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[bookmark: _Toc199616131]Introduction
Effective communication is a key element of any successful workplace. In this assignment, I will explore the different forms of communication used in the workplace. Each form will be discussed with examples, highlighting its advantages, disadvantages, and best practices. I will also evaluate the differences between formal and informal communication in the workplace and when to apply it. 
I will then go on to discuss relevant communication models, such as Shannon and Weaver’s Model, Schramm Model, BERLO’S SMCR Model and the Communication Cycle to explain how messages are transmitted and received in the workplace. Additionally, I will identify common communication barriers, such as language differences, technology issues, and emotional factors, and discuss ways to overcome them.
To further support the importance of effective communication, I will then discuss motivation theories, including Maslow’s Hierarchy of Needs, McClelland’s Three Needs Theory, Herzberg’s Two-Factor Theory, and McGregor’s Theory X and Theory Y, to demonstrate how communication impacts employee motivation and productivity.
By the end of this assignment, I aim to provide a well-rounded understanding of workplace communication, supported by theory, practical examples, and critical evaluation of the pros and cons of each communication method.
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There are 4 communication models that can be applied within the workplace, I will explain these below. 
Shannon & Weaver Model:
Shannon & Weaver is a relatively simple linear model as suggested by Drew (2023) who explains how the model is broken down into six key concepts being, sender (the originator of the message), encoder (the process of converting the message into signals), channel (the medium which the message is transmitted), noise (any interference that distorts the message), decoder (The process of interpreting the received signals and receiver).  This model is significant for understanding how information is transmitted and the potential barriers that can affect communication. You can use the Shannon-Weaver model by defining goals, encoding messages clearly, choosing the right channel, minimizing noise, and interpreting feedback to ensure effective communication. As stated by Das (2024) the Shannon-Weaver model structures communication by helping you identify goals, tailor messages, and apply encoding across various communication forms. 

[image: The Shannon-Weaver Model of Communication - Experianta]

Shannon & Weaver Pros and Cons Table:
	Pros
	Cons

	Clear structure – Easy to understand with sender, message, and receiver.
	One-way communication – Doesn’t include feedback.

	Shows how messages move – Helps explain how information is sent.
	Too simple – Doesn’t show how people understand or respond to messages.

	Introduces "noise" – Shows how messages can get interrupted or distorted.
	Not ideal for human interaction – Focuses more on machines than people.

	Good for technology – Useful in explaining communication in phones, radios, etc.
	Ignores context – Doesn’t consider emotions, culture, or background.


[bookmark: _Hlk199072185]
From my findings, I understand that the Shannon and Weaver model is helpful for showing the basic flow of communication, but I also found it less effective for explaining real-life, two-way interactions in the workplace where feedback and human factors are important.


Schramm Model:
The Schramm Model advanced communication theory by introducing feedback and emphasising shared “fields of experience” between communicators. As explained by Das (2024) It includes a source, message, and destination, with communication beginning as the source encodes an idea into signs. The receiver decodes and interprets the message, then may send feedback. This loop helps clarify meaning and address barriers like noise or misinterpretation.

[image: ]

Schramm Pros and Cons Table:
	Pros
	Cons

	Two-way communication – It shows that both people send and receive messages.
	Assumes similar knowledge – It works best when both people understand the topic well.

	Includes feedback – It shows how people respond to each other.
	Doesn't show barriers – It doesn’t clearly explain what can go wrong (like noise or misunderstanding).

	Explains misunderstandings – It shows how different backgrounds can cause confusion.
	Too simple – It doesn’t show all parts of complex communication.

	Ongoing process – It shows that communication is not one-time but keeps going.
	Not great for digital media – It doesn't explain online or tech-based communication well.



From my findings, I found the Schramm model useful for showing how communication is a two-way process with shared understanding, but I also noticed it can be limited when explaining barriers like noise or cultural differences in real workplace situations.





BERLO’S SMCR Model
This model breaks communication down into four main components:  Source: This is the person or group sending the message. Their ability to communicate effectively depends on their communication skills, attitudes, knowledge, and social system. Message: This refers to the information being shared. It includes the content, structure, and presentation of the message. Channel: This is the method used to deliver the message, such as spoken words, body language, written text, or visual media. Receiver: This is the person or group who receives and interprets the message. Their ability to understand the message depends on their communication skills, attitudes, knowledge, and experiences.
It is stated by BERLO’S SMCR Model of Communication (2010) that Berlo’s model highlights how each element plays a crucial role in successful communication. It shows that the interaction between the source, message, channel, and receiver can affect how clearly a message is understood.
[image: A diagram of a communication process]
Berlos Pros and Cons Table:
	Pros 
	Cons

	Easy to understand and use.
	Does not include feedback, making it one-way communication.

	Highlights the importance of communication skills.
	Assumes sender and receiver share the same context.

	Highlights how attitudes and knowledge affect messages.
	Not suitable for complex or interactive communication.

	Useful for analysing communication in structured settings.
	Limited focus on non-verbal and emotional aspects.



The Berlo model is helpful for showing how the sender and receiver's background, skills, and understanding affect communication. However, I also identified that it doesn’t fully explain feedback or noise, which are important in real workplace situations.



The Communication Cycle
The communication cycle involves creating, sending, receiving, and responding to messages through elements like sender, message, channel, receiver, and feedback. Hai (2025) explains this cycle occurs in all forms of communication, such as speaking or writing. Understanding the cycle improves workplace communication and relationships. For example, a teacher gives instructions (sender), the student listens (receiver), and nods (feedback), showing understanding.
[image: Communication Cycle Cut Outs | PDF]
[bookmark: _3o7alnk]Basic Communication Cycle Pros and Cons Table:
	Pros
	Cons

	Helps ensure messages are understood clearly through feedback.
	Assumes the receiver always gives feedback, which may not happen.

	Encourages active listening and response.
	Can break down if any part of the cycle (e.g. message or channel) fails.

	Can be used in all types of communication (verbal, written, non-verbal).
	Feedback may be delayed or unclear, affecting understanding.

	Improves teamwork and communication in the workplace.
	May not fully capture emotional or cultural differences in communication.

	Makes the communication process easier to understand and follow.
	Doesn’t always apply to fast or one-way communication like announcements.



I found the communication cycle useful for understanding how messages are sent, received, and responded to. However, I also noticed that it doesn’t always reflect how quickly things can go wrong if feedback is missed or misunderstood in fast-paced workplace settings.


[bookmark: _Toc199616133]2. Workplace Communication
The BERLO SMCR model works well in my role as a training manager, where many experienced machine operators have limited literacy. This model allows me to tailor training based on employees' abilities and backgrounds. I use colour-coded safety briefs, simple diagrams, and non-written quizzes to support understanding and reduce literacy barriers. As noted by Janse (2024), the BERLO model is effective in manufacturing because it promotes clear, audience-focused messaging, supports visual communication, and helps bridge literacy gaps—making it ideal for fast-paced, high-risk environments. By breaking communication down into four key components—Source, Message, Channel, and Receiver—it helps the sender consider factors like language, tone, and method of delivery. This makes communication clearer, reduces misunderstandings, and is especially useful in diverse workplaces where not everyone has the same level of literacy, experience, or communication style.
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Workplace communication can be formal or informal. Formal communication follows set channels like emails, reports, or meetings and uses structured language, as noted by Valentozer (2025). Informal communication is more casual and helps build rapport among colleagues. Choosing the right style for the audience and context supports professionalism, clarity, and trust. For instance, formal language suits managers or clients, while informal tones are better for team chats. Using the right method improves understanding and workplace relationships. Below are two tables comparing formal and informal communication, their uses, and their importance.

	Formal Communication 
	What is formal communication used for?
	Why is formal communication important?

	Important Structured Emails (Written)
	Used to share important information, request actions, give updates, or communicate professionally with colleagues, managers, or clients.
	Formal emails are used in the workplace to share important information in a clear, professional, and organised way. They are a written record of communication that can be referred to later if needed.

	Reports (Written)
	Detailed documents that present data or analysis on specific topics.
	Formal reports are important in the workplace because they provide clear, organised, and detailed information about a specific topic. They are used to support decision-making, track progress, and share findings with managers, teams, or clients.

	One-to-one meetings (Verbal)
	To give feedback, discuss performance, or raise concerns in a private, formal way.
	Having regular formal one-to-one meetings helps employees feel valued and supported, which can lead to better teamwork, motivation, and productivity.

	Wearing a uniform or dress code (Non-Verbal)
	Shows professionalism and follows company standards.
	It’s important to set standards and to look professional when dealing with clients. This promotes a good impression and shows respect for the company.










	Informal Communication
	What is this informal communication used for?
	Why is it important?

	Text messages between colleagues (Written)
	To quickly check in, ask a question, or share updates in a relaxed way.
	Casual messages create a friendly atmosphere and help team members feel more connected.

	Sticky notes or handwritten notes (Written)
	To leave reminders or friendly messages at someone’s desk
	Quick messages as a reminder to get answers or share updates without writing long emails or having meetings.

	Chatting with colleagues during breaks (Verbal)
	Helps build relationships and create a friendly work environment.
	This helps build trust and team rapport.

	Smiling at a colleague (Non-Verbal)
	To build a positive relationship.
	This shows friendliness and makes you more approachable.




After looking at the pros and cons of formal and informal communication, I now understand that formal communication is best used with managers or clients, while informal communication is more effective for everyday conversations with colleagues. Using the right style in the right situation helps avoid misunderstandings, improves clarity, and supports a positive working environment.
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There are different types of communication barriers in the workplace. Physical barriers include noise or poor technology. Semantic barriers involve misunderstandings due to unclear or technical language. Emotional barriers are caused by stress, anger, or low confidence. Cultural barriers happen when different backgrounds lead to different interpretations. Understanding these helps improve communication and avoid confusion. I have devised a table below to show what barriers I face and how to overcome them.
	Communication Barriers
	Workplace Example
	How to mitigate the barriers

	Language Barriers (Cultural)
	We have a lot of Polish members of staff and English is not their first language.
	I use visual aids or provide translation support from other on-site Polish staff.

	Noise and Distractions (Physical)
	We have lots of machinery outside the office and it can be hard to concentrate on my important tasks.
	I book out a meeting room if I have some important tasks to do to ensure I have peace and quiet.

	Technical Issues (Physical)
	I often use zoom meetings for clients based overseas and sometimes the connection is poor and both parties can become frustrated.
	I always ring the clients and have a test run of the equipment prior to the meeting to make sure the connection is secure.

	Use of Technical Jargon (Semantic)
	My manager uses industry-specific terms that I don’t understand, leading to confusion about my tasks.
	I have asked my boss to not use jargon when communicating with me as I’m unfamiliar with the terminology.

	Feeling stressed and overwhelmed with information overload (Emotional)
	I sometimes feel stressed and shut down during times of receiving too much information at once, this means I miss vital points.
	When in meetings and discussing vital information I have requested that we go at a slower pace to avoid missing anything and to have a follow up email sent with key points.



Now that I’ve identified my workplace communication barriers and ways to overcome them, I understand how important this is for improving teamwork, reducing misunderstandings, and building stronger relationships. Moving forward, I will adapt my communication by being more aware of others’ needs, choosing the right methods, and listening actively to ensure clear and respectful interactions.




[bookmark: _Toc199616136]5. Communication in the workplace
There are many ways we can communicate within the workplace. Effective work communication involves clear and respectful verbal exchanges, concise and well-structured written messages, and the appropriate use of digital tools to ensure information is shared efficiently and understood by all parties. Below is a table showing the different forms of communication their advantages, disadvantages and best practices.

	Communication Type
	Advantages
	Disadvantages
	Best Practice

	Reports (Written)
	Provides detailed and organised data and information.


	Can be time consuming to prepare and may be overlooked if too much information.

	Use headings and bullet points for clarity and 
highlight key points at the beginning or end of the report for better understanding.

	Email (Written)
	Quick and easy to send.
	May be misinterpreted without tone or context.
	Keep it concise and to the point and avoid emotional language.

	Video Calls (Digital)
	Allows face-to-face interaction regardless of location.
	Issues with signal can interrupt the meeting and it can not be as personal as a face-to-face meeting.
	Test technology beforehand and keep the meeting to a timescale not to overrun. 

	Giving feedback to colleagues (Verbal)
	This gives immediate feedback and helps build rapport and trust
	There is no written proof if you need to re visit the conversation 
	Choose the right time and place. Be direct but respectful and follow up with written confirmation if needed.




After identifying the pros and cons I can see that the best form of communication in my workplace is face to face as this is quick and effective. The least effective form of communication is emails as these can be overlooked when busy and not responded to especially when its important information that requires an immediate response.

[bookmark: _Toc199616137]6.Factors that Affect Performance and Motivation in the Workplace.
Motivation is essential in the workplace as it drives performance, engagement, and growth. According to JWU (2024), there are two main types: intrinsic and extrinsic. Intrinsic motivation comes from personal satisfaction, such as enjoying the work, feeling a sense of purpose, or receiving recognition. I feel intrinsically motivated through feedback, praise, and job satisfaction, which keep me focused and productive. Extrinsic motivation, on the other hand, involves external rewards like salary, bonuses, or promotions. Factors that lower motivation include lack of recognition, unclear expectations, poor communication, and a negative work environment. When I don’t understand my tasks or feel unsupported, I become anxious and less productive. I will now discuss 4 motivational theories and provide a pros and cons in the tables below.
Maslow’s Hierarchy of Needs 
This is used to understand human motivation by identifying a progression of needs, from basic physiological requirements to self-actualisation; it is effective because it helps managers recognise that employees must have their lower-level needs met before they can be fully motivated to achieve higher-level goals.
[image: Intricacies Of Employee Motivation In Outstaffing Teams - MWDN ...]
Maslow’s Hierarchy Pros and Cons Table:
	Pros
	Cons

	Simple and Easy to Understand making it a practical tool for understanding employee motivation.
	Too Generalised, not all individuals are motivated in the same way.

	Inclusive Approach: Considers both physical and psychological needs, helping managers address employee wellbeing.
	Cultural Differences - may not apply equally across all cultures or backgrounds.

	Identifies Priorities:
Helps employers focus on satisfying basic needs first.
	Hard to Measure - Higher-level needs such as self-actualisation are personal and can’t be easily observed or measured.

	Flexible Framework: Can be adapted to different roles, industries, and individual needs.
	Over Simplified - Real-life motivation is often more complex



My findings show that understanding Maslow’s Hierarchy of Needs theory is essential for building positive workplace relationships, enhancing team performance, and supporting personal development by addressing employees' needs at every level.

McClelland’s Three Needs Theory:
McClelland’s Theory of Needs focuses on three key motivators: achievement, affiliation, and power. It is useful because it helps managers identify what drives individual employees, allowing them to tailor tasks, feedback, and goals to match personal motivations and improve performance.
[image: David Mcclelland's Theory of Needs - AniyahewaHarper]

McClelland’s Three Needs Theory Pros and Cons Table:
	Pros
	Cons

	Personal Focus: Recognises that different people are motivated by different needs such as achievement, power and affiliation.
	Hard to Identify Motivators: It may take time and effort to determine which need is relevant to each employee.

	Workplace Relevance: Helps managers assign tasks and roles that align with what motivates each employee.
	Overlooks Basic Needs: Unlike Maslow, it doesn’t consider physical or safety needs, which may also impact motivation.

	Flexible: Can be applied to a variety of job roles and industries, regardless of management structure.

	May Not Capture All Motivators: Some individuals might be driven by factors outside of the three key needs.

	Improves Team Dynamics: Understanding team members’ needs can support better communication and teamwork.
	Potential Bias: Managers might unintentionally favour those with achievement or power motives in leadership roles.



From studying this theory, I’ve learned the importance of recognising personal motivators to better support team performance and individual development.





Herzberg’s Two- Factor Theory
Herzberg’s Two-Factor Theory is used to understand what provides job satisfaction and dissatisfaction by separating them into motivators such as achievement or recognition which would be pay, or bonus related and hygiene factors such as working conditions. It is important because it helps employers create a more motivating work environment by improving conditions that prevent dissatisfaction and encouraging factors that drive performance and engagement.

[image: ]
Herzberg’s Two Factor Theory Pros and Cons Table:
	Pros
	Cons

	Focus on Motivators:
Encourages organisations to focus on motivators that lead to high performance and employee engagement.
	Oversimplified:
May not account for individual differences — what motivates one person might be a hygiene factor for another.

	Improves Job Satisfaction:
Promotes job satisfaction by concentrating on responsibility, personal growth, and recognition.
	Context Not Considered:
Doesn’t fully address cultural, social, or financial contexts that influence employee behaviour.

	Clear Distinction Between Factors:
Separates what causes dissatisfaction from what motivates employees, helping managers prioritise.
	Subjective Classification:
Some factors (e.g., salary, recognition) can act as both motivators and hygiene factors depending on circumstances.

	Long-Term Satisfaction:
Motivators have a more sustainable impact on employee satisfaction than just improving external conditions.
	Difficult to Measure:
Quantifying motivators like "achievement" or "recognition" can be challenging in practice.



Looking into the pros and cons of Herzberg’s Two-Factor Theory helped me understand that while it’s useful for showing how things like recognition and responsibility really motivate people, it doesn’t always account for personal differences or the specific setting someone’s working in.


McGregor’s Theory X and Theory Y
McGregor's Theory X and Theory Y explains two contrasting views of employee motivation—Theory X assumes people dislike work and need control, while Theory Y sees work as natural and people as self-motivated—highlighting the importance of management style in influencing employee performance and satisfaction.

[image: McGregor's Theory X and Theory Y | Download Scientific Diagram]

McGregor’s Theory Y Pros and Cons Table:
	Pros 
	Cons

	Clear Structure: Ensures well-defined roles and expectations.
	Low Morale: May demotivate employees so they lack creativity.

	Effective for Routine Work: Useful in environments with repetitive tasks (e.g., manufacturing).
	High Turnover: Workers may leave due to lack of trust or autonomy.

	Quick Decisions: Production Leaders can make quick decisions in high-stress or crisis situations.
	Lack of Innovation: Micromanagement discourages people using their initiative.



McGregor’s Theory X Pros and Cons Table:
	Pros
	Cons

	Better Engagement: Workers feel trusted and empowered.
	Requires Skilled Management: Managers need strong leadership and communication skills.

	Innovation-Friendly: Encourages new ideas and problem-solving.
	May Not Suit All Workers: Not everyone excels working off their own initiative. 

	Improved Team Dynamics: Promotes collaboration and trust.
	Slower Decision-Making: More independent led processes can delay outcomes.



My findings show that while Theory X can provide structure and control in routine or high-risk environments, it may lower morale and suppress innovation, whereas Theory Y promotes engagement and creativity but requires skilled management and may not suit all work settings.

Workplace Example
Whilst working at a manufacturing plant the company director had a management style where workers felt micromanaged as he assumed that workers were unmotivated, lazy and needed constant supervision (Theory X). To boost productivity, he implemented rigid rules, closely monitored breaks, and limited employee input into daily processes.
As a result, morale dropped, sickness levels increased, and production errors increased as everyone felt they were being watched and became more unfocused on their job.  Workers felt they were not trusted and disengaged, even though many of them had years of experience.
If Theory Y had been applied by the Company Director instead, he would have recognised that many employees are self-motivated and capable of taking initiative which would have encouraged team input and improved efficiency. Workers would have felt trusted to work without feeling that they were being constantly watched. This would have built trust and productivity. This shift in approach would likely have increased engagement, reduced errors, and built a more motivated and accountable workforce.



















[bookmark: _Toc199616138]7. Management Conflict
To avoid conflict in the workplace, a structured method like the Win Win Strategy can be effective. As suggested by (MacLachlan, 2014) conflict resolution theory and interest-based negotiation promotes open communication, mutual respect, and joint problem-solving to meet everyone's needs.  Key factors include managing conflict early, creating a neutral and safe environment, using calm and respectful language, and allowing all parties to speak without interruption. Instead of placing blame, the focus is on shared goals and practical solutions. An action plan with clear next steps and responsibilities helps with achieving these goals.
In my previous role as a company buyer for a large manufacturing firm, I experienced a situation where my boss used a Win-Lose strategy. He accepted a last-minute customer order that included long lead-time items. When I raised concerns about the delivery timeline, he became frustrated and told me to “just make it happen.” This left me feeling pressured and unsupported, with no opportunity for discussion. His approach focused on achieving his goal, without considering how it affected me or the process, forcing me into a difficult position and causing unnecessary stress.
If I had been able to apply a Win-Win strategy from the start, I could have calmly suggested a meeting in a neutral space where we could openly discuss the issue. By explaining the risks of unrealistic delivery dates and suggesting solutions, such as holding stock of long lead-time items, we might have worked together to find a compromise. This approach would have respected both of our needs by meeting urgent customer demands while also reducing pressure on me and avoiding last-minute supplier issues. A Win-Win strategy would have helped us build trust, improve communication, and create a more positive working relationship moving forward.
Below is a diagram to show how the win win strategy is more effective than the win lose strategy.
[image: Win-Win strategy for a successful project outcome and organizational ...]
After researching the Win-Win strategy, I found that it focuses on solutions that benefit all parties. This approach is important because it builds trust, reduces conflict, and encourages strong working relationships, unlike a Win-Lose strategy, where only one side benefits.

[bookmark: _Toc199616139]8. Self-Evaluation of Communication Skills
To evaluate my communication skills at work, I created a questionnaire (please see appendix B) for my colleagues to complete. This helped me gather honest feedback on areas such as General Communication, Formal Communication, Informal communication, Feedback listening, and Professionalism. Reflecting on their responses allowed me to better understand how my communication is perceived and identify areas for improvement. I also completed a communication style questionnaire which showed I am a passive communicator. This means I often avoid confrontation, stay quiet during disagreements, and prioritise other people’s opinions over my own. As suggested by (Sen, 2024) this can help maintain peace and create a calm working environment, but it can also lead to my ideas being ignored or my needs not being met. Understanding this has made me more aware of when I need to speak up and be more assertive to communicate more effectively. Based on these findings, I then devised a PDP (please see appendix A) to help me build on my strengths and work on any weaknesses, supporting my growth as an effective communicator in the workplace.
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[bookmark: _Toc199616140]Conclusion
In conclusion, this assignment has studied the key aspects of communication and motivation within the workplace. By studying both formal and informal communication methods, I have gained a deeper understanding of how information flows and how it influences team dynamics. The analysis of communication theories by Shannon and Weaver, Berlo, Schramm, and the communication cycle provided valuable insights into how messages are transmitted and interpreted, along with the potential barriers that may arise.
The evaluation of the motivational theories by Maslow, McClelland, Herzberg, and McGregor's Theory X and Y highlighted the different factors that impact employee engagement and performance. Each theory displays unique strengths and limitations, underlining the importance of adapting approaches based on individual and organisational needs.
The self-assessment questionnaire helped me reflect on my own communication style, identifying strengths and areas for development. Based on this, I created a Personal Development Plan (PDP) to enhance my effectiveness as a communicator and motivator in the workplace.
Overall, this assignment has strengthened my understanding of how effective communication and motivation contribute to organisational success and personal growth.
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Personal Development Plan (PDP)
	Specific Goal
	Specific Actions Required
	Specific Resources Required
	How will I know its complete?
	Completion
Date

	Become more assertive at work.

	Source an online course that suits my requirements
	I will need a safe working space at home without distractions and a laptop.
	I will complete the online course fully and be more confident to apply this in the workplace.
	July 2025

	To apply my assertiveness when communicating my ideas at work.
	Practice an assertive communication technique with a colleague following my training course.
	I will require time and colleagues to help me practice.
	I will be able to voice my concerns to colleagues applying assertiveness when discussing my ideas.
	Sept 2025

	Improve ability to say “no” without guilt and with assertiveness in work settings.
	I will read up on assertiveness and how to apply it.
	I will purchase The Assertiveness Workbook by Randy J. Paterson
	I will successfully say “no” to at least one non-essential request each week.
	Dec 2025

	Build confidence when speaking in meetings. 

	 Prepare talking points or questions before each meeting. Rehearse what I will say to feel more confident
	I will need to review the meeting agenda to be able to plan my talking points. Allocate time to do this.
	I will speak once a month at the weekly meetings and log it in my journal. I will also seek feedback from my manager on how I represented myself at the meeting.
	Dec 2025

	Improve body language to project confidence in conversations.
	Record myself speaking and review body language.
	I will need my phone to record myself and do this in my personal time.

	I will notice improved comfort and consistency in my body language during conversations. Feedback from others will confirm improvement.

	Dec 2025
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Workplace Communication Questionnaire
Instructions:
Please read each statement below and select the answer that best reflects your opinion about how I communicate in the workplace. 

Scale:
· Strongly Agree (1)
· Agree (2)
· Neutral (3)
· Disagree (4)
· Strongly Disagree (5)

General Communication
1. I communicate clearly and effectively with my colleagues.
2. I use a polite and respectful tone when speaking.
3. I explain tasks or instructions in a way that is easy to understand.
4. I adapt my communication style to suit different people.
5. I stay calm and professional when dealing with problems.
6. I am approachable and easy to talk to.
7. I am confident when speaking in team meetings.

Formal Communication
8. I use formal communication appropriately when required (e.g., emails, reports).
9. My written communication is clear and well-structured.
10. I follow workplace communication policies and procedures.
11. I respond to formal messages (e.g. emails) in a timely manner.


Informal Communication
12. I use informal communication appropriately with colleagues.
13. I help create a friendly and positive work environment through communication.
14. I know when to switch between formal and informal communication.

Feedback and Listening
15. I accept feedback about my communication positively.
16. I give constructive feedback in a respectful way.
17. I actively listen when someone gives me feedback.
18. I show that I value others’ opinions.

Communication in Challenging Situations
19. I stay calm during disagreements or conflict.
20. I communicate clearly even under pressure.
21. I try to resolve misunderstandings quickly.
22. I show empathy when a colleague is upset or stressed.

Confidentiality Statement:
All responses will be treated with strict confidence and used only to help improve my communication in the workplace. Your feedback is valued and will not be shared.
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