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

Throughout my research I believe that communication models and theories are a very effective way of resolving issues that may and will adhere within every workplace. I decided to conduct my research on the Belbin Model, I found out that Belbin has identified 9 key clusters of behaviour that are crucial to the success of a project. To help match the right person the right task, you undergo a inventory that shows which of these 9 rules the individual prefers, As well as preferences they recognise in each other.  The outcome usually comes down to personality, Experiences, Values and inspiration which makes each person unique, Belbin wants everyone’s team energy to be situated in all right places. And hopefully everyone will understand what they need to be doing to get things done.  I believe this to be a well thought process that should almost always resolve issues. I remember my previous manager putting this model into practice. He was a very fair supportive manager and I would never be afraid to express to him were I felt I lacked, he would review my work then tell me what I could do to improve these weakness’ as well as notifying me of my strengths and would place me to a more appropriate task. I respect this way of work as he understands people including himself have strengths as well as weaknesses without it being deemed incompetent. 
FIND BELBIN DIAGRAM IN APPENDICES 1A.
‘’ Thus, those with a critical interest in communication might seek alternative management practices interested in communication as a way to generate mutual understanding and collective decision making. - ALEXANDER, E., III, PENLEY, L., and JERNIGAN, I. E. (1991). “The Effect of Individual Difference on Manager Media Choice,” Management Communication Quarterly, 5: 155– 173.’’ – I agree with this quote from the authors, as individuals who understand the importance of communications will try interesting ways communicate with employees.

Explain with examples, the importance of selecting an appropriate tone, language and level of formality in management communications
The importance of both verbal and non-verbal communication is critical within every workplace, my level of formality when talking to my colleagues is low however when communicating with Employers via face to face, telephone and email I believe I communicate in a respectful, clear manner. I also believe I have a excellent telephone manner which also helps when I have issues with bills etc I still need to improve with my communication confidence. I found out in order to produce effective communication in management you need Interpersonal skills, 7 areas are verbal communication, nonverbal communication, listening skill, negotiation, problem solving, decisions making and assertiveness. Without these skills businesses should expect their business to liquidate as there is no mutual respect, managers should never see their employees as the ‘little men’ in the company as that will induce workplace conflict and low work ethic. Employees should see their staff as the backbone of the business as the front and face of any business. To use verbal communication effectively you need to recognise how and what words are used to communicate with individuals, mumbling orders and then screaming at employees when mistakes were made would be negative leadership. I believe Manager should also be a friend to their staff, and always allow them 1-1 time when and if needed. I understand the difference between work/ out of work relationships but when I’ve been In positions where I feel I could talk or even have a little cry He has understood workplace mistakes and gave me the extra help in areas I found difficult. Having the correct understanding of verbal communication as an employee is also crucial need for businesses, for example in restaurants I have found myself either for or against employee’s communication. You will always remember if you have had a bad experience with a rude employee, which will then lose your custom as well as others you tell of your bad experience. As well as when you have a very good positive experience. 

I have studied 2 theorists on body language Paul Ekman and Professor Albert Mehrabian. 

According to Mehrabian, the three elements in point one above account differently for our liking for the person who puts forward a message concerning their feelings: words account for 7%, tone of voice accounts for 38%, and body language accounts for 55% of the liking. They are often abbreviated as the "3 Vs" for Verbal, Vocal & Visual. 

‘’The non-verbal elements are particularly important for communicating feelings and attitude, especially when they are incongruent: if words and body language disagree, one tends to believe the body language.’’ – Mehrabian (1939). I agree with this quote as personally I always judge a person on their body language to tell their emotional state. 

In the 1970’s Paul Ekman and W V Friese developed the Facial Action Coding systems (FACS) to measure, describe and interpret facial behaviours. This instrument is designed to measure even the slightest facial muscle contractions and determine what category each facial action fits into, I believe this theory wouldn’t always be correct due to individuals using straight faces to deem direct or uninterested, you would determine either or by watching eye contact also.

Non- verbal communication consists of facial expressions body language and hand gestures. Positive nonverbal communication would be considered animated happy facial expressions and using your hands to explain in further detail. If a manger was to call me in for a 1-1 review and explained how he felt about my work ethic whist looking at the floor and mumbling his words I would leave the meeting with a unclear understanding of my work and where I need to improve. But if he were upbeat with positive eye contact and hand gestures etc I would have a clear view of my strengths and weaknesses. which would put me in a positive mind to improve.
Assess range of verbal and written communication methods in your organisation
My previous employer was very educated on where he needed to communicate with his employees, this might be due to the fact he was young and had recently completed a level 5 LBM course himself. Due to the business being a family run business, with his sister being the assistant manager I would often study how they would work together. They were always very professional together with work being their main focus which made me feel confident in my position as you would expect brother and sisters personal relationship to sometimes revolve in disagreements within the workplace which would put a strain on the other employees work. The most used written communication in my position would have been email, due to working in a business centre with business’s residing in our office space we would have everyone email addresses as well as virtual office clients whom we take calls for then we would leave them a email directing them who called and what the issue was and for them to call back. Myself and my assistant manager would have our own phones on our desks, that way reception would call us to come out if someone needed help e.g pay a bill, clients parcel/mail deliveries, as well as our clients ringing downstairs to us if they had any issues e.g. computer issues, broken office chairs etc. The business website was looked after by the business owner sister daily, she would often update any incorrect information, the website directed We would always have the opportunity to talk with the manager about any issues complying, however I did use to have issues with clients whom would complain that they’ve sent a email to myself about a issue that needed resolving and I would often not receive the emails due to my computer being a slower model. In my opinion the communication resources would be strong enough to keep the business running smoothly.

‘’As a professional, you must make effective use of your language skills and your abilities to interpret other people’s messages. – Quintanilla ,K.M and Wahl, S.T 2017.’’ – I agree as a professional you should be have the right training and skills to understand business jargon and messages.

I’ve conducted a survey on communication in our organisation for myself & previous Employees then put the results into a graph.
Find in Appendices 1b.



 Development & use of criteria to evaluate your own ability to communicate effectively

I the Author believe I have widened my communication skill knowledge thoroughly, whilst researching all the different successful models and theories, I understand that I can now pin point issues with verbal – nonverbal communication that I previously wouldn’t pick up on.  I now understand there is so much more to communication skills than just listening to what someone has said, in order to use it effectively you should listen to the message then weigh up your options, collect suitable data and process how you’re going to react professionally. Business’s and leaders are always going to face issues, so they need to have the right communication skills and training to comply and resolve issues. I understand the different models and theories that are there for businesses to use when issues evolve. Personally, I believe the Belbin model is the best for businesses because of all the different attributes and skills, this is helpful to employees with disabilities without discriminating them.  I believe my personal  strong communication skills would be having the knowledge to understand future employees by overcoming any personal issues that may create barriers and conflict, having the right knowledge to understand what is deemed unacceptable verbal-non-verbal communication e.g. using slang words and dressing inappropriately as well as the effect of personal relationships with employees affecting the team. I’ve widened my knowledge on the importance of Listening skills, the ability to hear attentively and process information correctly. Positive listening skills would consist of listening to important pieces of employee/employer information to create a positive outcome not paying attention would create ineffective mishaps for the team.

‘’ Distorted communication results in some values being expressed without consideration or recognition of alternative values, ideas, or propositions. Forester 1989, 1993; Cheney 1995’’ – I agree with this quote, you should always consider how your going to communicate with others as you could cause offence, to individuals ethical views.

 Collect & analyse feedback on your own verbal and written communications

In regard to the feedback received from my presentation this unit surprised me as each fellow student labelled my presentation as overall good, due to myself having low self confidence when presenting in front of others. 

I believe I have a long way to go to have my professional communications up to standard,  

One student said ’’ Very nice presentation in a formal model. Very informative and good example to
follow.
Well done !!! - iustina majorant’’ – I agree with this statement from Iustina, I believe I researched correctly to find the most likely theories and models to keep the audience entertained throughout.

Another student added ‘’Great presentation, need to be little more confident in yourself as your brilliant, could have added some
more questions to engage with audience (totally understand so nerve racking, overall good
presentation – Zara Fitzgerald’’ – yes I totally agree with Zara on this statement, I should of defiantly engaged more with the audience, Lack of confidence is a very big over head for me, I didn’t believe in myself to come this far within the course. However, I’m glad that I’ve persisted, and became more assertive.

‘’Assertive people are able to stand up for themselves and communicate their ideas firmly without bullying, patronising or manipulating others.’’ -  Griffiths, B.A and Dunham, E,B 2015. I agree with this quote, As I believe to be assertive also means to be respected and respectful and find ways to overcome weaknesses.

I also contacted my previous employer by phone call and asked him how what he thought of my communication skills, he said ‘’Siobhan, at the start of the position I understood you needed extra time to settle in and adjust to your surroundings. However, after 3 months of being employed with us, you communicated in a very professional manner, after 3 months I trusted you to send emails solely without my overview. Face to face communication with clients and customers would also be professional, one thing I will say is if you didn’t understand a phone call you would forward it to myself or Emma, which would be ok, however would have been beneficial for you to taken these calls when myself or Emma was busy. But all in all, you worked in a professional manner and I believe the course your sitting now will benefit your communication, managerial skills you very much throughout your career. – James Mason’’ – a positive statement from James I agree with everything he said, yes, I do need to work on my business Corporate jargon when communication with customers to improve my teamwork skills.


[bookmark: _Hlk40945224]Evaluate own communication skills as a manager identifying strengths and area of improvement
For this section I have conducted a SWOT on communication skills as a manager, I believe I would be a supportive manager, in order to help employees, succeed. I would always try my best to help where I can, however I also lack in important sectors to become successful. Here are my weaknesses and what I can do to turn them into strengths.
‘’Mentoring and how professional bodies require undertaking continuing professional development with your professional bodies are also important in developing your learning.’’ – Neugebauer, J and Evans-Brain, J 2016 – Employability. London SAGE Ch5, pp.94-112. – I agree that it is important for your organization to offer training and courses throughout employment in order to develop.

Flexibility due to personal life – here I would look around for private nurseries that would do wrap around care with school nursery and after school, as well as non-term time for my daughter.
Lack of experience – here I could have discussions with my previous manager and friends that have worked in leadership, to learn tips which I believe each successful manager must delegate themselves in order to succeed difficult tasks.
Poor Grammar skills, Procrastinating behaviour, deadline pressure – this is where I could sit online courses/tools as well as using a professional tutor to visit me at home to support me as a manager.
Gaps in competitive strengths – I could research on successful business owners, to find out how they find the will power to compete and how they do it.
Not being reliable to keep up with statistics and data (staff members & financial factors)– here I could delegate this task to the assistant manager weekly, then I can write construct a correct plan to keep levels up.
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WORKPLACE COMMUNICATION QUESTIONAIRE
Do you believe you have access to enough communication methods, in order for the business to run smoothly?  Agree / disagree?

Are you ever sent emails/ have phone calls that have no relevance to you? Agree / disagree?


Do you believe there could be more professional training in the centre? Agree / disagree?

Have you ever had the blame for saying/doing something incorrectly due to poor communication? Agree / disagree?


On a level would you admit to using unprofessional jargon/bad language in work when talking with employees? Agree / disagree?


 would you positively rate the managers communication skills when giving orders? Agree / disagree?


Do you prefer orders being given daily via email or the team whiteboard rather than word of mouth?
Email.     Whiteboard.     Word of mouth.

Are you comfortable with delegating your tasks, to others when you find it difficult to start?
Agree / disagree? 

Are you comfortable with taking to the manager when your finding work or homelife difficult Agree / disagree? 

do you think we should have training and methods to help communicate with the visually/hearing impaired? Agree / disagree 
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	Good at working alone
	Flexibility due to personal life
	Training schemes for myself and staff
	Competition from others staff having more qualifications/experience

	Calm in crisis situations
	Lack of experience
	
Business/product development
	Unused to working in the environment 

	Good communication skills 
	Poor grammar skills
	New challenges 
	Personal conflicts with staff

	Co-operative and collaborative
	Procrastination behaviour 
	joining more partnerships, businesses
	Unable to take long family vacations

	Supportive 
	Gap in competitive strengths
	Poor personality traits (laziness & can be hot headed)
	Growing marketing competition

	Educated on communication models and theories to resolve isuues
	Not good with deadline pressure
	Better career options
	Mental health strain

	Focused on helping overs turn weaknesses into strengths
	Reliability on keeping up to date with data and plan
	Learning corporate and business ethics
	Expecting to much from employees. (staff leave, tarnish business)
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