one to ones, the manager will ask if there is anyone that has gone above and beyond in their role and really gone out of their way to help you or others in the workplace, this communication then comes back on the employee nominated so that they can be praised, also when the person mentioned has their one to one with the manager this is then passed on and is really nice to hear.
In my role intrinsic and extrinsic motivation overlaps. 
I have motivation to do my job because I like to help people and seeing what they achieve makes me happy which is intrinsic motivation, but from me doing a good job I get recognition and feel a sense of achievement from my manager and co workers which is extrinsic motivation, I then want to do more to do the best job that I can do at work.
 
[bookmark: _Int_sFARKeAH]Using Maslow's Hierarchy of needs diagram is relevant to my workplace as I feel that I have passed the bottom area of the diagram and can focus on setting my self goals and achieving them, such as getting good feed back, doing any training that is available and moving up the ladder to further my career.
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Evaluate the principal factors that may affect performance and motivation in the workplace.


Leadership – having a good leader that inspires you to do your job well will motivate the workforce, this could be through recognition and rewards.
[bookmark: _Int_8VYshW5p]This is important for motivation because when you provide positive feedback to your employees for their hard work or behaviour, they are more likely to keep up the good work.
Motivation and performance are also affected by opportunities that are available to better yourself at work such as promotion, if employees can see that there are opportunities to further their career, they are more likely to be more productive and hardworking to achieve these goals. This is extrinsic motivation.
On the other hand, employees will feel less motivated and not perform to their best ability if they do not enjoy being in work, this could be that there is conflict between employees so then they do not work together communicating appropriately to do their job more productively.
Lack of motivation could also be because the employee may not feel that their salary is sufficient, this will then mean that employees will then not work to their full potential.
Employees could have things going on outside of work such as divorce etc, this will affect their ability to work and perform at a proficient level as they are thinking about these things instead of concentrating on the job.







Select a theory of motivation – apply it to your workplace – evaluate the impact.
I am going to apply McLelland's three needs theory and Maslow's hierarchy of needs to my workplace.
McLelland's three needs theory.
· Need for power – In my workplace some employees are motivated by the position of power, they are good at their role but like to be in charge. Their need is to be a leader. A good leader will help their team reach gols by inspiring and motivating them. In my workplace some employees have been promoted to higher roles by being a good leader.

· Need for achievement – Some people are driven by the need for achievement, in my workplace goals are set for employees to have given all medication and for each individual resident toto have a fulfilled day. Employees at work may also set themselves goals so that the individual resident can have a good day of interaction, this behaviour would be recognised and rewarded giving a sense of achievement for employees.

· [bookmark: _Int_025knlnm]Need for affiliation – Some people just like to feel part of a group, comfortable and like they belong. These employees work well with others as they enjoy being round other people and socially interacting. There is a mixture of these three kinds of people in my workplace which works really well, people get on well most of the time and are productive in work because they are motivated and happy in their job roles.

Maslow's hierarchy of needs theory.
Understanding Maslow's hierarchy of needs theory and applying it to your workplace will achieve a more productive and motivated team. Firstly your basic needs such as food water and shelter need to be covered and once people have these basic needs they move on to the next levels. Social interaction such as the need to feel like you belong as part of a group and get along with people at fits well in my role as we all need to work together, when this is fulfilled then is the need for esteem, feeling appreciated and valued in your workplace. At work we get recognition and rewards from the manager which gives you a feeling of encouragement and a boost to work more productively. The next level is self – actualised this comes when as an employee you are given opportunities to move forward and grow in your career, you should feel challenged without feeling overwhelmed or over worked. 





















Develop appropriate criteria to evaluate own ability to communicate 
effectively.

[bookmark: _Int_V2XrymtC][bookmark: _Int_T7jBhl9r]Effective communication will need to be clear for it to be effective. I feel that I have the ability to communicate effectively because I think that I can get my point across well as I try to be enthusiastic and passionate when communicating with others. I am a good listener and I encourage people at work to engage with me and talk to me about any concerns or challenges they may have in work so I can try and guide them in any areas they are finding challenging.

[bookmark: _Int_h8IUN6cU][bookmark: _Int_gR9tEgyZ][bookmark: _Int_NkaEQtXC]I feel I communicate well with people at work, for example, we have a lot of agency workers that come in and I feel I communicate effectively with them by taking my time to explain what is required of employees and listening to any difficulties they may have. I have also worked with a lot of new starters while in my role, I feel that I am a good role model at work and am able to give information and be helpful to the new employees without coming over as patronising. I am also able to get employees to focus on key areas, when working with different people talking to them about any areas they may need to be motivated in. Overall, I feel like I am a good communicator. 










Collect and analyse feedback on own verbal and written communication skills.

I have asked at my workplace for some of my team to give me some feedback on my written and verbal communication skills and I am quite happy with the result.

· [bookmark: _Int_cNOZgyAC][bookmark: _Int_LVwpRJpA]I have been told that I am clear and direct in both my verbal and non verbal communication, employees are able to understand what I men and are able to give feedback to the topic I am talking about.

· I am an enthusiastic member of the team, a good role model for new starters and agency workers helping them to achieve the level of competence that is expected of them by communicating well with people.

· I am a good listener and take it in my stride to give people the time to check that they understand what they have been shown.

· I engage in conversations effectively encouraging people to communicate and engage back.










Evaluate own communication skills as a manager, identifying strengths and areas for improvement..... then produce a pdp to address this.
As a manager I think I have some good qualities that apply to the role, but there are still things that I would need to work on to fill the role adequately.
Strengths 
· Good listener
· [bookmark: _Int_pHMMeSCg]Good communication non verbal and verbal
· Motivated
· Team player
· Friendly / easy to approach
· Good leader

Things to improve on
· To be more organised
· Better verbal communication
· Public speaking / presentation
· Better effective motivator
· Self confidence
· Computer skills












Pdp 

	What do I want to do?
	How can I do it?
	What resources will I need?
	How will I measure success?
	Target date for review

	Confidence speaking in front of a group of people.
	Practise in front of friends, family and work colleagues
	People to practice in front of,
Information to talk about.
	As my friends, family and work colleagues for feedback.
	December 2023.

	Getting better at my computer 
	By finding out what computer courses or training courses are available.
	A computer. A course to attend.
	By passing an exam or a course.
	December 2024.

	Giving a presentation
	Practising in front of friends, family, work colleagues and them move on to small groups when I have completed the first goal.
	People to practise in front of.
A presentation to talk about.
	Ask my friends, family, work colleagues and small groups for feedback.
	December 2024.
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