Assignment Brief: BMSK4013 Management Communication Report
You are required to prepare a formal written report that examines workplace communication, evaluates its effectiveness, and reflects on your own communication skills within a professional context.
Note: Workplace examples may come from your current workplace, a previous workplace, volunteering, placement experience, or a familiar organisational context, provided the example is explained clearly.
Your report must address the following:
1. Management Communication (Analysis and Evaluation)
Explain and evaluate workplace communication using relevant theories, models, and concepts.
Your discussion must include:
· The Communication Cycle as a core model, including its key stages (sender, message, encoding, channel, decoding, receiver, feedback) and its role in effective communication 
· Additional communication models (Shannon and Weaver, Schramm, or Berlo), with clear explanation of their key principles, strengths and weaknesses. 
You are required to:
· Compare how these models explain communication processes 
· Apply each model to your workplace, using specific examples 
· Evaluate their usefulness and limitations in real workplace communication 
Your discussion should also include:
· The role and importance of verbal and non-verbal communication 
· The impact of language, structure, levels of formality, and audience on communication effectiveness 
· Identification of barriers to communication and appropriate strategies to overcome them 
· Assessment of the range of verbal and written communication methods used within your organisation, including their effectiveness 
The focus throughout should be on linking theory to practice and evaluating how effectively communication operates in your workplace.
2. Motivation, Performance, and Conflict
Explain and evaluate the relationship between motivation, performance, and conflict in the workplace.

2.1 Motivation and Performance
Your discussion must include:
· Explanation, analysis, and evaluation of a range of motivation theories (for example, Maslow, Herzberg, McGregor, McClelland), demonstrating understanding of their strengths, limitations, and relevance to workplace practice 
· Comparison of these theories, identifying how they differ in explaining motivation and their applicability in different organisational contexts 
You are then required to:
· Select one motivation theory that you judge to be most relevant to your workplace 
· Justify your selection using evidence from your organisational context 
· Apply the chosen theory in depth to your workplace, showing how it explains employee behaviour, motivation, and performance 
· Evaluate the impact of this theory on performance, including both strengths and limitations in practice. Performance may include productivity, quality of work, attendance, teamwork, engagement, service quality, meeting deadlines, reduced errors, or improved working relationships.
You should also:
· Evaluate key factors influencing motivation and performance in your workplace 
· Make clear links between motivation, communication, and performance, showing how communication practices influence motivation levels and workplace outcomes 

2.2 Conflict in the Workplace
Explain and evaluate the role of conflict in the workplace and its impact on performance.
Your discussion must include:
· Explanation of the causes and types of conflict in organisational settings 
· Analysis of how ineffective communication can contribute to conflict 
· Evaluation of how levels of motivation may influence the development or escalation of conflict 
You are then required to:
· Assess the impact of conflict on individual and organisational performance 
· Describe and evaluate an appropriate professional conflict resolution strategy 
Throughout this section, you should demonstrate clear links between communication, motivation, and conflict, showing how these interact to influence workplace effectiveness.

3. Self-Evaluation of Communication Skills and Personal Development Plan
Evaluate your own communication skills using appropriate criteria, feedback, and relevant theory.
Your discussion must include:
· Development and use of criteria to evaluate your communication effectiveness. 
· Collection and analysis of feedback on your verbal and written communication, using a suitable feedback method such as a short questionnaire. Include the feedback tool in the appendix and summarise the key findings in the main report. 
· Identification of strengths and areas for improvement. 
· A gap analysis comparing your current communication skills against the required or expected standard. 
· Reflection on your communication style(s) and personal behaviours in the workplace. 
· Application of relevant communication theories or models to support your evaluation. 

You are then required to:
· Produce a Personal Development Plan (PDP) that addresses identified gaps and builds on strengths. 
· Ensure your PDP includes clear SMART objectives for learning and development.

4. Report Requirements
Your report must:
· Be clearly structured with appropriate use of headings and sections 
· Use professional and appropriate language, with consideration of audience and levels of formality 
· Demonstrate clarity, coherence, and logical organisation 
· Include relevant models, diagrams, tables, or charts where appropriate to support your analysis
· Include appendices where appropriate, such as your feedback tool, gap analysis, and full PDP.

Overall expectation
A strong report will show:
· Theory to demonstrate knowledge 
· Application to demonstrate practical skill 
· Evaluation to demonstrate cognitive skill 
· Reflection and development to demonstrate practical and transferable skill 
· Credible sources and accurate referencing to demonstrate engagement with literature 
The strongest assignments integrate these throughout rather than treating them as separate exercises.

5. Research and Referencing
Your work must be supported by appropriate research and evidence.
You are required to:
· Use a minimum of ten credible sources, including academic journals, textbooks, and reliable organisational or governmental publications 
· Ensure sources are current where appropriate, while including key seminal works where relevant 
· Apply the CRAAP test when selecting sources 
· Use APA 7th edition referencing throughout, including in-text citations and a full reference list 

BMSK4013 Assignment Guidance by Assessment Area
	Assessment Area
	What to Include
	Marks Available

	Engagement with Literature Skills
	Use a minimum of ten credible sources. Include a suitable mix of academic, professional, organisational, and reliable web-based sources. Show evidence of careful source selection using the CRAAP test. Use APA 7th edition throughout, including in-text citations and a full reference list.
	10

	Knowledge and Understanding Skills
	You should explore theoretical concepts relating to effective communication such as Shannon & Weaver, Schramm, Berlo, etc. Understanding of key theories should be demonstrated. Employ criticality and evaluate the appropriateness of different levels of formality, language, structure, content, and different modes of communication, with different audiences. Barriers to communication need to be explained and strategies for overcoming them, suggested. Consideration of verbal and non-verbal communication in the workplace scenario should be discussed. Assess a range of verbal and written communication methods in your organisation.
	30

	Cognitive and Intellectual Skills
	Explain theory of motivation and conflict. Examine the effect of motivation and conflict on the performance in the workplace. Apply theory to your workplace and examine the impact. Describe a professional conflict resolution strategy.

	20

	Practical Skills
	Practical skills such collecting feedback on own communication skills and abilities, developing criteria to evaluate own skills and production of a PDP to address identified areas for improvement should be included here.
	30

	Transferable Skills for Life and Professional Practice
	Present the report clearly using headings and sections. Use appropriate language, audience awareness, and levels of formality. Ensure the report is coherent, logically organised, and professionally written. Include models, diagrams, tables, or charts where appropriate. 
	10
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