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[bookmark: _Toc1577061833]Introduction
Communication management is basically about helping people share information in a clear and organized way. It’s like when you’re working on a group project and someone makes sure everyone knows what to do so the project doesn’t fall apart. It means thinking about what you need to say, who should hear it, and the best way to tell them, like talking, texting, or writing a note. When communication is good, people understand each other better and don’t get mixed up. It also helps everyone work faster and make fewer mistakes because they know what’s happening. Good communication makes things run smoothly, kind of like when your team works well together because everyone knows their job. Overall, communication management is just about keeping information simple, clear, and easy for everyone to follow so things get done the right way.

[bookmark: _Toc1251481122]Communication in the workplace
Workplace communication is how people in a business share information and ideas with each other through conversations, meetings, emails, and presentations. Good communication helps employees understand what they need to do, improves teamwork, and makes the workplace more productive and positive. The article explains that bad communication or miscommunication can cause missed deadlines, confusion, and financial losses for businesses, which is why clear and professional communication is very important for success and good workplace relationships.


[bookmark: _Toc882904815]Communication models
[bookmark: _Toc1327005576]Communication Cycle-
The communication cycle is basically how a message is made, sent, received, and then replied to. It shows how information moves from one person to another and how people understand each other. The article explains that the cycle includes creating, sending, the communication cycle shows how someone sends a message, another person gets it, understands it, and gives feedback back. receiving, and responding to messages.

[bookmark: _Toc682873300]Shannon and Weaver-
Noise in communication led to mistakes and delays, but once expectations were clarified, performance and confidence improved. The Shannon–Weaver model describes communication as a sequence of steps that show how information moves from one person to another. It begins with the sender, who comes up with the message they want to share. That message is then transformed into signals by the encoder, which might turn it into spoken language, written text, or digital data. These signals travel through a channel, the route the message takes to reach the receiver. While moving through the channel, noise can interfere. Noise includes anything that disrupts understanding—background sounds, unclear wording, weak internet connection, or even someone being distracted. Once the signals reach the other end, the decoder converts them back into a message the receiver can understand. As a communication model, it works by breaking the process into clear, linear components, making it easier to identify where problems occur. Its strengths lie in its simplicity and its usefulness for analysing breakdowns, especially in technical or organisational settings. However, its linear structure is also a limitation because it does not fully capture the complexity of real human interaction, such as feedback loops, emotions, or cultural context. Even so, the model has a strong impact on communication and performance: it helps people pinpoint where misunderstandings arise, understand how noise affects outcomes, and improve clarity, efficiency, and overall effectiveness
Workplace example
A manager leaves unclear cleaning instructions. Shop noise and messy writing cause confusion. After clearer guidance, the employee understands, reducing mistakes and improving work performance.

[bookmark: _Toc1068769414]Berlo-
Berlo’s SMCR Model says that things like your attitude, what you know, your communication skills, and your culture can change how well you understand someone. The model shows communication as four steps in a row: the Source makes a Message, sends it through a Channel, and the Receiver tries to understand it. It breaks communication into these parts so we can see how people’s backgrounds affect the way they talk and listen.

A good thing about the model is that it helps explain why two people can hear the same message but think it means different things. But it also has weaknesses because it doesn’t include feedback, noise, or real back and forth talking.  Even though it’s simple, it still helps show why people sometimes get confused.

In a workplace, for example, a boss might explain a job, but a worker with less experience might misunderstand what they’re supposed to do.




[bookmark: _Toc1814286538]Communication barriers in the workplace
Information overload and hierarchical power dynamics are two of the most damaging communication barriers at work. Information overload happens when employees face constant emails, messages, and meetings, leaving important updates buried and deadlines missed; the average worker now receives 120–150 emails a day. Hierarchical barriers occur when people feel unable to speak up because senior voices dominate, even though psychological safety is the top factor in high performing teams. Together, these issues mean critical information gets lost and honest input is silenced. For example, a junior employee might spot an error but stay quiet in a meeting, while the team simultaneously overlooks an urgent update buried in a long email thread leading to delays and rework.

	Barriers
	Example
	Strategy to overcome

	Environmental 
	Loud tanning machines and fans make it hard to hear customers.
	Turn machines off when speaking to customers or move to the reception area

	Environmental 
	Busy reception area with multiple clients talking
	Speak clearly and more to a quieter space if needed

	linguistic
	Using technical terms like uv levels that customers don't understand
	Use simpler, clearer language to explain services

	linguistic
	Misunderstanding people due to different accents or language barriers.
	



[bookmark: _Toc450491682]Verbal, non-verbal and written communication
Verbal, non-verbal and written communication are all important in how people share information at work. Verbal communication is when people talk to each other, like in meetings or phone calls, and it helps everyone understand things quickly. Non verbal communication is all the stuff we show without speaking, like our facial expressions, body language or tone of voice, which can reveal how we feel. Written communication includes emails, messages and reports, which are useful because people can read them again later if they forget something. For example, a manager might explain the day’s tasks out loud, use positive body language to show confidence, and then send a follow up email so everyone has the details written down.
So here I have included the pro and cons on verbal, non-verbal and written communication.
  
Type of Communication Pros, Cons Verbal (speaking)• Quick and easy to use

• You get answers right away
• Shows tone and emotion
• Good for teamwork
• Can be misunderstood
• No written record
• People forget details
• Tone can cause confusion Non‑Verbal (body language, gestures, facial expressions)
• Shows feelings without words
• Supports verbal communication
• Can make messages clearer
• Works even when you can’t speak
• Easy to misread
• Varies by culture
• Not good for detailed info
• People can fake emotions Written (emails, texts, reports)
• Gives a clear record
• Good for detailed instructions
• Can be read anytime
• Reduces confusion if written well
• Takes longer to write
• No tone or expression
• Hard to ask questions quickly
• Can be misunderstood if unclear

[bookmark: _Toc1589666262]Conflict in the workplace
Workplace conflict is a widespread issue across Great Britain, with Acas’s 2025 research showing that 44% of workers experienced some form of conflict in the past year. This includes disagreements, disputes, or ongoing difficult relationships involving colleagues, managers, direct reports, or even customers and client’s Current page. The survey highlights clear differences across industries and groups: retail workers reported the highest levels, with 50% experiencing conflict in the last 12 months, while employees in small and medium sized enterprises were more likely both to encounter conflict and to take no action in response Current page. Conflict was especially common among people whose disabilities significantly affect daily life, with 68% reporting conflict far higher than any other group. The most frequent cause of conflict was capability and performance, cited by 38% of workers overall and by 94% of managers dealing with direct reports. Conflict most often occurred between line managers and colleagues, reflecting its interpersonal nature, with 32% reporting conflict with managers and 34% with another colleague’s Current page. Many people attempted to resolve issues informally, typically through discussions with their manager or the other person involved, while fewer than 10% used formal procedures and less than 0.5% pursued an employment tribunal claim Current page. However, 19% took no action, leaving problems unresolved and likely to resurface later. The emotional impact is substantial, with 57% of those experiencing conflict reporting stress, anxiety, or depression, contributing to reduced productivity and significant financial costs for employers
[bookmark: _Toc1151316234]Conflict resolution strategy
When it comes to resolving conflict, the main thing is staying calm and trying to understand the other person instead of jumping straight into defensiveness. Using respectful communication basically saying how you feel without taking shots at someone helps keep things from blowing up. It also makes a huge difference to look for the real issue behind the argument instead of just reacting to whatever’s happening in the moment. Choosing your words carefully, avoiding dramatic “always” or “never” statements, and using more collaborative language can make tough conversations feel way less tense Current page. When you mix that with empathy and a bit of emotional awareness, conflict becomes less about winning and more about fixing the problem and keeping the relationship solid.
[bookmark: _Toc2031474913]Motivation theories
Social Cognitive Theory, introduced by Albert Bandura in 1977, highlights the essential role that self-belief plays in motivating individuals to take action. The main concept of this theory is that people are more inclined to participate in activities when they possess high self-efficacy, which refers to their confidence in their own abilities. Moreover, outcome expectancy is equally important; it denotes the belief that their efforts will lead to positive outcomes. Together, these ideas form a robust framework for understanding motivation. When individuals question their own capabilities or feel inadequate, their drive may quickly fade, even if the goal they are aiming for is significant. This decline in confidence can hinder them from taking the crucial steps needed to achieve their objectives.
The importance of Social Cognitive Theory is its acknowledgment that believing in oneself is as vital as having a well-structured plan. When individuals trust their skills and anticipate favourable results, they are more likely to dedicate time and energy toward achieving their goals. This theory can be applied to various life domains, whether it’s personal ambitions like excelling in a sport or doing well in school, or professional pursuits such as following a challenging career path. Therefore, nurturing self-efficacy and promoting a positive outlook on outcomes can greatly boost motivation. In essence, Social Cognitive Theory underscores the interplay between self-efficacy, outcome expectancy, and motivation, offering valuable insights into why people take action and how they can navigate obstacles while striving for their goals.
All four theories show that people communicate better when they feel supported and confident. Maslow and McClelland explain that feeling safe, included, and capable helps people speak up. McGregor says people talk more openly when they’re trusted instead of controlled, and Herzberg shows that clear communication and praise keep people motivated. Social Cognitive Theory adds that believing in yourself and expecting good results makes you more likely to take action. Altogether, these ideas show that good communication happens when people feel safe, valued, confident, and encouraged to get involved.

[bookmark: _Toc617621857]Applying one motivation theory to the workplace
The team wasn’t getting much work done, and many people felt confused, stressed, or not very interested in what they were doing. Even though they tried, everything seemed unorganized and hard to follow. To understand the problem, the manager sent out a short survey asking how everyone felt and what issues they were dealing with. The answers showed that communication wasn’t clear, people didn’t fully understand their roles, and the workload didn’t feel fair or balanced.
The manager decided to fix these basic problems first. They made meetings easier to understand, explained each person’s tasks in a clearer way, and divided the work more evenly so no one felt overwhelmed. After fixing the basics, the manager wanted to help the team feel more motivated. They created simple plans to help people learn new skills, let team members lead projects that matched their strengths, and started celebrating achievements every month so everyone felt noticed.
As these changes took place, the team slowly began to feel better. People were less frustrated because the main problems were finally being solved. They felt more confident, more supported, and more connected to their work. Motivation grew because the work made more sense and people felt appreciated. Over time, the whole team became happier, more focused, and a lot more productive, getting more done and working together more smoothly

Workplace example
People communicate better when they feel safe, supported, trusted, and confident. These motivation theories show workplaces improve when communication is clear, praise is given, and people believe their efforts and abilities matter.
[bookmark: _Toc1620945452]Gap Analysis
The team is having trouble communicating, and it’s causing a lot of confusion. People don’t always understand their tasks, and meetings feel messy, so no one is sure what to do next. Important updates don’t reach everyone, which leaves some people out of the loop. Many team members are also scared to ask questions, so problems don’t get cleared up. In a better situation, everyone would know their roles clearly, meetings would be organized, and updates would be shared in one easy place. To fix things, the team needs clearer directions, better meetings, consistent updates, and regular check-ins to help everyone stay informed.


	Category
	Details

	Current Problem
	The team struggles with communication, leading to confusion, unclear tasks, messy meetings, missed updates, and hesitation to ask questions

	Actions Needed
	Provide clearer directions, run more organised meetings, share updates in one central place, and hold regular check‑ins to keep everyone informed.

	Desired Position
	A team with clear roles, smooth and structured meetings, consistent updates, and a safe environment where people feel confident asking questions.









[bookmark: _Toc1241640516]Feedback on communication skills 

[bookmark: _Toc909753342]PDP

The “Why This Matters” section explains the real reason behind your goal. It shows why the improvement is important, how it helps you, and how it supports your team. By making the purpose clear, it keeps you focused, motivated, and aligned with what truly makes a difference


[bookmark: _Toc1207950204]Conclusion
Communication management means making sure people share information in a clear way so everyone knows what’s happening. When communication works well, the team understands their jobs, makes fewer mistakes, and stays updated on important changes. Our team uses meetings, messages, and check-ins to pass along information, and each meeting has a plan so everyone knows what to talk about and what needs to be done next. Team members should listen closely, ask questions whenever something is confusing, give updates on their tasks, and speak kindly and respectfully. Leaders should explain things clearly, encourage questions, and give helpful feedback. If something doesn’t make sense or information is missing, people should ask for help, check the shared updates, or talk to their leader calmly. When everyone communicates in a simple, clear, and respectful way, the team stays organized, works better together, and feels more confident about what they’re doing.
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[bookmark: _Toc1769210800]Appendix A: PDP

	Goal
	Get better at communication so everyone understands what they need to do.

	Why This Matters
	People are confused, missing information, and unsure what to ask. Better communication will help the team work together.

	Areas to Improve
	My instructions 
How I run meetings 
How I share updates 
Helping people feel safe asking questions 
Giving feedback more often

	Actions I Will Take hat I Want to Do Better
	Explain tasks clearly
Use organized meeting agendas 
Share updates in one easy place  

	How I Will Measure Improvement
	Fewer mistakes 
Clearer meetings Everyone gets updates 
People ask more questions

	Actions I Will Take
	Repeat important points when giving tasks 
Use the same meeting agenda every time 
Pick one spot for updates Tell people questions are welcome. Weekly or bi‑weekly check-ins 
Watch short communication training videos


	Timeline
	Weeks 1–2: Clearer tasks + meeting agendas 
Weeks 3–4: One update spot + check-ins 
Month 2+: Continue improving communication




[bookmark: _Toc624801293]Appendix B: Questionnaire 
Communication Skills Feedback Form
Name (optional): ____________________ 
Date: ____________________
Please answer honestly.
1. How is my body language when communicating?
☐ Excellent
 ☐ Good 
☐ Okay 
☐ Needs improvement
Comments: ________________________________
2. Do you feel comfortable approaching me?
☐ Always 
☐ Usually
 ☐ Sometimes
 ☐ Rarely
Comments: ________________________________
3. Could I improve my tone of voice?
☐ Yes 
☐ No
 ☐ Sometimes
Comments: ________________________________
4. Could I explain things more clearly?
☐ Yes 
☐ No 
☐ Sometimes
Comments: ________________________________
5. Do I stay calm in difficult situations?
☐ Always
 ☐ Usually
 ☐ Sometimes 
☐ Rarely
Comments: ________________________________
6. How can I improve my communication skills?
7. Do I show respect when speaking and listening?
☐ Always
 ☐ Usually 
☐ Sometimes 
☐ Rarely
Comments: ________________________________
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