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Introduction

This report will aim to explore why good communication is important for effective management. It will examine how communication helps managers share ideas, set clear goals, and to motivate employees to work together successfully. Good communication is largely recognised as a core management skill because it improves understanding, reduces mistakes, and supports teamwork in organisations (Peter Drucker, 1954).
According to Duck & McMahan (2015), communication is a transactional process, meaning it is a two way exchange where both the sender and receiver shape meaning through their responses and reactions. This idea is supported by transactional communication theory, which suggests that communication is continuous and interactive rather than one-directional (Barnlund, 1970).
This shows that the management communication is not only about giving instructions. It is also about making sure there is a shared understanding, where employees interpret messages correctly and respond appropriately. Without this shared understanding, organisations are more likely to experience misunderstandings, errors, and reduced performance.
In real workplace situations, clear communication can improve decision-making, build trust, and strengthens working relationships. George Bernard Shaw highlighted that communication problems often arise because people assume understanding without checking meaning. Poor communication, on the other hand, can lead to confusion, conflict, and lower productivity, which is commonly seen in many organisations when expectations are unclear or feedback is not given.
The theories discussed in this report help explain how communication works in practice. For example, Claude Shannon and Warren Weaver’s (1949) communication model focuses on how messages travel through channels and how “noise” can disrupt understanding. Stephen Covey’s (2013) levels of listening show how different levels of attention affect understanding and response. Meanwhile, Abraham Maslow’s (1943) Hierarchy of Needs explains how unmet needs can affect employee motivation and therefore influence communication effectiveness in the workplace.
Together these theories will demonstrate that communication is a complex process influenced by people, context, and understanding, and that effective management depends on using communication skills to support clarity, motivation, and collaboration.


Management Communication

Management communication can play a major role in helping organisations run effectively and efficiently. Good communication allows managers and employees to share information, understand responsibilities, and work towards common goals. One of the main theories linked to workplace communication is the Communication Cycle. This model explains communication as a process involving a sender, message, encoding, channel, decoding, receiver, and feedback. The sender will create a message and chooses how to deliver it, such as through email, meetings, or phone calls. The receiver then interprets the message and provides feedback to confirm understanding. In my workplace, managers regularly use Microsoft Teams and staff meetings to communicate updates and instructions. Feedback from employees helps managers check whether the information has been understood correctly and if further explanation is required.
Shannon and Weaver’s communication model (Shannon & Weaver, 1949) also explains how communication works within organisations. This model focuses on how messages are transmitted and how barriers, known as noise, may affect communication. For example, background noise during meetings, poor or slow internet connection, or unclear wording in emails can cause misunderstandings. A strength of this model is that it identifies problems that may interrupt communication. However, one weakness is that it can view communication as mainly one way and does not place much importance on feedback. Schramm’s model (Schramm, 1954) describes communication as a two way process where both colleagues act as sender and receiver. This model is more realistic in the workplace because employees and managers are constantly sharing ideas and responding to each other.
Both verbal and non-verbal communication are important in professional environments. Verbal communication includes conversations, meetings, and presentations, while non-verbal communication involves facial expressions, body language, and tone of voice. In my workplace, managers who use positive body language and speak clearly are usually more effective at motivating staff. The choice of language, structure, level of formality, and audience also can affect communication. Formal forms of communication is often used in reports and policies, whereas informal communication is more used in day-to-day team discussions.
There are several barriers to communication in the workplace, including language differences, lack of concentration, and technology issues. These barriers can be reduced through active listening, simple language, regular feedback, and selecting the correct communications method. Written communication methods such as emails and reports are useful because they provide a permanent record, although they can sometimes be misunderstood if the message is unclear. Overall, communication theory can help explain how organisations can improve communication practices and create a more effective working environment.
Communication is the process of creating shared meaning between people and is essential in management because it helps ensure goals are understood, relationships remain positive, and employees stay motivated (Duck & McMahan, 2015). In organisational settings, communication can involve the exchange of information, ideas, and understanding to support the organisational objectives or targets. Effective management communication includes both verbal and non-verbal elements, as managers must not only deliver clear messages but also demonstrate appropriate tones and body language.
Communication consists of three main elements: verbal, vocal, and visual. Verbal communication refers to the actual words used in spoken or written messages. Vocal communication includes the rate, pitch, and tone of voice, which influence how a message is received. Visual communication involves non-verbal behaviours such as eye contact, gestures, body posture, and facial expressions. Together, these elements shape how meaning is understood between individuals.
Research by Albert Mehrabian (1971) highlights the importance of non-verbal communication, particularly when messages about feelings are inconsistent. Mehrabian found that words account for only 7% of meaning, tone of voice contributes 38%, and body language contributes 55% when verbal and non-verbal conflicts. For example, if a person says “I’m ok” in an angry tone while avoiding eye contact, listeners are more likely to believe the non-verbal signals rather than the spoken words. This demonstrates that in communications, especially within management, how something is said often has a greater meaning than the actual words used.


Motivation and Performance


Motivation is a key factor in how well employees can perform and how efficient an organisation is. Several theories explain what drives people at work. Maslow’s Hierarchy of Needs (Maslow, 1943) suggests that individuals are motivated by different levels of needs, starting with basic needs such as safety and security, and moving towards higher needs like confidence, respect, and personal development. Herzberg’s Two-Factor Theory (Herzberg et al., 1959) separates motivation into hygiene factors (such as pay and working conditions) and motivators (such as recognition and achievement). McGregor’s Theory X and Theory Y (McGregor, 1960) focus on whether managers see employees as needing close supervision or as self-motivated. McClelland’s Needs Theory (McClelland, 1961) explains motivation through three main needs: achievement, power, and affiliation. While each theory explains motivation in a different way, they all highlight that employees are not motivated by the same things.
In my working place, Herzberg’s Two-Factor Theory is the most successful. This is because the employees tend to be more motivated when they feel valued, supported, and receive recognition for their work. Simple actions from managers, such as giving positive feedback, listening to staff, and creating a supportive environment, have a clear impact on performance. Good communication also plays a large role, as it helps employees feel in the loop and included in decisions. This often leads to better teamwork, improved attendance, and higher productivity. However, one limitation of Herzberg’s theory is that it does not account for individual differences, as different employees will be motivated by different factors. Overall, motivation and communication are closely linked, and both strongly influence workplace performance.

Conflict in the Workplace

Conflict at work happens quite regularly and can also affect how well people and teams perform. It can be caused by different opinions, different working styles, or misunderstandings between staff. Task conflict is when employees disagree about how work should be done, while relationship conflict is more personal and often comes from poor relationships or emotions.
Poor communication is one of the main reasons conflicts happens. When instructions are not very clear or information is not fully explained, employees can easily misunderstand what is expected from them. This can lead to frustration and arguments. Poor listening can also make conflict worsen because employees may feel overlooked or not valued. This links to Shannon and Weaver’s communication model (Shannon & Weaver, 1949), which shows how messages can be disrupted by “noise,” such as distractions or unclear communication.
Motivation can also affect conflict. Herzberg’s Two-Factor Theory (Herzberg et al., 1959) explains that when employees don’t feel valued or supported, they can become unhappy, which can potentially lead to more conflict. However, when employees are motivated and feel appreciated, they may be more likely to work well and solve problems calmly.
Conflict may lower performance by reducing teamwork, increasing stress, and slowing down work. However, if handled properly, it can also help to improve ideas and offer solutions. One useful way to manage conflict is mediation, where a manager can hold talks and go through the issues and agree on a solution. Overall, good communication and strong motivation can help to reduce conflict and improve how well people work together.

Self Evaluation of Communication Skills

To evaluate my communication skills, I used clear criteria including clarity, tone, listening skills, confidence, and ability to adapt communication for different people. I also gathered feedback using a short questionnaire completed by colleagues (see Appendix). The questionnaire focused on both verbal communication (speaking and listening) and written communication (emails and messages) in the workplace.
The key findings indicate that my communication skills are strong overall in both verbal and written forms. I communicate clearly and confidently, and I can explain ideas effectively to colleagues. I also demonstrate strong listening skills by paying attention, allowing others to speak without interruption, and responding appropriately. My tone of voice is calm, respectful, and professional, which supports positive working relationships and teamwork.
My written communication is also a strength. Emails, messages, and reports are generally clear, well organised, and easy to understand. I consistently use appropriate, polite, and professional language in workplace communication.
Overall strengths include clarity, professionalism, active listening, positive interpersonal communication, and the ability to adapt communication styles in different situations.
However, areas for improvement include increasing confidence during group discussions and presentations, providing more detailed explanations in complex situations, and improving the precision and conciseness of written communication. Further development is also needed in public speaking confidence and in strengthening active listening and feedback skills.
My communication style is reflective and careful. I prefer to listen first, understand the situation, and then respond. This approach helps accuracy but can slow down communication in fast moving discussions. The Communication Cycle model supports this evaluation, as it highlights the importance of feedback in ensuring messages are understood correctly. I often rely on feedback to confirm understanding before responding.
Schramm’s communication model also applies, as it presents communication as a two-way process where both individuals send and receive messages (Schramm, 1954). I demonstrate this by asking questions and checking understanding, which improves clarity.
Overall, my communication skills are strong in writing and small group settings but need development in confidence, speed of response, and public speaking. My Personal Development Plan will focus on improving presentation skills, increasing participation in meetings, and building confidence in group communication over time.

Personal Development Plan

Personal Development Plan (PDP)
From my self-evaluation, my strengths include clear written communication, good listening skills, and effective one-to-one communication. However, my main development needs are improving confidence in group discussions, contributing more to meetings, and developing presentation skills. This Personal Development Plan (PDP) sets out SMART objectives to help improve these areas.

	Area to improve
	SMART objective
	Actions
	Support/resources
	Timeframe
	Measure of success

	Presentation skills
	To deliver at least 3 short presentations in team meetings within 3 months
	Volunteer to present updates, practise beforehand, and use simple notes
	Manager feedback, PowerPoint, presentation guides
	3 months
	Increased confidence and positive feedback from manager

	Confidence in meetings
	To contribute at least 2 verbal points in every teams meeting for the next 2 months
	Prepare key points before meetings and aim to speak early
	Meeting agendas, colleague support
	2 months
	More frequent participation in meetings

	Group communication
	To take part in at least one group discussion per week for 2 months
	Ask questions and share ideas during discussions
	Team discussions, peer encouragement
	2 months
	Improved confidence and active involvement.

	Reflection
	Complete a weekly reflection on communication progress for 6 weeks
	Write short notes on what went well and what to improve
	Reflection journal
	6 weeks
	Clear evidence of progress.





Conclusion

In conclusion, this report shows that communication is essential for effective management. It is not only about giving information, but also about making sure people understand each other clearly. Good communication helps managers and employees share ideas, work towards common goals, stay motivated, and avoid misunderstandings. When communication is poor, it can lead to confusion, mistakes, conflict, and lower productivity (Peter Drucker, 1954).
The theories used in this report help explain how communication works in the workplace. The Communication Cycle shows that communication is a process that includes sending a message, receiving it, and giving feedback. Feedback is important because it checks whether the message has been understood correctly. Schramm’s communication model also supports this idea by showing communication as a two-way process where both people send and receive messages (Wilbur Schramm, 1954).
Other theories explain different parts of communication. Shannon and Weaver’s model highlights how “noise” such as distractions, unclear messages, or technical problems can affect understanding (Claude Shannon & Warren Weaver, 1949). Covey’s levels of listening show that effective listening is important for understanding others properly (Stephen Covey, 2013). Maslow’s Hierarchy of Needs explains that employees are more motivated and perform better when their needs are met (Abraham Maslow, 1943). Herzberg’s Two-Factor Theory also shows that recognition and feeling valued at work can improve motivation and performance (Frederick Herzberg, 1959).
The report also shows that communication, motivation, and conflict are closely linked. Poor communication can lead to misunderstandings and conflict, while good communication can improve teamwork and reduce problems. Conflict is not always negative, but it needs to be managed properly so it does not affect performance.
From my self-evaluation, I found that I am good at written communication, listening, and one-to-one communication. However, I need to improve my confidence in group discussions, meetings, and presentations. My Personal Development Plan helps address these areas by setting clear goals such as speaking more in meetings, practising presentations, and building confidence over time.
Overall, this report shows that good communication is a key skill in the workplace. Improving communication can lead to better teamwork, higher motivation, fewer conflicts, and improved performance.
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Appendix

Communication Style Questionnaire

1. How would you describe my verbal communication skills in the workplace? 
2. Do I explain ideas and instructions clearly during conversations or meetings? Please provide examples if possible. 
3. How effective is my listening skills when communicating with others? 
4. How would you describe my tone of voice and professionalism when speaking with colleagues? 
5. In what ways could I improve my verbal communication? 
6. How would you describe my written communication skills (emails, messages, reports, etc.)? 
7. Are my written messages clear, organised, and easy to understand? 
8. How professional and appropriate is my written communication style? 
9. What strengths do you notice in my communication with others? 
10. What suggestions would you give to help me improve my overall communication skills?

Feedback

1. Your verbal communication skills in the workplace are clear and confident. You can communicate ideas effectively and interact positively with colleagues. 
2. Yes, you explain ideas and instructions clearly during conversations and meetings. For example, you provide step-by-step explanations when discussing tasks, which helps others understand expectations easily. 
3. Your listening skills are effective because you pay attention to others, allow them to speak without interruption, and respond appropriately to questions or concerns. 
4. Your tone of voice is respectful, calm, and professional when speaking with colleagues. You maintain a positive attitude that encourages open communications and teamwork. 
5. You could improve your verbal communication by speaking more confidently during group discussions and presentations, and by providing more detailed explanations in complex situations. 
6. Your written communication skills are professional and well-structured. Emails, messages, and reports are generally very clear. 
7. Yes, your written messages are organised, easy to follow, and communicate the main points effectively. 
8. Your written communication style is professional, polite, and appropriate for the workplace. You use suitable language and maintain a respectful tone. 
9. Strengths in your communication include clarity, professionalism, active listening, and the ability to communicate positively with others. 
10. To improve your overall communication skills, you could focus on becoming more confident in public speaking, using more precise language in writing, and continuing to develop active listening and feedback skills. 
Communication Strengths
The strongest communication qualities observed include professionalism, active listening, clarity when explaining ideas, respectful interaction with colleagues, confidence during conversations, and the ability to communicate effectively through both verbal and written methods. You also demonstrate positive body language, teamwork, and the ability to adapt communication styles to different situations.
Areas for Development
Areas where improvement may be beneficial include developing greater confidence during presentations and group discussions, providing more detailed explanations in complex situations, and continuing to improve in written communication. Further strengthening active listening and feedback skills may also enhance overall workplace communication effectiveness.
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