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1. Introduction 
​
The following assignment will explore the importance of effective communication in various contexts. Effective communication is essential in conveying information clearly and ensuring that messages are understood by all parties involved. This assignment will examine the factors that contribute to successful communication, including verbal and nonverbal methods, authenticity, and trust. Additionally, it will discuss the impact of communication on team dynamics and the role of trust in fostering effective communication, communication barriers different styles of listening .  I will explain how and why motivation is important how it has affected me within work and life. Personal development plan for how I can move forward personally 

2. What is Communication?
“Communication is the transactional use of symbols, influenced, guided, and understood in the context of relationships”  Duck, S & McMahan, D.T, (2015), p.5
In other words communication is exchanging information from one person to another but also it is the receiver listening to the message and taking the information in. you can communicate in a number of ways to get feelings across then the other party or receiver who interprets the message and gives feedback. Communication is key sometimes the message can be miss understood if the communication isn’t effective. Effective communication requires understanding the ability to listen and the ability to respond appropriately.
Nowadays there are many ways to communicate it is not just face to face there is Phone, written, email/text or electronically.
This then plays a vital role as Mehrabian (1971) says the percentage of communication 7% what is said, 38% voice or tone and a massive 55% is gestures. This is pure evidence that we communicate not just through words. 
There are many Barriers to effective communication 
· Personal Barriers
· Different languages and accents 
· Environmental 
· Psychological 
· Content barriers 
· Perceptual barriers


 Berlo’s Model of Communication is a widely recognized framework for understanding the communication process. Developed by David Berlo, this model emphasizes the roles of both the sender and the receiver, as well as other contextual factors. Here is a diagram of the model.
· [image: BERLO’S SMCR MODEL OF COMMUNICATION | Mass Communication Theory]

· As mentioned a massive component to communication is listening Covey, (2013) states there are 5 levels of listening 

· Level 1 ignore.

· Level 2 pretend

· Level 3 selective

· Level 4 Active

· Level 5 empathetic

· 

for me I find communication challenging I get overly excited to talk and sometimes that loses my ability to listen effectively (ignore or pretend listen) as I am so focussed in what I am going to say next I can also  go to a level 5 (empathic) and take what the person is saying so much that I feel there pain I take on board there emotions I want to fix things which I then sometimes lose sight of the message and get emotional response whivch can be deemed as unprofessional and not helpful sometimes people want to vent and its not always down to me tp solve the problem. I then take on to much because of this trait and I am constantly chasing my tale. If I could take what I have learned and put it into practice me and my colleges would get more done.

Ratna. H (2019:23) suggests that effective communication involves using verbal speech and various methods to convey information clearly. She emphasizes that communication is not effective if one party does not understand the message being conveyed.
There are multiple elements that contribute to good communication, such as clarity of message, authenticity, mode of communication (technology or face-to-face), and ensuring that the recipients understand the intended message. Building trust is crucial for effective communication, as it requires belief in the authenticity and reliability of the information being shared. According to Phil Jackson, a renowned NBA coach, successful teams trust each other enough to prioritize the collective goals over individual interests (Dithurbide & Flett, 2014).
To assess effective and ineffective communication, Driscoll's (1994) "What? So what? Now what?" Model is a useful framework and since starting this course with university I have used this framework so I am clear in my delivery .


In summary, communication is a multifaceted process essential for human interaction and societal functioning. Mastering communication skills can lead to more effective exchanges, better relationships, and successful outcomes in various aspects of life. 

3. Workplace communication

Effective communication in the workplace is so important for  success in business, fostering a positive work environment, and achieving common clear goals. It involves the exchange of information between employees, management, or person to person, ensuring that everyone is aligned and informed.
Importance of Workplace Communication is vital as it increases productivity everyone knows where they are every one is working from the same page. Clear straightforward communication promotes collaboration and a team ethos helping everyone to work efficiently to achieve the same goals and objectives.
Open honest communication helps build trust rapport among people creating a more supportive  environment for people in the workplace. Clear communication is so important if you are working towards a deadline for example you don’t want everyone working on the same thing as its conter productive and wastes time so clear communication with clear instructions is imperative to get the job done. Effective communication allows quick diagnosis of the problem or job precenting small problems from escalating. Effective communication helps with conflicts Conflicts in the workplace. Although all conflict is unavoidable they do not need to be 
don't need to be angry, disruptive and anxiety-ridden situations. 
In fact, well-handled conflicts can often lead to new insights and improved strategies for getting things done. Covey, S. R. (2013a)
Applying Stephen Covey’s principles to conflict resolution involves a combination of understanding, empathy, and proactive problem-solving. Here’s how you can use his principles: 
Additionally, Covey’s concept of the 3rd Alternative is particularly relevant to conflict resolution. It’s a process of finding a solution that is not “my way” or “your way,” but a higher “our way”.

By applying these principles in communication, you can approach conflict resolution in a structured, empathetic, and effective manner, leading to solutions that strengthen relationships rather than strain them.

Communicating effectively Builds Relationships.Open and honest communication helps build trust and rapport among colleagues, creating a more supportive work environment if people have a mutal respect for one another this has great outcomes for teamwork
it also Promotes Employee Engagement Keeping employees informed and involved in decision-making processes increases their engagement and job satisfaction. But if you work alone effective communication is imperative between clients in my line of work if I don’t receive the message on what the clients want there is a risk I will not deliver what they want also in my line of work a massive factor is the rapport I view some of my clients as friends as be have comminated and shared interests and sometimes they book with me for a catch up as well as treatment.
Although I would see myself as a good communicator I sometimes need to watch my delivery as mentioned above I can sometimes interrupt and take on peoples feelings this can have a terribleeffect on my mental well being as I feel like I have to solve the world problems. I always try and be completely authentic and always honest to create a trusting relationship. 
Varga and Guignon (2023) emphasize that authenticity involves being transparent about your core feelings and desires. In the workplace, it's important to stay true to yourself while adapting your presentation to suit the different individuals you interact with, based on your role.

In summary, effective communication in the workplace is essential for fostering collaboration, increasing productivity, and maintaining a positive work environment. By understanding and addressing potential barriers and continuously improving communication strategies, organizations can enhance their overall performance and employee satisfaction. 
4. How motivation affects people in the workplace

Motivation is a critical factor influencing various aspects of your performance and well-being in the workplace. It drives your behaviour, impacts your productivity, and shapes your overall job satisfaction.  I have struggled with motivation I have it in abundance when I am interested in something so much so I will research, obsess and consume the subject with every part of myself  until one day it is like a switch is turned off and I will struggleto even think about work or the given subject when I lack motivation I can do everything bar the given task (procrastination) I will miss deadlines and my performance is effected. There are two types of motivation Intrinsic motivation, is an internal form of motivation. 
You strive towards a goal for personal satisfaction or accomplishment. 
You may even work towards a long-term reward such as the development of a business or participating in a competition, but the primary motivator is internal.
Extrinsic motivation is an external form of motivation. 
For example, if your boss sets a deadline on a project and your bonus is tied to the deadline, that is a very clear form of extrinsic motivation. 
In fact, this example includes two extrinsic motivators: your boss's expectations and the bonus. So, extrinsic motivation doesn't always have to be another person, but it is some outside demand, obligation, or reward that requires the achievement of a particular goal. (moodle BMSK4013)
I used to work in sales and extrinsic motivation was pleasing my manager as I had a great relationship with her I didn’t want to let her down but I would say the the biggest motivator for me was the comition I would receive I simply wouldn’t of lasted as long in that job if it wasn’t for the money when I would struggle I knew I would have to get focussed as I would only receive a basic wage which didn’t fir in with my lifestyle as Furnham says money as a motivator .Furnham, A. (2012).. I have since then become self employed my business has my name attached to it I am so motivated to succeed as a business woman it is intrinsic it is internal and i am confident that i will not stop until I turn over a net profit of 100000 in a year but then I am sure that my goal will change, motivation is a very interesting subject for me because I am all or nothing. 
In the work place Herzberg’s Motivation Theory, often referred to as the Two-Factor or Hygiene Theory, stands as a infulential concept in the realm of employee motivation. The theory has two fundamental categories of workplace needs that influence an individual’s motivation and job satisfaction:
Hygiene Factors: These encompass the environmental conditions of work, such as. Working Conditions: The physical and psychological conditions under which work is performed. Wages: The financial compensation received for the work. Workplace Relations: The nature of interactions and relationships with colleagues and supervisors.
While hygiene factors are not direct motivators, their absence can lead to job dissatisfaction and demotivation.
Motivators: These are intrinsic factors that drive individuals to excel and put forth greater effort, including: Job Recognition: The acknowledgment and appreciation of an individual’s contributions.Promotion Opportunities: The prospect of advancing in one’s career. Achievement: The sense of accomplishment from meeting or exceeding work objectives.
Herzberg says that true motivation arises from the motivators, which relate to the nature of the work itself and the way individuals perceive their roles and contributions. Herzberg, F. (1964).
I have run teams in previous employment so I can see motivation from both sides as a business owner and as an employee. I like Hezbergs motivation theory because if one of the factors is slightly off it is extremely difficult to be and stay motivated so keeping motivated is a balancing act and low motivation can be contagious especially in a team environment The bad apples thery  metaphor originated as a warning of the corrupting influence of one corrupt or sinful person on a group: that "one bad apple can spoil the barrel" Franklin, Benjamin (1736)



5. Personal development Plan

1. Self-Assessment
   - Strengths: Artistic skills, attention to detail, creativity, communication, and interpersonal skills.
   Weaknesses: Time management,  business skills.

   - Short-Term Goals (6-12 months):
     - Master new makeup techniques (e.g., airbrush makeup, special effects makeup).
     - Attend at least two industry workshops or seminars.
     - Build a professional portfolio with diverse looks and styles.
     - Increase social media presence and engagement.
     - Obtain certifications (e.g., from a recognized beauty school or online course).

   Long-Term Goals (1-5 years):
     - Establish a personal brand and business.
     - Expand clientele and build a loyal customer base.
     - Collaborate with photographers, fashion designers, and event planners.
     - Open a beauty studio or salon.
     - Teach makeup classes or workshops.

 3. Skill Development
   - Technical Skills:
     - Learn advanced makeup techniques: contouring, highlighting, bridal makeup, editorial makeup, etc.
     - Stay updated with the latest beauty trends and products.
     - Improve hairstyling skills for diverse looks.
  
   - Business Skills:
     - Marketing and branding: social media marketing, content creation, networking.
     - Customer service: client consultations, handling feedback, and managing client relationships.
     - Financial management: budgeting, pricing services, and accounting.

   - Personal Skills:
     - Time management: efficiently managing appointments and personal time. Covey, S. R. (2013
     - Communication: effectively interacting with clients and team members.
     - Continuous learning: staying updated with industry trends and continuous education.
6. Conclusion 
In conclusion, effective communication is a critical component of successful management, motivation, and personal development. Clear and open communication within an organization can foster trust, collaboration, and productivity among team members. By effectively communicating expectations, providing feedback, and offering support, managers can motivate their employees to achieve their full potential and contribute to the overall success of the organization. Personal development is also closely linked to communication, as individuals can enhance their skills and abilities through feedback, mentorship, and self-reflection. By prioritizing communication, both at the managerial level and on a personal level, individuals and organizations can create a positive and productive work environment that supports growth and success.
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