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[bookmark: _1ci93xb][bookmark: _Toc167873813]Section 1: Communication
Communication is sharing information between people. A good definition of communication is the act of transferring information between one place, and another can be one person or a group of people, it involves a sender a message and a receiver. 
[bookmark: _Toc167873814]What is communication? 
Communication is the process of sending and receiving messages through verbal or nonverbal means, including speech, or oral communication; writing and graphical representations (such as infographics, maps, and charts); and signs, signals, and behaviour. More simply, communication is said to be "the creation and exchange of meaning." (Nordquist, 2019)
· [bookmark: _3whwml4][bookmark: _Toc167873815]1.1 Explain the relevance of the communication cycle for effective communication in management 

The communication cycle is a process that involves the exchange of information between a sender and a receiver, in today’s business climate communication is a means of support of every organisation. Effective communication is a vital component of organisation to accomplish its purpose, goals and objectives. Managers and leaders need strong communication skills for many reasons because it helps them to perform their jobs and responsibilities for the growth and success of the business. (Oratory CDC, 2023). 
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Berlos’s model of communication, 
S – Source 
The source in other words also called the sender is the one from whom the thought originates. He is the one who transfers the information to the receiver after carefully putting his thoughts into words. How does the source or the sender transfer his information to the recipient? It is done with the help of communication skills, Attitude, Knowledge, Social System and Culture.
M – Message
When an individual converts his thoughts into words, a message is created. The process is also called as Encoding.
C – Channel
Channel – Channel actually refers to the medium how the information flows from the sender to the receiver. How does one know what the other person is speaking? – Through Hearing. How does one know whether the pasta he has ordered is made in white sauce or not? – Through Tasting. How does one know that there is a diversion ahead or it’s a no parking zone? – Through Seeing. How will an individual come to know that the food is fresh or stale? How do we find out the fragrance of a perfume? – Through smelling.


R – Receiver
When the message reaches the receiver, he tries to understand what the listener actually wants to convey and then responds accordingly. This is also called as decoding.
The receiver should be on the same platform as the speaker for smooth flow of information and better understanding of the message. He should possess good communication skills to understand what the speaker is trying to convey. He should have the right attitude to understand the message in a positive way. His knowledge should also be at par with the listener and must know about the subject. He should also be from the same social and cultural background just like the speaker.
There are several loopholes in the Berlo’s model of communication. According to the Berol’s model of communication, the speaker and the listener must be on a common ground for smooth conversion which is sometimes not practical in the real scenario.  (rahmanjmc, 2015)

[bookmark: _Toc167873816]Effectiveness of this model
The effectiveness of this model is that there is a clear understandable structured process to follow to make sure that instructions or information is passed on to the person its for effectively. This model gives a step by step structure and this can be used for many forms of communication, for example, email, face to face conversation, or even a simple text.



[bookmark: _2bn6wsx]










[bookmark: _qsh70q][bookmark: _Toc167873817]1.2 Explain, with examples, the importance of selecting an appropriate tone, language, and level of formality in management communications       

[bookmark: _Toc167873818]Definition on tone
The tone of voice, a crucial aspect of communication, is a potent tool in expressing sentiments, emotions, disposition, and objectives, including a positive tone. In spoken communication, the components of tone of voice include:
· Word choice
· Sentence structure.
· Level of formality
· All other elements are discernible in a script or a print advertisement.
However, distinguishing between written tone and spoken word raises a question. The distinction between written and spoken tone of voice lies in their focus. (Durant, 2023)
[bookmark: _Toc167873819]Definition on language
Language is a system of conventional, spoken, or written symbols utilizing which human beings are used to communicate. (Hakim, 2018)


[bookmark: _Toc167873820]What is formality
The first step of our journey through the world of formal communication is defining the term itself. Formal communication is exchanging official information between two or more people within the same organization, by following predefined rules and using official channels of communication. Mostly, it is done in written form. It is controlled and flows through a hierarchical structure and chain of command in the organizational structure. (fisic, 2022)

[bookmark: _Toc167873821]Written Communication
· E-mails
Emailed communication can be informal and formal, it is hard to indicate the level of tone in written communication. To indicate the level of formality, this would be the kind of language they use to explain something and how the letter is written out, and who the email has come from. i.e. higher management. 
· Posters
Poster communication is a great way to get people attention, whether it’s on a street post or canteen in the workplace, however posters can also have very vivid information there for communicating all of the necessary information may be somewhat difficult. 
[bookmark: _Toc167873822]Verbal Communication
· Formal meeting
Formal meetings are another great way for documenting the information and seeing the reaction of the person receiving the information. There for you will gain an understanding if they have understood what has been said but will also give them then opportunities, to ask questions to confirm their understanding, also with this being a formal meeting notes would be taken.
· Online zoom meeting
Online zoom meetings are now very popular within work placements, however again it can be challenging because some people may not have the camera access, so you are unable to see if they are paying attention or understanding what is being asked of them. Internet and connection problems can often occur with this type of communication process also. 
[bookmark: _3as4poj]







[bookmark: _1pxezwc][bookmark: _Toc167873823]1.3 Assess the effectiveness of a range of verbal and written communication methods within your area of the organisation
[bookmark: _49x2ik5]
The effectiveness of verbal and written communication varies, this is down to a few factors soe being the person it is intended for and how their ability is to take on new information. While verbal communication is fitting for most people, and you get to engage with the individual and explain the process or processes you wish to discuss with them. Other people may find that an email would explain this better, and they have that as reference to look back on until they are comfortable with the new process. Within my organisation we tend to have both form of communication one being a brief verbal of what is required etc and an email of how to do the task on hand, this then would allow them to go ack on that to ask any further questions and be able to relate back to it at a future date. 



[bookmark: _2p2csry][bookmark: _Toc167873824]Section 2: Motivation

The term motivation describes why a person does something. It is the driving force behind human actions. Motivation is the process that initiates, guides, and maintains goal-oriented behaviours.
For instance, motivation is what helps you lose extra weight, or pushes you to get that promotion at work. In short, motivation causes you to act in a way that gets you closer to your goals. Motivation includes the biological, emotional, social, and cognitive forces that activate human behaviour.
Motivation also involves factors that direct and maintain goal-directed actions. Although, such motives are rarely directly observable. As a result, we must often infer the reasons why people do the things that they do based on observable behaviours. (Kendra Cherry, 2023)
Motivation is important within the workplace because it is to Meet and exceed the company’s goals. Without a motivated workplace, companies could struggle to deliver on promises to customers, fail to execute daily operations, and let opportunities for the future slip away--talent will avoid demotivated workplaces. Higher productivity. Happy employees experience 31 percent higher productivity. Improved employee satisfaction which can lead toward a positive growth for the company. (Galindo, 2023)





[bookmark: _147n2zr][bookmark: _Toc167873825]2.1 Evaluate theories of motivation relevant to your workplace

Maslow 
Human beings are motivated by goal accomplishment. Achieving goals allows humans to meet their individual wants and needs. Needs are mentally prioritized in order of importance (Maslow, 1943). Less immediate needs must be met before more important needs can be satisfied. A person’s actions will be focused around satisfying the lower-priority needs and will then move on to reach higher-priority needs. Starting at the bottom of the pyramid, physiological needs are the first priority and must be satisfied first. These needs include nourishment, sleep, clothing, and shelter. People must have these basic needs met in order to focus on anything else – otherwise, their actions will focus solely on meeting these physiological requirements. They are the top priority and are therefore the most important driving factor for human beings. If a person is hungry, they will ignore any other wants or wishes to focus on satisfying their hunger. If a student is hungry, they could exhibit distracting or rule-breaking behaviour because education is not their priority – hunger is. A student might fall asleep in class instead of working on their assignments because they lost sleep the previous night. In this example, the student would naturally prioritize sleep over education. (kurt, 2020) 
Hertzberg 
In 1959, Frederick Herzberg, a behavioural scientist proposed a two-factor theory or the motivator-hygiene theory. According to Herzberg, there are some job factors that result in satisfaction while there are other job factors that prevent dissatisfaction. According to Herzberg, the opposite of “Satisfaction” is “No satisfaction” and the opposite of “Dissatisfaction” is “No Dissatisfaction”.
· Pay: The pay or salary structure should be appropriate and reasonable. It must be equal and competitive to those in the same industry in the same domain.
· Company Policies and administrative policies: The company policies should not be too rigid. They should be fair and clear. It should include flexible working hours, dress code, breaks, vacation, etc.
· Fringe benefits: The employees should be offered health care plans (mediclaim), benefits for the family members, employee help programmes, etc.
· Physical Working conditions: The working conditions should be safe, clean and hygienic. The work equipments should be updated and well-maintained.
· Status: The employees’ status within the organization should be familiar and retained.
· Interpersonal relations: The relationship of the employees with his peers, superiors and subordinates should be appropriate and acceptable. There should be no conflict or humiliation element present. (managementstudy, n.d.)

McClelland 
The Three Needs Theory, also known as need theory, is the best-known theory of David McClelland, a Harvard professor who spent thirty years conducting research on motivation. He sought to understand human nature and develop tools to measure how people make choices. McClelland’s Theory of Three Needs outlines the three desires that an individual could possibly have. Each person is motivated by power, affiliation, or achievement. One trait is usually more dominant, but the others are present in an individual as well. (kurt s. , 2021)
Mc Gregor 
McGregor’s X and Y Theories are contrasting theories that depict two different aspects of human behaviour at work. Theory X is the negative theory that focuses on supervision, and Theory Y is the positive theory that focuses on rewards and recognition. Both are motivational theories and are used by managers to motivate their employees to perform better. Theory X is an authoritative approach to motivating employees where the manager has a pessimistic opinion about their team members. Managers believe employees are not motivated because they dislike the work. (Mohammad, 2022)



[bookmark: _3o7alnk][bookmark: _Toc167873826]2.2 Evaluate the principal factors that may affect performance and motivation in the workplace

The relationship between people and their work environment affect motivation to work and perform. The work environment includes the organizational culture, management style, goals and values, job demands and support, incentives and rewards, and much more. Together, these aspects form the contextual level and interact at the situational level. Feedback and consequences at the situational level either improve or reduce individual and collective autonomy, competence, and relatedness. Performance can be improved by focusing on motivation. Research studies in the areas of performance and motivation look at contributing factors. The potential for change in motivation may take place in the work environment and within the individual, or even more powerfully by addressing both levels of motivation. (PhD, 2015)
Motivation within the workplace is important, this is because it motivates staff to do their best and active goals and deadlines, when moral in the workplace is low this affects their work, and you will notice a significant fall in their working ability.  Motivation is linked to performance which within some organisation as is factory work this can be a time sensitive task. With low performance can also lead to missing out on finances due to late production, all this is linked to motivation for employees. 
Leaders and employees deal with conflict as they collaborate in the everyday life of organizations and as they confront crises. Depending how they manage conflict, they can frustrate employees and provoke customer complaints but also stimulate their relationships and decision-making. The possibilities of constructive conflict are significant and documented, but the challenges to making conflict constructive are significant too. The practice of defining conflict as a win-lose battle has obscured ways of managing conflict constructively. Fortunately, researchers have developed concepts and findings that can help managers and employees manage conflict. Conflicts have both constructive and destructive sides. Conflicts can sabotage alliances and relationships, but effectively managed conflict vitalizes partnerships and invigorates interpersonal bonds. Conflict challenges leaders and teammates and engages them in the full range of experiences that organizations offer. (Dean Tjosvold, 2019)
[bookmark: _23ckvvd][bookmark: _ihv636][bookmark: _Toc167873827][bookmark: _32hioqz]2.3 Select a theory of motivation - apply it to your workplace – evaluate the impact
[bookmark: _Toc167873828] Vroom’s Theory of Expectancy 
Vroom’s expectancy theory of motivation says that an individual’s motivation is affected by their expectations about the future. In his view, an individual’s motivation is affected by – 
· Expectancy: Here the belief is that increased effort will lead to increased performance i.e., if I work harder then it will be better. This is affected by things such as: 
· Having the appropriate resources available (e.g., raw materials, time) 
· Having the appropriate management skills to do the job 
· Having the required support to get the job done (e.g., supervisor support, or correct information on the job) 
· Instrumentality: Here the belief is that if you perform well, then the outcome will be a valuable one for me. i.e., if I do a good job, there is something in it for me. This is affected by things such as: 
· A clear understanding of the relationship between performance and outcomes – e.g., the rules of the reward ‘game’ 
· Trust in the people who will take the decisions on who gets what outcome. 
· Transparency in the process decides who gets what outcome.
· Valence: is how much importance the individual places upon the expected outcome. For example, if someone is motivated by money, he or she might not value offers of additional time off. (Theories, n.d.)



[bookmark: _Toc167873829]2.4 Develop appropriate criteria to evaluate own ability to communicate effectively

I believe the way to communicate something effectively is to have a good understanding of what you are doing, there for you are able to relay a step-by-step guide to what you are doing and are able to show and teach someone the process in how to complete said task. Communicating effectively makes sure that everyone has an understanding of what is expected. And what they are looking for as an employee.
[bookmark: _Toc167873830]Prepare development plans for yourself and another person
[bookmark: _Toc167873831]My PDP
	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	
More computer skills 


	Practice and possibly take up an IT course for beginners 
	Tutor support, 
	I will become more confidant to complete computer tasks 
	July 2024

	
Time management


	Make sure I set myself a realistic task list and stick to timings
	Alarms, and people encouraging me 
	I should hopefully see an improvement across the course
	Feb 2025

	



	
	
	
	


 

[bookmark: _Toc167873832]Person 2
	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	
To broaden vocabulary 


	Take up literature courses or use a phone app
	Mobile phone, and tutor help
	Should notice a use of other words
	September 2024

	
Computers


	Take up a course and practice in spare time 
	Computer, and tutors help
	My skills should improve 
	March 2025

	



	
	
	
	


[bookmark: _Toc167873833]2.5 Collect and analyse feedback on own verbal and written communication skills




	 
	person 1
	person 2
	person 3

	empathy
	4
	3
	4

	approachable
	5
	5
	4

	listening & active
	3
	3
	4

	tone of voice
	2
	5
	3

	positive & trust 
	5
	4
	3



I have used the information from this collected data, to identify my strengths and weaknesses and what areas I need to improve on or work at. This chart and data I have collected is from a questionnaire I asked 3 people. Out 1 -5 1 being poor and 5 being excellent, I asked them what they thought of my, empathy, how approachable I am, what are my listening and active skills like, how does my tone of voice come across and how positive and trustworthy am I. with these results I can see I need to make an improvement on my listening and my toe of voice I will use this in my PDP. 

[bookmark: _Toc167873834]2.6 Evaluate own communication skills as a manager, identifying strengths and areas for improvement……then Produce a PDP to address these

[bookmark: _Toc167873835]SWOT analysis based on questionnaire.

	Strengths
	weaknesses

	According to my data findings I am a very positive person and trustworthy
	The results of my data show that my tone of voice is my weakness

	Opportunities 
	Threats

	With these results my opportunities within the workplace could be very postie as I am shown to be trusting and positive therefore this will help grown moral 
	My tone of voice could be my threat as information or general conversation may come across as shouting or degrading.











[bookmark: _Toc167873836]My PDP based on data results. 
	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	How to ensure my tone of voice stays at an appropriate level 


	Ensure I think about how I’m speaking to people
	Feedback from management
	Conduct this questionnaire in a few months’ time
	October 2024

	
Ensure my positive attitude stays. 



	Keep up positive moral in the workplace 
	Management and colleges 
	Colleagues will still be happy at work
	ongoing

	



	
	
	
	




Personal Objectives

	Short Term Goals (next 12 months)

	To improve on all my weaknesses in my PDP


	Medium Term Goals (2-3 years)

	
To be able to use computers comfortably 


	Long Term Goals (3-5 years)

	
Complete my degree to a high level 



[bookmark: _1hmsyys]
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collected data 
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