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	Module Learning Outcomes 
(from module syllabus)

	
Upon the successful completion of this module, the student should be able to:

1. Demonstrate an understanding of effective communication in management with due regard to content, structure, language, and non-verbal communication.
1. Demonstrate an understanding of formal and informal communication methods and their uses in the workplace.
1. Develop effective communication skills as a reflective manager.  







	
TASK DESCRIPTION



	Indicative Content
	What You Should Focus Upon

	
· Prepare a written report on workplace communication with due regard to:

· Content
· Structure
· Language
· Levels of formality, modes of communication
· Regard for audience. 

	
Examine workplace communication and assess its effectiveness by applying the theories, models, and ideas you have researched, e.g.

· Explain Comms Cycle, Shannon & Weaver, Schramm, Berlo, etc. and their relevance for effective communication.

· Explain Importance of verbal communication & Non-verbal communication & levels of formality

· Assess a range of verbal and written communication methods in your organisation

· Evaluate theories of motivation relevant to your workplace

· Evaluate the principal factors that may affect performance and motivation in the workplace.

· Select a theory (one) of motivation - apply it to your workplace – Evaluate the impact.


	
· Evaluate your own communication skills based on feedback and produce a ‘personal development plan’ to address areas for improvement.

	
Take an honest look at the effectiveness of your own communication skills.  This should include, for example:
· Development & use of criteria to evaluate your own ability to communicate effectively.

· Collect & analyse feedback on your own verbal and written communications.

· Your own communication style/s

· Personal behaviours – good and bad (reflect on workplace, for instance)

· Use theories and models to evaluate your own skills as a manager, identifying strengths and areas for improvement.

· Production of a PDP to overcome your weaknesses and build on your strengths – this must include SMART objectives for learning and development.






Communication Cycle and Communication Models    (Relate to your workplace)                         
· Describe, explain, and compare the 4 communication models (differences)
· Communication cycle 
· Shannon & Weaver
· Schramm
· Berlo
· Include small diagrams in-text
· Describe what each model is attempting to describe (E.g. Encode, decode, noise etc)
· Explain how each works (you could use an example)

Comparison:
· What is missing between them? Are there barriers? Are all channels the same? Where is non-verbal communication? Is this relevant? What are the main differences?

Workplace
· Comment on how these models describe communication in your workplace.
· Do they describe it? Do they work? Do they not? Why?



What is Critically Assess?

· Break them down
· Are they similar? Are they different?
· Do they work today?
· Do they have strengths? Do they have weaknesses?
· Support your opinion.





Tone, language and formality      (The importance of…)				                
(Describe, explain and relevance AND relate to your workplace)
· Evaluate and ‘critic’ the appropriate of different levels of: (the importance of)
· Formality
· Language
· Structure
· Content
· Tone
· Different modes of communication
· …with different audiences
· (How they are used (examples) When they work best, work worse and why)

Range of Verbal and written communication  (in your workplace)                                                                                                                       
(Describe, explain and relevance AND relate to your workplace) 
· Assess a range of written communication methods in your organisation
Advantages, disadvantages. Are they appropriate? What work? What does not? Why does it not work?
· Assess a range of verbal communication in your organisation.
Advantages, disadvantages. Are they appropriate? What work? What does not? Why does it not work?

Motivation Theories                                                                                                                                                     
· What is motivation?

· Difference between intrinsic and extrinsic motivation

· Describe explain and ‘critically assess’  the 3 theories of motivation

· Maslow	Hierarchy of Needs
· McLelland	Need Theory
· Herzberg 	Two Factor Theory of Motivation Hygiene
· McGregor 	X – Y Theory


· Break them down.
· Are they similar? Are they different?Critically Assess

· Do they work today?
· Do they have strengths? Do they have weaknesses?
· Support your opinion.


· Apply one to your workplace and suggest if it works, why it works, why it does not.
· Give examples, good and bad.
· Does it work? Why not? Why does it?
· Would another model have better described your workplace?
· Any other factors that need to be considered in motivating people in your workplace?

Factors that affect motivation in the workplace    (With examples)                                                                                                        
· Outline key factors and why they affect motivation in the workplace.
· (Who says? Use references).
· Relate to your workplace. 
· Refer to your motivational questionnaire (What did it tell you?)

Conflict                                                                                                                                                                                
· Describe a conflict management resolution strategy.
· Describe workplace conflict (what is it)
· Give some examples.
· Describe a professional conflict resolution strategy.
· How successful will it be? Why will it work?

Personal Communication                                                                                                                                       
· Produce a communication questionnaire get feedback on your communication style.
· Analyse and identify key areas of strength and weakness.
· Produce a PDP (place in the Appendix) (SMART)
· Include your questionnaire (place in the Appendix)
· Describe your process of getting feedback in the main text.
· Refer to where the reader can find the PDP and the Questions
· Why do you need to improve them? How will you benefit?
· Produce a GAP analysis to improve areas (general areas to improve)
· Produce a PDP analysis to improve key areas (specific) SMART.

References
At least 10
APA V7 (CiteThemRight)   (Find it on the UWTSD library)   
In-text citations and reference list linked (what is in your text must be in the reference list)

Appendices
Appendix A – Title
Appendix B – Title

Notes
Have you put your header in?
Have you checked your TOC (is it ‘tidy’ and correct?)
Have you used PEEL to link paragraphs?
Have you referenced models/diagrams?
Have you checked your spelling and gaps between paragraphs?
Are references on a separate page?
Are your Appendices each on separate pages?










MARKING GUIDE                                                        Marks
Engagement with Literature Skills 								10
· Referencing and APA 7
Knowledge and Understanding Skills 							30
· Describe, explain, and compare the 4 communication models (differences)

· Communication cycle 
· Shannon & Weaver
· Schramm
· Berlo

· Describe what each model is attempting to do.
· Explain how each works (you could use an example)
· What is missing? Barriers? Are all channels the same? Where is non-verbal communication? Is this relevant? What are the main differences?

· Evaluate and ‘critic’ the appropriate of different levels of: (the importance of)

· Formality
· Language
· Structure
· Content
· Tone
· Different modes of communication

· …with different audiences

· (How they are used (examples) When they work best, work worse and why).

· Assess a range of written communication methods in your organisation
(with suggestions on how to improve)

· Assess a range of verbal communication in your organisation
(with suggestions on how to improve)





Cognitive and Intellectual Skills 								20
· Explain theories of motivation and conflict

· Effect of motivation and conflict on performance in the workplace
· Apply one model to your workplace and examine the impact

· Give examples, good and bad
· Does it work? Why not? Why does it?
· Would another model have better described your workplace?
· Any other factors that need to be considered in motivating people in your workplace?

· Describe a conflict management resolution strategy.

· Describe workplace conflict (what is it)
· Give some examples
· Describe a professional conflict resolution strategy.
· How successful will it be? Why will it work?

Practical Application Skills 									20
· Produce a questionnaire to gain feedback on your communication style.

· Analyse and identify key areas of strength and weakness.
· Produce a PDP (place in the Appendix)
· Include your questionnaire (place in the Appendix)

Transferable Skills for Life and Professional Practice 					10
· Header

· Table of Contents (with no errors)

· 3rd person throughout (apart from referring to communication feedback). Use phrases like ‘the researcher found,… the research demonstrated… the feedback demonstrated..  instead of ‘I’ or ‘We’.

· Sentences well written and paragraphs that follow a pattern (Use of PEEL)

· Tidy, smart and well-presented… something you would give to your manager at work. 

