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[bookmark: _Toc131109689]Explain the relevance of the communication cycle for effective communication in management 
Communication is considered as an important aspect in any organisation. Every process that has been followed in the workplace is the result of communication that has been processed there. For the organisation communication plays a very important role in management. It acts as a tool for sharing several thoughts opinions, ideas as well as plans in various departments of the organisation. This communication is required in building relationship between individuals and bringing success for the business (Siddique et al., 2022). It helps in increasing the efficiency at the workplace as employees are working in an organisation. Communication is important to express oneself in the firm. It helps in satisfying the several needs and demands of the employees. For advancement in a certain career an individual working at the workplace needs to have proper communication skills. It helps in securing the career of a certain individual. Communication is also utilised by firm to motivate the employees working there by appropriate training and development process. Thus, an effective communication at workplace tends to boost an increase the productivity of the employee. Effective communication can help in enhancing the quality of work or output that has been generated by the employees. Several ideas can be transferred in the organisation through proper communication. It also becomes important for an organisation to utilise effective communication tools in order to share the information or data with the employees.


[bookmark: _Toc131109690]Explain, with examples, the importance of selecting an appropriate tone, language, and level of formality in management communications       
An effective communication is considered as an important aspect in any organization (Krizanova et al., 2019). This helps in creating a mutual understanding and a positive environment in the workplace. This can also help in building and effective relationship between the management and the employees thus improvising the employee’s productivity in the organisation. Every leader or manager has the different ways in communication. This includes selecting an appropriate language, tone and level of formality within the organisation. The language and tone that manager uses must be courteous as well as professional at the same time. Confidence and strength to the staff must be showcased so as they can agree or accept the idea or message that manager wants to convey (Zhang et al., 2019). The manager must not be overconfident with the employees as this could be motivate them to a maximum level. Being a professional, the leader must utilize appropriate language in the workplace. Communicator must effectively state the thoughts and feelings in clear as well as respectfully way. An assertive communicator is one with proper body language and active listening with proper self-control. Talking about the written communication that is in the form of letter, memos, reports as well as other instructional documents, it becomes important for the manager to utilize appropriate language as well as tool in order to communicate the desired message and achieve the purpose of the document. This can help in engaging the reader with the message. Effective communication at workplace can boost the productivity level and motivation of an employee. This can also help in sharing the idea that an individual has and enhance the contributing towards the growth and development of the organisation. There are different means through which an organisation could develop its communication process and build a positive working culture in itself. 


[bookmark: _Toc131109691]Assess the effectiveness of a range of verbal and written communication methods within your area of the organisation
In many organizations there are basically 2 types of communication that takes place these could be verbal as well as written communication. Verbal communication is one of the most common aspect that takes place on the daily basis in an organisation. It is basically the communication that is been done by speech or word of mouth. It should be used for relevant and simple piece of information or instruction that is to be circulated among the employees. It is mostly used during training sessions as well as meetings conducted as the work place that would be associated with the verbal communication (Weritz, 2022). Thus, speaker or communicator needs to prepare the process of communication in an effective manner in order to avoid the confusions that are being created about the message or idea. Recipient is receiving the communication message must be encouraged to understand the message that is to be communication. This could occur due to verbal instructions which are not understood by the recipients. they must try to understand the recipient’s point of view. There are various barriers including the language and as well as the technical barrier, the background noise as well as distractions in the message that can act as a hurdle for the communication that is taken place. Further the communication must be formal and enables the organisation to exchange the information or data quickly across the place. Written communication is done in minutes. This is avoided in training and instructions that are being delivered through verbal communication. These are basically called as toolbox talks and are very effective for firms. Further, written communication also takes place in various firms, considering from a simple memo to a detailed report that is been circulated in the organisation. These documents must have an accurate description of the content title and other. In recent days emails have been replaced by the memos or different documents that is been reproduced in an organisation that the message gets to all the concerned individuals. The advantages of written communication would be that these are been recorded and can be accessed at any point of time.


[bookmark: _Toc131109692]Evaluate theories of motivation relevant to your workplace
Motivation theory is a study and analysis of how a certain individual learns and understands the concepts or activities that is to be done. It is important for businesses to motivate the employees in order to increase the productivity and output generated by them at workplace. Professionals use this motivation theory for employee retention, increasing production as well as profits as well as employee satisfaction level in an organisations (Schislyaeva, and Saychenko 2022). Management tends to focus on increasing the motivation of employees and thus achieving the business goals. This includes various aspects such as offering incentive, providing rewards in order to motivate the team and other. A few of the motivational theories relevant to the workplace are mentioned below.


McClelland’s need theory 
Thus, theory tends to explain that there are three different needs of employees in order to motivate an address it is important (Day et al., 2022). Understanding these needs can help an individual or management to produce an effective working culture as well as employee satisfaction in organisation. These three needs could be the need for affiliation, need for achievement as well as need for power. Individual or employee has a need to belong to a certain group and have the other employees working at the organisation to accept them. This can help the leader or manager to identify whether the employees may work properly in a certain team as well as grow from experience or not. Employees who tend to feel motivated from this need has an high interpersonal skills that is been developed which could help in generating a meaningful relationship with their coworker and colleagues. Further need for achievement is that several employees in an organisation strive to become successful and important for the firm. So, these types of employees are competitive in nature and maintain a high standard for the works and ethics. They have a strong desire and need for recognition after completing several activities and task. The last need is need for power where several employees are interested in influencing other employees working at the firm and making an impact on them. This is where such employees tend to affect positively in the workplace. These type of employees enjoy the leadership or leading group of a certain people by distributing the task and coordinating the events effectively. Allowing these employees to apply the leadership skill can generate a feeling of motivation in them.
Competency theory 
Competency theory is where people want to engage in a certain activity or task to display the abilities skills and intelligence successfully in demonstrating the intelligence that they have in front of their colleagues. It can motivate them and feel confident in a particular area. Feeling competent increase the confidence level that they have and encourage them to learn more about a certain aspect.


[bookmark: _Toc131109693]Evaluate the principal factors that may affect performance and motivation in the workplace
There are various factors that tends to impact the performance and motivation of an employee at workplace. The first factor would be recognition and revolved these are considered as the best way to motivate a certain employee in an organisation. The management can employee and let them know that they appreciate and recognise the contribution towards the organisation in the work. Employee must be rewarded and recognised by the management (Baran and Sypniewska 2020). Further factor would be opportunity of growth and developments whenever they are provided with several opportunities to grow and developed in an organisation. this could be done by providing them motivation better benefits increment promotion and other they can also be provided with several training and development processes in an organisation. Employees could also be provided with monitory and non-monetary benefits in an organisation system ensuring that employees have a proper work life balance and flexibility in working schedule. This can act as a motivation for them. The management should ensure that employees are not overloaded with work. Providing a flexibility in work schedule can help the employees in getting motivation and the improvising the performance at the organisation. creating an effective working environment and a proper relationship with the colleague can also help employees in developing as well as getting motivated. Further receiving a regular payment is also considered as a basic need that is been expected by unemployed to get satisfied in the workplace. This is a short-term satisfaction that could impact the motivation and performance of the employees. Various non-monetary incentive such as increased morale positive working environment motivation and other can also act as the factors that could contribute for enhance performance and productivity of the employee (Cherian et al., 2021). 


[bookmark: _Toc131109694]Select a theory of motivation - apply it to your workplace – evaluate the impact
Maslow’s Hierarchy of Needs
Maslow's hierarchy of needs is considered as a theory of motivation which includes 5 categories of needs of a certain human (Pákozdi and Bárdos, 2022). These needs could be the safety need psychological need belonging need esteem need as well as self-actualization need. The psychological need is the first and lower need in the pyramid. These are the psychological needs and are basic for the survival of human include food water rest clothing shelter health and other. Maslow has stated that these basic psychological needs must be address efficiently the next need is safety need which includes a protection of a certain employee from violence theft emotional stability and other the third need would be social and belonging needs. These are the emotional safety needs that is been address of an employee. The highest need in the pyramid would be esteem need which are driven by the desire self-esteem and belief of a certain employee. Lastly a self-actualization need describe concerning the fulfillment of a certain potential as an individual of the employee. This is an effective theory that is be neutralize at the workplace as it focuses on including every aspect of a human and the motivating them efficiently at the workplace system these would tend to improvise the productivity of an employee in the organisation efficiently.


[bookmark: _Toc131109695]Develop appropriate criteria to evaluate own ability to communicate effectively    
In order to access and evaluate the ability of communication and skills that a present there is a need to always be aware and listen to feedbacks that are been received on daily basis. This could be based on any type feedback aur opinion that is win collected from different individual such as supervisor superiors’ management colleagues and others. This could help in evaluating the skills and knowing further improvements that are needed applying effective strategies is possible through the analysis of these feedbacks. This could be during the presentation skills that are been showcase in the organisation.


[bookmark: _Toc131109696]Collect and analyse feedback on own verbal and written communication skills  
Verbal communication are the speaking concerns of an individual. While communicating I tend to utilise pitch and tone as well as the formality level in order to convey the important message to the receiver. I have discovered through the feedbacks collected that several aspects of my verbal communication are good (Noël et al., 2022). While speaking I tend to talk with a good pace with several emotions indulged in it the tone that I utilise is professional and come in order to convey the message efficiently to the receiver this can help to show case my professionally during several meetings conducted at workplace the content that I use or the words that I choose our crucial and this helps me to present my idea most effectively. Talking about the written communication I tend to emphasize on different digital media and professional writing skills in order to convey the idea that is present. The message that is been sent is clear and every information is been covered in it there is no chances that the reader miss understands the message that is been sent. The tone of the message is pleasant and professional so that the reader gets the idea concerning message that is being shared. The message that is been set is clearer and in a structured format so that every aspect of the content is been covered efficiently. The relation that employees have with the colleague must be positive and healthy in order to improvise the motivation and performance that is been generated by the employees at workplace. To stimulate and develop opposite to working relationship an organisation should conduct various activities that could help in collaborating between the colleagues and co-workers different brainstorming sessions team lunches and dinners and external facilitators for team building can help an organisation to improvise the collaboration and relationship between the workers. the culture that the organisation had tends to also impact the working environment and productivity of an employee. A positive working culture can boost the performance and motivation level employee has by providing them with their needs and demands more efficiently.
[bookmark: _Toc131109697]

Evaluate own communication skills as a manager, identifying strengths and areas for improvement
There are several communication skills that are present within me which act as my strength as a manager in the organisation. The first and important skill that I could showcase is being a good listener first of this is one of the best ways to be a good communicator with other individual. The potential of listening to the other person carefully and understanding the point of view of the person is important as a good communicator so this can help in providing a wider data to the individual after listening the idea that he or she has this can also help in asking for clarification what the person is trying to convey. Further I am also good at nonverbal communication aspects such as body language hand gestures eye contacts tone voice and other concerning the message while communicating system these aspects are important as it shows are involvement and focus in the conversation this can showcase the feelings that a certain individual has welcome communicating I also tend to provide the message in a more clear and concise manners these means that I don't talk too much or too Little and try to convey the message in few words as possible the message that I want to explain would be more clear and direct which may be through phone email or other this can help in ensuring that the message conveyed is more clear and efficient for the receiver another most important skill that is being showcase while communication is confidence it is important to be confident while interacting with another individual and does it show places that the message that is being conveyed is follow efficiently. These qualities has acted as my strength. During open communication I tend to showcase respect for others and in the idea that I present to them. This can be done through various aspects such as active listening and making the person feel appreciated, I also encourage the feedback that I get others and does follow it more efficiently.
[bookmark: _Toc131109698]






Produce a PDP to address these
	Factor
	Resources 
	Timeline 

	Active listening skills as this can help me in developing an interest in the process of communication. 
	I would be learning this skill my communicating more with other individuals. 
	6months 

	Social networking as it can help in boosting my communication process more efficiently. 
	This can be done through different platforms present online. 
	3months 

	Language and grammar improvement so that the message that is conveyed is clearer and more relevant. 
	This is being boosted through reading and watching movies. 
	4 months 

	Body language and presentation skill as it can help in showcasing my professionality. 
	This is basically improvised by undertaking more presentations. 
	5 months 
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