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[bookmark: _1ci93xb][bookmark: _Toc130414450]Introduction
In this assignment the topic of communication has been researched and evaluated, this included the communication cycle with examples, different forms of written and verbal communication such as emails and presentation with both benefits and drawback of each form. Theories of motivation is discussed with the explanation of the theory, similarities, dissimilarities, advantages and disadvantages. In this assignment Maslow’s theory and Alderfer’s ERG theory were used. Also, the motivational theory by McClelland was explained and related to a workplace. I conducted a four question survey for my colleagues to answer, summarised my feedback and included in this assignment. The Principle factors of motivation in a work place was reviewed for example extrinsic and intrinsic motivation factors. I created a Personal development plan which will assist in improving my communication skills. I also evaluated my communication skills as a manager for example strengths and improvements were examined. 
[bookmark: _Toc130414451]Communication Cycle 
The importance of selecting an appropriate tone, language and level of formality in different situations and with people is paramount in any situation especially in a workplace. The way a person communicates with another person will determine what sort of reaction or action or result you will get out of the receiver.
For example, a manager instructs the team to increase sales by introducing upselling on calls. If the manager uses an aggressive tone and negative body language whilst delivering the message the outcome will most likely result in not achieving their targets and goals. If the same message is delivered using positive and effective communication skills using a soft, clear and concise tone, using positive body language and introducing an incentive for members of the team that perform well and achieve their targets and goals will have a positive affect and the receivers will listen to the instruction that was delivered to them. 
For myself when I conduct team meetings and I have to instruct the team to carry out duties I feel I get better results from my team when I engage with my colleagues, when I communicate with the team in a calm but assertive tone, when I use eye contact to deliver a message to certain individuals so they are clear that the message I’m delivering at that very moment is instructed to an individual rather than the team so that message is specific. For example, I also do body gestures and facial expressions to indicate that I am emotionally present but to also make the individual feel comfortable. Therefore, this can result in a better working relationship between myself and colleagues which can mean better team performance, efficient work environment and improve the quality of current projects as a channel of communication is embedded.
Please see below of illustration of the Communication Cycle
(Draw the Diagram of Communication Cycle Please Fast​, 2020)
[image: Answer: Hope it helps you mate.... - 1]
This source represents relayed signals between two entities. It represents the obligations between the parties e.g Sender and receiver. The cycle is key for victorious flow of communication.
This can be seen in the pandemic when work from home became the norm. 
Working online meant errors occurred when it came to internet connection and technology faults. This indicates a disruption in the channel of communication.
Due to the fact work became remote, statistics state most individuals found it difficult to concentrate and instead of working they might spend numerous hours on their phone. This could relate to a receiver detachment. 
There was no coordination or layout put in place between employee (receiver) and employer (sender).
Work from home resulted to an absence of physical and emotional communication signals such as tone of voice, facial expression and body movement. 
[bookmark: _3whwml4][bookmark: _2bn6wsx][bookmark: _qsh70q][bookmark: _3as4poj]This led to a negative impact overall on performance and work efficiency. This shows the importance and relevance of communication and how this cycle relates back to a professional work setting.
[bookmark: _2p2csry][bookmark: _Toc130414452]Different verbal and written communication methods 
There are different forms of communication such as verbal and written. For verbal this involves one individual communicating with another individual using oral speech, for example discussions, brain storming, telephone, interviews, debates and presentations. Verbal communication is vital for client satisfaction, increase employee morale and lead to cooperation. 
I find this method works tremendously as discussing in a group you can bounce of each other’s ideas, and it is easier when many brains work together to find a solution rather than relying on one person for example the manager of the team. I also believe this method integrates the team and makes it easier for people to collaborate on projects, working as a team makes the team more efficient when carrying out tasks, duties, problem solving and overcome any obstacles.
Regular verbal communication can lead to strong positive relationships and building trust with one another, the communication will be open and clear when colleagues form a bond and I believe members of the team are more productive when they have a good and strong relationships with their colleagues. 
Written communication is another form of communication, for example emails, letters, telegrams, proposals and internet websites. Social media can be a form of written communication such as Linkedln and Facebook. 
Written communication can result to a good brand definition for example when writing a case study or a tweet, written communication skills can represent to clients professionalism, values and morals within the business and show great communication. However, punctuation and grammar must be proper, and language must be clear (Zipchecklist 2020). 
A benefit of written communication is the fact that all communication is on a file which is recorded, stored or traced back. Due to the file or record being permanent can show proof the interaction happened which is useful if legal issues and disputes occur in the future. (Zipchecklist 2020)
Another benefit of written communication is that it’s great when an individual needs to share a message and has a large amount of people that need to see this message. Is it easier than setting up a meeting and is only a few clicks away. Also it can also potentially decrease miscommunications that can be costly and lead to issues such as legal intervention.
[bookmark: _147n2zr]Effective written communication is important in a workplace for example for a certain project an email can give clear instructions on how to complete the project which also gives details about the deadline and objectives. It can help establish roles and responsibilities between parties and give a sense of direction which give an individual a relief and improve team building and relationships.
[bookmark: _Toc130414453]Theories of Motivation
In a workplace, motivation is needed and there are some theories that relate to this. 
Abraham H Maslow invented a theory called, ‘Maslow’s Hierarchy of needs.  There are 5 stages to this hierarchy which go from basic needs from the bottom, psychological needs and self-fulfillment needs.  The biological and physiological needs such as shelter and water, safety needs such as stability and protection, love and belongingness need such as friendship and trust, esteem which relates to ego and status and lastly self-actualisation which is when the individual has completed all stages this theory believes they will become a better, creative, more efficient human being. This theory states the more humans used a hierarchy of needs in order to stay motivated, it states fewer basic needs must be met before the needs that are higher in the hierarchy, The hierarchy of needs is not fixed; rather, it may change depending on the context or the unique characteristics of each person. Most of the behavior is multi-motivated, meaning it is influenced by multiple primal needs at once. (Maslow’s Hierarchy of Needs Theory, 2022)
Alderfer’s ERG theory states humans are motivated by three needs is existence which are physical and psychological survival. The need of relatedness is the next level which relates to having a good relationship with yourself. This model focuses on personal growth and self-development and feeling proud of oneself. ERG theory recognize that employees have more than one multiple needs and this theory also takes consideration for workers that fall under the frustration regression principle for example if opportunities are not offered to employees that give them a chance to grow then they may regress to relatedness needs and interact with more colleagues in other words the ERG theory also states if a need that high level is not fulfilled then a person may seek to fulfil needs that from lower level hierarchy for example an determined employee isn’t given opportunities then they will then become frustrated. 
Advantages of Maslow theory of motivation; simple to understand because the pyramids needs is what an individual experiences at least once in their lifetime. Therefore, when it comes to work an individual needs will be limited to levels that are lower such as food and shelter but on the other hand a man who owns a business priority is self-esteem and achieve his goals, and he will worry about lower levels because those have been met long ago. Another advantage is that the theory takes human nature into account for example the lower-level demands are basic key essential for human beings. It can be better understood with the example of a man who is hungry is given the option to either buy a designer watch or food, he will pick eating food first. Therefore, it can be argued that humans are greedy by nature and Maslow’s theory explains that very well. 
The advantages of ERG theory; the theory is stable and consistent as it investigates individual difference such as culture and family background which have a significant impact on what a person desires or has motivation for. For example, places like China and Bangladesh might make social needs a priority compared to their psychological necessities which is placed last. Several modern motivational analysts prefer Alderfer's theory to Maslow's and Heriberg's motivational theories, even if there is evidence to refute the model's projection value. Overall ERG model seems to have a strong argument and solid theory. To put it briefly, the ERG model seems to borrow some of the persuasive justifications of the earlier satisfied models, but it is less intrusive and controlling.
The disadvantages of ERG theory; does not give clear principles. Theory states that one out of the three needs can be satisfied however the problem is it is difficult to figure out which one need out of the three is more important to an individual. Although this theory is a new idea compared to Maslow’s theory. Although Alderfer has a lot of research involved is it still early to validate the theory. (https://www.bmindstoday.com/author/ksrao, 2019)
Between Alderfer ERG theory of motivation and Maslow needs hierarchy there are some similarities for example both theories are proper and satisfied with the amount research involved, the basic needs explained are like one another, the structure is also overall alike in a way however Alderfer has a further five needs by Maslow, and both theories move in an upward movement of motivation such a hierarchy. The obvious similarity is that both theories aim to discover human motivation and where It stems from and that humans have needs that drive them to behave in a certain way. The dissimilarities between Alderfer ERG and Maslow is that Maslow’s focuses on a hierarchy of needs however the ERG theory involves on a continuum of needs which are higher than the hierarchical levels. Therefore, Alderfer ERG theory does not need a border of demarcation. Alderfer theory relates to a down movement in the hierarchy which is not Maslow’s theory believes in. Alderfer feels the satisfaction progression as well frustration regression exists. Alderfer also believes that an individual’s personal upbringing and background has a lot to taken account when it comes to motivation. (MBA, 2018).
[bookmark: _3o7alnk][bookmark: _23ckvvd]Overall, both are established theories however Alderfer has to be the better one as it is simple to understand and makes more logical sense whereas ERG theory does not have clear principles and needs more research and time in order to be validated. 
[bookmark: _ihv636][bookmark: _32hioqz][bookmark: _1hmsyys][bookmark: _Toc130414454]Relating theory to work place 
Another theory that can be related to a workplace is McClelland motivational theory which states all individuals have 1 out of the 3 driving motivators which is power, affiliation and the need for achievement. This theory believes we are not born with these traits and that we need experience life in order to develop them. The steps to relate this theory to your workplace; first one is determining the driver which can be done by asking yourself. ‘Would you rather give or receive instructions?’, or ‘do you enjoy taking risks or like to be comfortable doing tasks you are good at?’.
The next step is to establish motivators. After figuring out what the primary driver is then we can discover effective way to motivate ourselves for; achievement which can be achieved by taking part in new assignments and projects. Affiliation which can be achieved by making sure there are opportunities to work with new people and build connections and friendships. Power can be achieved by taking up leadership roles in assignments. (How to Use McClelland’s Theory of Needs to Motivate Employees, 2019) 
[bookmark: _Toc130414455]Communication questionnaire feedback 
I have collected and analyzed feedback I have received on my own verbal and written communication skills, and I have identified strengths and areas for improvement. 
In order to collect feedback, I created a ‘4 question’ questionnaire to ask my colleagues, to discover what areas are my strengths and what areas I can improve on. I wanted to create a questionnaire where the questions are probing in order to get the best results, which will ultimately help me examine the answers and identify strengths and room for improvement. 

1. What can I do to improve my written communication? 
2. What can I do to improve my verbal communication?
3. How can written instructions be improved? 
4. How can verbal instructions be improved? 

1- From the feedback I received from my colleagues I have established I can provide more information in my emails to make my message clearer for the receiver to understand. For example, when communicating with my team and when I share information, I write an email but from the feedback I received I can provide more information, I can improve my communication by adding attachments such as pie charts, reports, statistics, excel spreadsheets which will help the receiver understand the email. When sending any form of written communication I use correct grammar, always review my spelling and punctuation. I will read my message out loud to myself to check the tone of my email is appropriate. One of my strengths is that I always end an email explaining if there is something that the receiver is unsure about that they can always ask me to explain further and there is always supported to assist them.
2- Ways of improving my verbal communication from the feedback I received from one of my other colleagues. I can improve by using eye contact whilst delivering a message to another individual or team and have positive body language. Speak with confidence and when speaking be clear and concise with my message. I need to be more of an active listener. In team meetings it can get a little disorganised sometimes and some people may talk over each other in that situation. From feedback I received I can step up and explain to the team let’s talk one at a time and everyone will get an opportunity to talk and share ideas and it will be easier for the rest of us to listen. One of my strengths is that when I deliver a message verbally, I am specific, and I explain thoroughly, and I am not generic which doesn’t leave the receiver confused. I am fully aware of the tone that I use, I try not to speak too loudly as it may come across I am shouting and I don’t speak too quietly reason being the receiver may find it difficult to understand my message.
3- When providing written instructions, I have areas I can improve on for example When explaining a task and instructing my team to carry out a certain task via email from now on I will also explain the purpose of the task, why the task needs to be carried out, give a reasonable timeframe to complete the task and to notify me once task is completed. I believe explaining why the task needs to carry out it will bring confidence to the receiver when carrying out the task. I always give my team reassurance at the end of my email that if they are struggling or having any difficulty to understand their task, they can come to me at any time and I will be more than delighted to help, assist and support them to achieve their goal. A strength that was identified from the feedback was that when I instruct a member of the team to carry out a task that they have not performed before, I provide an example for the receiver to see and use to assist them carry out the task. On the example it will show what was done last time the same task was carried out, what information you need to capture in order to complete the task and a rough timescale of how long it will take to complete the task.
4- The feedback I received when delivering verbal instructions is once I deliver a message, I should repeat my directions before ending the conversation, so it stays fresh in the receiver’s mind. Hearing an instruction at the beginning and at the end of the conversation will help them understand the instruction a lot better. I describe specifics of the instructions explaining what tasks need to be carried out and if they have any issues, they can come to me to re-explain, use of simplified terms so the receiver can understand and give them assurance you are there to support and assist and that they should not hesitate to ask. Which will help them install in confidence in approaching if necessary. Another way to improve my verbal skills is for example when we attend Microsoft teams meetings, I will record the meeting to revisit to listen to myself to hear what my tone sounds like to someone listening to me, before the meeting takes place I will ask permission from meeting attendees if it is fine by them for me to record the meeting for training purposes and if anyone objects I will not record that particular meeting. I believe recording the meeting and listening back to my self will help me improve how to deliver a message in a more competent manner and it will also help me identify the tone that I use.              
         


‘’Nothing in life is more important than the ability to communicate effectively’’
Gerald R Ford- Former United States President 
[bookmark: _Toc130414456]Principle factors of Motivation 
There are many factors of motivation that can overall better an individual’s motivation in a workplace, there are two main types such as intrinsic and extrinsic. Intrinsic involves doing something and it rewards you personally and extrinsic is doing an activity due to either avoiding punishment or wanting a reward.
Extrinsic motivation is seen as work setting environment when a worker aims to meet his/her goals or to achieve in a task in order to meet their job responsibility or to gain bonus or promotion.
Examples of extrinsic motivation in a workplace; learning skill such as coding or maybe trying to gain a qualification such as ACCA in order to get a promotion, assist another colleague so maybe in the future they will help you and keeping your work desk clean and tidy due to the policies the company holds. (Indeed, Editorial Team, 2022)
Intrinsic motivation is more within and it’s when someone does an activity as they sense some enjoyment doing it.
Examples of intrinsic motivation in a workplace; learning new skills is something an individual enjoys, making coffee for colleagues because one feels happy doing things for others, and tidying a desk because someone likes to be organised. (Indeed, Editorial Team, 2022)
Another factor that can impact an individual’s productivity and motivation is the work environment they are in. Employees thrive more in a positive setting, this can physical environment such as an office. It can be statically proven people are more motivated and work better in an open workplace for example Google are known to having open green work settings which has had a positive impact on their work performance and mental health. When it comes to an intangible environment, employees take engagement and communication into consideration. For example, engagement can be efficiently done by giving feedback consistently and on ways on how to improve. Communication that is effective can be only achieved by being open, trust and honesty. Goals and targets may motivate staff every week to better themselves. (Chadwick, 2019)
Reward and recognition for good work can motivate an individual to keep improving but also keep doing what their doing. Praise can increase confidence and self-esteem however it may lose its impact if a employee is not given any sort of reward. Good work deserves reward which could be financially or given a promotion, employees can start to lose motivation if not rewarded for their effort. (Chadwick, 2019)
Work life balance can impact one’s motivation, for example better hours and better working conditions. Employees are less likely to leave work, take sick days off and be prepared to work longer hours if needed. Those who experience burn out are more likely to feel motivated to do certain projects and improve on themselves therefore a better work life balance is needed.
[bookmark: _Toc130414457]Evaluate Communication skills as Manager
I have evaluated my own communication skills as a Manager and I have identified that my strengths are I am an assertive listener, I explain tasks and goals to my team, accurately answer questions in depth, always have a professional persona, competently navigate difficult situations showing empathy and sympathy but also display a good level of emotional intelligence. I adapt my use of language depending on the surrounding and I adopt an open and reassuring body language. 
I believe there is always room for improvement, and I would like to improve on my written skills by including as much and relevant information as possible when communicating with my team in writing. I will start using Pie charts, excel spreadsheets and power point presentations as it will make it easier for the receiver to understand, they can also refer to my communication if they feel they have forgotten something also they can contact me directly and I will support and assist them.
[bookmark: _Toc130414458]Personal development Plan 

	What do I want to do?
	How can I do it?
	What resources will I need?
	How will I measure success?
	Target Date for review 

	Improve Written Communication 
	Include as much information and make my message clear and concise
	My previous experience in a work place, credible notes from University classes 
	Ask for feedback from Colleagues 
	1 month 

	Improve Verbal Communication 
	Make eye contact whilst delivering a message, use positive body language and speak confidently 
	Open discussions with colleagues 
	Ask for feedback from colleagues 
	1 Month 

	Improve Written instructions 
	After giving an instruction to the team, I will ask if they have any questions and if there is anything they don’t understand, and I can elaborate on my instructions
	Emails and online communication platform e.g Microsoft Teams 
	Ask for feedback from colleagues 
	1 month 
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