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 Introduction
Effective communication, motivation, and conflict management are essential for organisational success. Communication enables information sharing, teamwork, decision-making, and relationship building. Conflict also plays a significant role within organisations because poorly managed conflict can reduce morale and performance, whereas effectively managed conflict can encourage innovation and problem-solving. (Robbins & Judge, 2022).
This report analyses workplace communication using recognised communication theories and models, including the Communication Cycle and Schramm’s Model. The report also evaluates the relationship between motivation, performance, and conflict through the application of motivation theories such as Maslow’s Hierarchy of Needs (Maslow, 1943) and  Herzberg’s 2 factor theory (Herzberg et al., 1959).
In addition, the report reflects on personal communication skills through feedback analysis, gap analysis, and application of communication theory. A Personal Development Plan (PDP) with SMART objectives is included to support future professional development.
Management Communication: Analysis and Evaluation
 The Communication Cycle
The Communication Cycle is one of the most widely used models for understanding workplace communication. It explains communication involving several stages: sender, encoding, message, channel, receiver, decoding, and feedback. The sender creates and encodes a message, which is transmitted through a communication channel such as email, telephone, meetings, or video conferencing. The receiver then decodes and interprets the message before providing feedback. Feedback is a critical stage because it allows the sender to determine whether the message has been understood correctly and provides an opportunity to clarify any misunderstandings. The Communication Cycle highlights the importance of two-way communication in achieving effective workplace interactions.
The model can be applied within the workplace through weekly team meetings, where managers communicate organisational objectives, performance targets, and operational updates. In this situation, the manager acts as the sender and communicates information verbally, often supported by visual presentations. Employees receive and interpret the information before responding through questions, comments, or discussion. This feedback enables managers to assess employee understanding and expectations where necessary. As a result, communication becomes an ongoing process that supports employee engagement, and organisational performance.
The Communication Cycle has some limitations. The model presents communication as a relatively straightforward process, whereas workplace communication is often influenced by organisational culture, emotions, technology, and interpersonal relationships. Furthermore, it does not explicitly address barriers such as language differences, information overload, or cultural misunderstandings. Nevertheless, the model remains highly relevant because its emphasis on feedback encourages participation, improves understanding, and supports more effective communication within organisations.

 Schramm's Interactive Model
Schramm's Interactive Model represents a significant development in communication theory because it recognises communication as a two-way process involving continuous interaction between participants. Unlike earlier linear models, Schramm proposed that both individuals simultaneously act as senders and receivers, exchanging messages and feedback throughout the communication process. The model also introduces the concept of a "field of experience," suggesting that individuals interpret messages according to their personal knowledge, experiences, beliefs, and cultural backgrounds. Effective communication is therefore more likely when communicators share similar experiences and understanding.
The relevance of Schramm's model can be observed during workplace performance reviews. During these discussions, managers communicate performance expectations and provide feedback regarding employee achievements. At the same time, employees communicate their concerns, development needs, and perspectives on workplace challenges. Communication is therefore interactive, with both parties contributing to the conversation and influencing its outcome. Feedback allows misunderstandings to be addressed immediately and encourages greater employee involvement in decision-making processes.
One of the big strengths of Schramm's model is that it reflects the reality of modern workplace communication more accurately than linear models. It understands that communication is influenced by individual interpretation and that feedback is essential for  understanding. Employees may feel reluctant to provide honest feedback to managers due to concerns about authority or workplace relationships. Despite this limitation, Schramm's model remains highly relevant because it highlights the importance of interaction, feedback, and shared understanding in organisational communication.


 Barriers to Communication
Despite the importance of effective communication, some barriers can prevent messages from being transmitted and interpreted properly within organisations. One common barrier is language differences, particularly in diverse workplaces where employees may have different levels of language. Technical, jargon, and complex language can create misunderstandings and reduce communication effectiveness. Cultural differences may also present challenges, as individuals from different backgrounds may interpret messages, behaviours, and non-verbal cues differently. For example, communication styles that are considered direct and efficient in one culture may be perceived as rude or confrontational in another. Such misunderstandings can negatively affect workplace relationships and collaboration.
Technology related barriers have become increasingly significant as organisations rely on digital communication systems. Technical failures, poor internet connectivity, software issues, or poor digital skills can disrupt communication and delay the flow of information. Psychological barriers, including stress, anxiety, and emotional reactions, can also influence how messages are interpreted. Employees experiencing high levels of stress may struggle to concentrate, resulting in misunderstandings or reduced engagement. Organisational structure can act as a communication barrier when employees feel uncomfortable sharing ideas, concerns, or feedback with senior managers. This may prevent important information from reaching decision-makers and reduce employee involvement in organisational processes.
To overcome these barriers, organisations should add a range of communication strategies. Clear communication is important to ensure messages are easily understood by all employees. Managers should avoid unnecessary jargon and adapt their language according to the needs of the audience. Active listening is equally important because it demonstrates respect, encourages participation, and helps identify misunderstandings before they escalate into larger problems. Investment in reliable communication technologies and digital training can help reduce technological barriers and improve information sharing across the organisation. These strategies contribute to more effective communication and support improved organisational performance.
 Communication Methods Used Within the Organisation
Modern organisations apply a variety of communication methods to meet different operational requirements and communication objectives. Meetings remain one of the most widely used methods because they allow immediate interaction, discussion, and feedback. Face-to-face meetings provide opportunities for clarification, collaborative decision-making, and the observation of non-verbal communication cues. However, meetings can be time-consuming and may reduce productivity if they are poorly planned or involve unnecessary participants. Despite this limitation, meetings are particularly effective when discussing complex issues that require discussion and collective input.
Email communication is another important organisational communication method because it provides a permanent written record of information and decisions. Emails allow managers to communicate efficiently with large groups of employees and ensure consistency in message delivery. However, the absence of non-verbal cues means that messages can sometimes be misinterpreted, particularly if language is unclear or ambiguous. In addition, excessive reliance on email can contribute to information overload, reducing employees' ability to identify and prioritise important information.
The increased adoption of remote and hybrid working practices has made video conferencing an essential communication tool. Video calls enable communication between geographically dispersed employees while preserving some elements of face-to-face interaction, including visual communication and immediate feedback. Nevertheless, technical difficulties such as poor internet connections or software failures can disrupt communication and reduce effectiveness. Organisational reports also play an important role by providing detailed information, analysis, and recommendations to support decision-making. While reports offer comprehensive and structured information, they often require significant time and effort to prepare.
Instant messaging systems have become increasingly popular because they facilitate rapid communication and enable employees to exchange information quickly. These systems can improve responsiveness and collaboration, particularly when urgent issues arise. However, the nature of instant messaging can sometimes lead to misunderstandings, inconsistent communication standards, or inappropriate communication practices. Consequently, most organisations adopt a combination of communication methods, selecting the most appropriate channel according to the urgency, complexity, and purpose of the message (daft, 2021) 
 Motivation, Performance and Conflict
Motivation and Performance
Employee motivation plays a critical role in determining workplace performance because it influences behaviour, effort, commitment, and engagement. Motivated employees are generally more productive, demonstrate higher levels of job satisfaction, and contribute positively to organisational objectives. Consequently, understanding the factors that influence motivation is essential for managers seeking to improve individual and organisational performance. A range of motivational theories have been developed to explain why employees behave in certain ways and how organisations can create environments that encourage high levels of performance.
Maslow's Hierarchy of Needs
One of the most influential motivational theories is Maslow's Hierarchy of Needs. Maslow proposed that human motivation is driven by the desire to satisfy five categories of needs: physiological needs, safety needs, social needs, esteem needs, and self-actualisation needs. According to the theory, individuals seek to satisfy lower-level needs before progressing to higher-level needs. Within the workplace, physiological needs may be satisfied through adequate pay, while safety needs are supported through secure employment and safe working conditions. Social needs can be addressed through teamwork and positive workplace relationships, whereas esteem needs may be fulfilled through recognition and achievement. Self-actualisation occurs when employees are provided with opportunities for personal growth, creativity, and professional development.
A major strength of Maslow's theory is its simplicity and its recognition that employees are motivated by a range of needs rather than solely financial rewards. The theory encourages managers to consider employee wellbeing holistically and highlights the importance of creating supportive work environments. However, the theory has also been criticised because individuals do not always satisfy needs in a fixed sequence. Employees may prioritise different needs depending on their personal circumstances, making the hierarchy difficult to apply universally. Despite these limitations, Maslow's theory continues to provide a useful framework for understanding employee motivation.
Herzberg's Two-Factor Theory
Herzberg's Two-Factor Theory provides an alternative explanation of employee motivation by distinguishing between hygiene factors and motivators. Hygiene factors include salary, job security, organisational policies, and working conditions. While these factors do not necessarily motivate employees, their absence can create dissatisfaction. Motivators, on the other hand, include achievement, recognition, responsibility, and opportunities for growth. According to Herzberg, these factors are responsible for creating genuine job satisfaction and increased motivation.
A significant strength of Herzberg's theory is its practical relevance for managers. The theory highlights that simply increasing pay or improving working conditions may not be sufficient to enhance motivation. Instead, employees must be provided with opportunities to achieve, develop, and feel valued. However, the theory assumes that employees respond similarly to workplace factors, which may not always be the case. Individual preferences and personal circumstances often influence what employees find motivating. Herzberg's distinction between dissatisfaction and motivation provides valuable insight into the factors influencing employee performance.
Herzberg's Two-Factor Theory: Application to the Workplace
Of the theories examined, Herzberg's Two-Factor Theory appears most relevant to my workplace because employee motivation is strongly influenced by recognition, responsibility, and opportunities for development. Employees frequently demonstrate greater enthusiasm and commitment when their contributions are acknowledged and when they are trusted to undertake additional responsibilities. Positive feedback from managers and opportunities for career progression often lead to higher levels of engagement and improved performance.
Communication, Motivation and Performance
Communication, motivation, and performance are closely interconnected. Effective communication contributes to employee motivation by ensuring individuals feel informed, respected, and valued within the organisation. Clear communication of expectations enables employees to understand their roles and responsibilities, reducing uncertainty and improving confidence. Feedback and recognition also play an important role by acknowledging achievements and reinforcing positive behaviours. Poor communication can reduce morale, create confusion, and contribute to employee disengagement. Employees who receive inconsistent information or limited feedback may become frustrated and less committed to organisational objectives. Effective communication represents a key management tool for enhancing motivation and supporting high levels of workplace performance.

Self-Evaluation of Communication Skills and Personal Development Plan
 Evaluation of Communication Skills
Effective communication is an essential professional skill that influences workplace relationships, teamwork and career development. To evaluate my communication effectiveness, I developed a set of assessment criteria based on key communication skills required within a professional environment. These included clarity of communication, listening skills, professionalism, confidence, written communication, and non-verbal communication. The criteria were selected because they reflect the communication competencies expected within my workplace and align with communication theories that emphasise message clarity, feedback, and interpersonal interaction.
The evaluation revealed several areas of strength. My written communication skills were identified as particularly effective, as I consistently produce professional emails, reports, and written correspondence that are clear, accurate, and appropriate for the intended audience. Clarity is an important aspect of effective communication because it reduces the likelihood of misunderstandings and ensures that information is communicated efficiently Bovee, J. (2021). . My listening skills were also assessed positively. Active listening enables individuals to understand information accurately, respond appropriately, and demonstrate respect for colleagues. Furthermore, professionalism was identified as a key strength because I maintain a respectful and courteous communication style when interacting with managers, colleagues, and external stakeholders.
However, the evaluation also identified areas requiring further development. While I communicate confidently in small groups and one-to-one discussions, I experience reduced confidence when speaking in larger meetings or delivering formal presentations. This can affect my ability to communicate ideas clearly and assertively in situations involving larger audiences. Additionally, aspects of my non-verbal communication, particularly eye contact and body language during presentations, require improvement. These findings suggest that while my communication skills are generally effective, further development would enhance my ability to communicate confidently across a wider range of professional situations.
 Feedback Collection and Analysis
To support the self-evaluation process, feedback was collected from colleagues using a short communication skills questionnaire. Feedback is important for professional development because it provides external perspectives that may show some strengths and weaknesses that are not always apparent through self-assessment (cottrell 2021) A copy of the questionnaire is included in the Appendix 
Analysis of the feedback revealed several consistent themes. Respondents highlighted my professional approach to communication and noted that written communications were generally well-structured, clear, and easy to understand. Colleagues also indicated that I demonstrated strong listening skills during discussions and meetings by paying attention to others' viewpoints and responding appropriately. In addition, respondents described my communication style as respectful and collaborative, which contributes positively to teamwork and workplace relationships.
Despite these strengths, feedback identified opportunities for further development. Several respondents suggested that I could improve my confidence when delivering presentations or speaking in larger group settings. Some colleagues observed that I occasionally appeared hesitant when presenting ideas to larger audiences, despite demonstrating confidence in smaller discussions. Feedback also suggested that greater use of eye contact and more confident body language could enhance my overall presentation effectiveness. These findings were valuable because they confirmed areas that I had already identified through self-reflection while also providing specific guidance for future development.
The feedback process demonstrated the importance of obtaining perspectives from others when evaluating communication effectiveness. While self-assessment provides useful insight, feedback from colleagues offers a more balanced and objective evaluation of workplace communication performance.
Gap Analysis
A gap analysis was conducted to compare my current communication skills against the level of competence expected within a professional workplace environment. The purpose of the analysis was to identify development priorities and establish areas requiring improvement. The results indicated that written communication and active listening are currently strong areas of performance and closely match the standards required within my role. 
In contrast, the analysis identified presentation skills as an area with a significant gap between current and desired performance levels. Although I can communicate effectively in everyday workplace situations, delivering presentations to larger audiences remains a challenge.
The findings suggest that future development activities should focus on presentation skills, communication confidence, and non-verbal communication techniques. Addressing these gaps will contribute to greater professional effectiveness and support future career progression opportunities.
 Reflection on Communication Style
Reflection is an important aspect of professional development because it encourages individuals to evaluate their behaviours and identify opportunities for improvement (Moon,2013). Based on self-assessment and colleague feedback, my communication style can be described as professional, respectful, and collaborative. I generally adapt my communication approach according to the audience and communication context, recognising that different situations require different levels of formality and communication techniques. 
A significant strength of my communication style is my ability to build positive working relationships through respectful and supportive interactions. I actively listen to colleagues, encourage participation, and seek to understand alternative perspectives before responding. 
However, reflection also highlights areas requiring improvement. In situations involving presentations or larger meetings, I occasionally lack confidence and may become overly focused on avoiding mistakes rather than communicating ideas effectively. This can reduce the impact of my communication and limit my contribution to discussions. Developing greater confidence in these situations would improve my overall communication effectiveness and enhance my ability to influence others.
Schramm's Interactive Model provides a useful framework for understanding this reflection because it emphasises communication as a two-way process involving feedback and interaction. My own experience supports this perspective, as I generally communicate more confidently and effectively when opportunities for discussion and feedback are available. The model therefore reinforces the importance of continuous interaction and feedback in developing effective communication skills.











5. Conclusion
This report has examined workplace communication, motivation, performance, and conflict through the application of relevant theories and models. The analysis demonstrated that effective communication is essential for organisational success and that communication models such as the Communication Cycle- Schramm's Interactive Model provide valuable frameworks for understanding how communication operates within workplace environments. The discussion highlighted the importance of feedback, audience awareness, communication channels, and the management of communication barriers in promoting effective organisational communication.
The report also explored the relationship between motivation and performance through an evaluation of key motivational theories, including those developed by Maslow, Herzberg, Herzberg's Two-Factor Theory was identified as the most relevant to the workplace context because it explains how recognition, responsibility, and opportunities for development influence employee motivation and performance. The analysis demonstrated that motivated employees are generally more productive, engaged, and committed to organisational objectives.
The report also examined the causes and consequences of workplace conflict and highlighted the significant role that communication and motivation play in either preventing or contributing to conflict situations. While conflict can have negative effects on morale and productivity, it can also generate positive outcomes such as innovation, problem-solving, and organisational improvement when managed effectively through collaborative conflict resolution strategies.
Finally, the self-evaluation identified several communication strengths, including professionalism, written communication, and active listening, while also highlighting opportunities for development in presentation skills, public speaking confidence, and non-verbal communication. 
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Appendices
4.5 Personal Development Plan (PDP)
	Objective
	Action
	Timescale
	Success Measure

	Improve presentation skills
	Attend presentation training
	3 months
	Increased confidence

	Improve public speaking
	Participate in team presentations
	6 months
	Positive manager feedback

	Strengthen non-verbal communication
	Practice eye contact and body language
	2 months
	Improved meeting participation

	Improve communication confidence
	Seek regular feedback
	Ongoing
	Increased communication effectiveness


The objectives are SMART because they are Specific, Measurable, Achievable, Relevant, and Time-bound.

Appendix 2 – Gap Analysis Table

	Communication Skill
	Current Level
	Required Level
	Gap Identified
	Impact on Performance
	Development Action

	Written Communication
	Strong
	Strong
	Minimal
	Produces clear, professional emails and reports that support effective information sharing.
	Continue applying good practice and seek occasional feedback on written work.

	Active Listening
	Strong
	Strong
	Minimal
	Supports teamwork, collaboration, and understanding during meetings and discussions.
	Maintain active listening techniques and continue encouraging feedback from colleagues.

	Presentation Skills
	Moderate
	High
	Significant
	Reduced confidence when presenting to larger audiences may limit the effectiveness of communication and professional influence.
	Attend presentation skills training and participate in more workplace presentations.

	Confidence in Meetings
	Moderate
	High
	Moderate
	Hesitation when expressing opinions in larger meetings may reduce contribution to decision-making processes.
	Increase participation in meetings and seek opportunities to lead discussions.

	Non-Verbal Communication
	Moderate
	High
	Moderate
	Limited eye contact and nervous body language during presentations may affect audience engagement and credibility.
	Practise eye contact, posture, and body language techniques during meetings and presentations.

	Public Speaking
	Moderate
	High
	Significant
	Lack of confidence when speaking to larger groups may reduce communication effectiveness in leadership situations.
	Join presentation opportunities, practise public speaking, and seek constructive feedback.


Summary of Findings
The gap analysis demonstrates that written communication and active listening are established strengths that meet the communication standards expected within the workplace. However, presentation skills, public speaking confidence, and aspects of non-verbal communication require further development. These areas represent the most significant gaps between current performance and the level of competence required for greater professional effectiveness and future career progression. The findings have informed the Personal Development Plan and the SMART objectives identified within the report.
Appendix 1: Communication Skills Feedback Questionnaire
Purpose
This questionnaire was designed to gather feedback from colleagues regarding my communication skills in the workplace. Responses were used to support self-evaluation and identify strengths and areas for development.
Please rate each statement using the following scale:
1 = Strongly Disagree
2 = Disagree
3 = Neutral
4 = Agree
5 = Strongly Agree
	Statement
	1
	2
	3
	4
	5

	1. Communication is clear and easy to understand.
	□
	□
	□
	□
	□

	2. Information is communicated in a professional manner.
	□
	□
	□
	□
	□

	3. Emails and written communications are well structured and accurate.
	□
	□
	□
	□
	□

	4. Active listening is demonstrated during conversations and meetings.
	□
	□
	□
	□
	□

	5. Appropriate responses are given to questions and feedback.
	□
	□
	□
	□
	□

	6. Respect is shown when communicating with colleagues and managers.
	□
	□
	□
	□
	□

	7. Communication contributes positively to teamwork and collaboration.
	□
	□
	□
	□
	□

	8. Confidence is demonstrated when communicating in meetings.
	□
	□
	□
	□
	□

	9. Ideas are communicated effectively during presentations.
	□
	□
	□
	□
	□

	10. Non-verbal communication (eye contact, body language, facial expressions) supports effective communication.
	□
	□
	□
	□
	□



	Communication Area
	Average Score (/5)

	Clarity
	4.6

	Professionalism
	4.8

	Written Communication
	4.7

	Active Listening
	4.5

	Teamwork & Collaboration
	4.6

	Confidence in Meetings
	3.8

	Presentation Skills
	3.6

	Non-Verbal Communication
	3.7
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