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TASKS
1. Explain the relevance of the communication cycle for effective communication in management.
To do this task I decided to compare and contrast the COMMUNICATION CYCLE model and the SHANNON-WEAVER Model.
Compare means look for similarities between the two. Contrast means look for differences between the two.
These are similar because…
Both are to do with communication, so they are both meaning the same things. 
I think they are relevant because good communication often means good leadership.  And good leadership often depends on good communication. I have put that in bold because I think it is so important.  
In my experience when there is bad communication at work or no communication, nobody knows what they are doing, and they often ask me “What should we be doing?” I can tell them what I think needs to be done but other than that they must go and ask the boss, the store manager, what they need to do. All this wastes time, and it de-motivates, and causes anxiety and stress where it’s not needed. All that’s needed is better communication and a good leader.
Both show MESSAGES. These messages go from a SENDER to a RECEIVER or from a SOURCE to a DESTINATION. And these MESSAGES GO THROUGH A CHANNEL
Both offer messages which are Visual, Oral and Aural (looking, talking, listening)
These are different because...
The CYCLE model is circular and shows how FEEDBACK belongs in the system. I think feedback is important because if you’re not doing something right, without feedback how are you supposed to know you are doing it wrong? Feedback is a reliable information source for you to review and improve on where you’ve gone wrong. It gives you a chance to correct yourself and to learn how to be a better leader. The best types of communication have feedback automatically in there as part of a system. A system is something which is always learning and changing. The CYCLE model is two-way, the receiver is feeding back. The Shannon-Weaver is one way. The receiver gets what they are given.
SHANNON-WEAVER is not circular, it is linear, and the recipient simply receives. We can imagine a family in 1949, sitting round the radio set, listening to a message from the Prime minister with a lot of crackly radio interference...
The CYCLE model is more modern, with a wider range of media, including digital and internet which are new inventions. Also, today we have TV with more channels, streaming, social media etc.
However, the Circular diagram does not show any barriers to communication. We need to be aware of these barriers.
The Shannon-Weaver model does show a barrier, which it calls “noise”. In 1949 NOISE probably meant radio interference
Today, NOISE includes distractions such as false news, social media, armchair experts, pop up adverts.
There is so much noise on social media that it is often difficult for important messages to get through, and people are easily distracted.
On balance I think that the Cycle model is the better of the two for communication in today’s workplace.

2. Explain, with examples, the importance of selecting an appropriate tone, language, and level of formality in management communications.

A good communicator is someone who, for instance in a work situation, gives the correct details and information in order to get the work done.
I am a good communicator because I give clear and precise instructions so that that the receiver knows exactly what they are doing and don’t need to come back to ask a second time.
For example, I will not say to Georgina, my team member “Go get me those things from out there”. I will say “Georgina, we need some till rolls, they are in the storeroom, as you go through the door, on the left-hand side it’s on the top shelf   Thank you.
So, this is a clear instruction, delivered politely and precisely, clearly and firmly, it’s not an “order”, Georgina will feel confident to know what she is doing.
Another aspect of good communication is to use a good speed, not too slow, not too fast, and appropriate tone of voice, assertively but not aggressively.

3. Assess the effectiveness of a range of verbal and written communication methods within your area of the organisation.
Communication happens within the workplace among work colleagues. There is also communication with customers.
People communicate face to face, with meetings, text messages, post-it notes, video call, and other internet platforms such as WhatsApp Skype, Telegram, Zoom, Teams etc.
When I go in to work in the morning I am expected to hoover, polish, as well as wipe the mirrors, before I actually start replenishing the stock ready for store opening. In my contract there is nothing to state that I am a cleaner. While I am doing all of these things, supervisors and assistant managers are doing nothing but talking, and not talking about work. Due to my goodwill, I do not object. I just get on with it to keep the peace. If I did not turn up as expected they would not have a system for communicating what needs to be done, and probably the preparation would get done or get done so badly that the customers would notice. I notice this myself  on days when I’m not in work but I pop in as a customer. There is no system and no leadership, and this is one example. 
As lockdown came in there had to be lot of changes made in the workplace, and these changes had to be communicated effectively on a daily basis especially when regulations were changing very quickly.
The rules were communicated visually, with signs e.g. arrows on the floor for social distancing, hand sanitiser points, posters about faces masks. We were also wearing face masks, which was definitely a barrier for communicating.
The organisation used the government’s messaging, such as hands-face-space to try and get a message through to the workforce and to the public.


4. Evaluate theories of motivation relevant to your workplace.
The two theories which I think are relevant to my workplace are Maslow (1943, 1970a, 1970b) and McClelland (!965). I have also referred to this book:  Maund (1999).
As I am half way though my first year at university I feel that these models are relevant to use within my studies, thinking about each steps of the hierarchy applied to my workplace. In class we learned that Maslow at the motivation of humans as a species, while McClelland looks at motivation of employees. On first impressions, that means that I am more attracted towards Maslow, as I am a person who is emotionally connected to people and very understanding.
The Maslow pyramid for me is definitely a diagram that I would follow and use in order to lead and manage people. The basics are at the bottom of the pyramid, but that does not mean they don’t matter. The basics are very important so that people feel they are working in a pleasant, safe environment. I agree that each step can be seen as stepping stone to those above, to get focussed and motivated. If I were in a more senior position in my job I would use Maslow’s steps as a guide, and would conduct reviews every three months or so to ensure that people are making use of the steps. Looking at the model I can see it reinforcing what I actually feel about my position at work. I feel I have friendly working relationships but due to previous family commitments and circumstances was not able to socialise outside the workplace. I am not after status, I am after much more than a badge that says “boss”. I am after “challenging but achievable goals” (Maslow) but I also want to make a better workplace for myself and others.
McGregor (1960) and his Theory X and Theory Y says that it is the manager’s responsibility to organise the workplace and put everything in the right order so that everything runs smoothly without any complications or difficulties that come from the system of machinery, materials, organisation etc. Also, in a workplace depending on their position in the organisation you would treat people accordingly to their job role and realise that different people have different motivations. In my workplace there are many X (negative) workers who are in higher positions in the management hierarchy, which McGregor would describe as lazy, disliking work, avoiding responsibility. etc. There are Y (positive) workers there, in which I include myself, for which the X supervisor does nor give proper recognition and does not use appropriate motivation, she is laid back with the X people,  impatient with Y people. In truth she hasn’t the skills to deal with X or Y people.
5. Evaluate the principal factors that may affect performance and motivation in the workplace.
Intrinsic motivation seems to be a very complicated idea, but as far as I can understand it is to do with people’s job satisfaction. For example when we are motivated to do a task because of how we feel about the task and not to earn a reward. I would say that’s what makes a good motivator, doing a job because they want to and to achieve to the  best of their ability and not because they expect a bonus or other reward. Motivated people work for money, but not just for the money. They motivate themselves, not just for money or power. People who motivate will achieve. Very often a manager’s bonus is achieved not because the manager has been doing a brilliant job, it’s because the rest of the workforce is working well. And while the manager feels motivated by the bonus, it can de-motivate everyone else. 
Extrinsic motivation involves rewards or other incentives such as money, fame, praise etc. used to motivate people. In my opinion intrinsic motivation is more important than extrinsic for the reasons I have given above.
6. Select a theory of motivation – apply it to your workplace – evaluate the impact.
I did the motivational analysis quiz, and I came out as an achiever. I think that many of the characteristics apply to me, I have goals, and I like to achieve them, making sure I am not just meeting deadlines, I’m delivering before my deadlines. Strong performance success is my key goal.
Motivators are the factors that get people to work harder, for example recognition, promotion, wages, bonuses, achievements. Different people will be motivated by different things. What motivates me? 
In my studies I am motivated by the goal of a Cap and Gown, with my family around and being proud. Money motivates me to pay for bills, shopping for clothes and food to feed my children. I don’t love money, but I love my children, so they are my true motivator.
The Gym motivates me for my mental health. When I come out of the Gym, I feel 100% better. But getting the motivation to go to the Gym in the first place can be a massive challenge., especially after a 9-hour shift on my feet. Meeting deadlines and goals motivates me as I do not like to let myself down. Music also motivates me. When music is played in the house I will do the housework, without the music I’ll just go to bed.

7. Develop appropriate criteria to evaluate own ability to communicate effectively.
What makes a communicator? What makes an effective motivator? 
As I have said much earlier, a good communicator is likely to be a very good leader, and good leadership depends on good communication.
These are my criteria, suitable for my workplace, for example:
· Speak appropriately.
· Maintain good eye contact.
· Use clear and appropriate language.
· Tone of voice
· Be a good listener.
· Let people have their say and respond to them.
An effective motivator will set clear goals, listen, recognise other people’s contribution and success, and will communicate interacting with colleagues rather than speaking down to them. So that they are happy to work.
A good communicator and leader will not say “Do this” she will say “Let’s do this”. And explain what is going to be done and why.
A good motivator will also give recognition for the achievements of others. This will motivate them even more. A bad motivator will take credit for the work of others.

8. Collect and analyse feedback on own verbal and written communication skills.
On collecting feedback from colleagues and friends, they have all said that they clearly understand what I am saying, and what I would like them to do. I gave an example earlier of how I would give a clear and courteous instruction to a colleague, using appropriate tone and clear guidance.
On the other hand, I did ask my children and they all said that I don’t listen!
That comes from within my home, not my “workplace”.








9. Evaluate own communication skills as a manager, identifying strengths and areas of improvement…..then Produce a PDP to address these.
Gap analysis

	Current state
(FROM)
	GAPS
	Desired future state
(TO)

	Roughly halfway through the first year (Level 4) of a degree in Leadership and Management.
Practical knowledge of skills required for work in retail, life skills, parental skills.
	Time, money and resource management in order to achieve my goals.
	Honours degree in Leadership and Management.
Understanding of Leadership and Management models, and applying them to life and the workplace.
Aim to finish Level 4 in 6 months’ time then progress to Levels 5 and 6.












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

	SPEAKING, LISTENING, UNDERSTANDING AND RESPONDING  
I would like to know more about the importance of empathy and emotional intelligence.
I am emotionally connected to people and would like to know more about this idea
	 Study some sources about cognitive, emotional and compassionate.
responses, for example Goleman (2000) 
	Library, laptop, money

	Use the learning in my university work, and get assignment results. Feedback from peers and family
	3-6 months

	I have good IT skills, but
I need to address my dyslexia
	I am waiting on a report from psychologist to put plans in place going forward for my studies.

	I need a laptop and support from tutors and peers
	From feedback on written work and also my results
	3-12 months




10.Further research: Complete the Communication Style Questionnaire (Found in Resources folder under BMSK4013 on Moodle).
I did the Communication Style questionnaire. I came out as a “passive person”, but only one point ahead of “assertive” with the other two (aggressive) categories much lower.
In the past I was very passive. For example, in my marital life for 23 years. Since September 2021 until now I have changed as a person and this explains why I was only one point below passive, because I’ve got to know the strength that was always there. I was not in the right place because of the circumstances and surroundings I was living in. I am a lot stronger; I speak my mind assertively but politely and not aggressively. 
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