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Introduction 

I will discuss in this assignment the important role of effective communication in management in my workplace.  I will also research articles for the differences in communication cycles and explain nonverbal and verbal communication. I will then compare three different models explaining various communication motivation theories. I will then compare them and give a clear understanding of how they work. Furthermore, I will look at the barriers that will affect communication and how you would overcome it.  I will evaluate the differences of formality, language, structure, content and tone in my workplace. I will discuss the difference between intrinsic and extrinsic. I will then speak in my conclusion my view on communication cycles. 





















Different Communication models 
Communication cycle is all about how different information gets passed between a sender and a receiver. The process of communication information is transmitted between the person sending the message and the person receiving it. It is called the communication cycle. Putting a message together and sending it through a channel. Subsequently decoding the recipient reading the message and receiving feedback from the recipient's reaction. This cycle guarantees that messages are correctly communicated and clearly understood, It is essential for effective communication. 

Decoding the Shannon- weaver model cycle
One of the first and most significant communication models was the Shannon–Weaver model. Which explains the Five essential elements of a source, a transmitter, a channel, a receiver, and a destination. This is a cycle of communication. This theory was first to be presented in the 1948 publication. It's called “A Mathematical Theory of Communication".  The message was generated by the source. A channel is used to transmit the signal that the transmitter converted from the message. The model is made up of five fundamental elements: a sender, a channel, a receiver and a destination.  In a landline call, the person making the call is the source. They use the phone as a transmitter. Generating an electric signal that travels through the wire as a channel. So, the individual who picks up the call is the intended recipient. The model is made up of five fundamental elements a sender, a channel, a receiver and a destination. A person serves as the information source and selects the message to be sent. There are however affects from interference in communication, such as loud Noice which can affect misinterpretation of words, also technical issues like poor signal reception. These factors can disturb the smooth flow of information from the sender to the receiver, leading to communication breakdowns or misunderstandings crucial to be aware of these interferences to ensure effective communication. 

Shannon and Weaver's model
Chandler,
 Daniel; 
Munday, 
Rod, 10 February 2011





Importance of verbal and non-verbal communication and levels of formality 
Effective communication requires both spoken and nonverbal communication. Verbal communication is used for writing and speaking, such as talking with friends, Family, Presentations in work, giving speeches, Using the tone of your voice. On the other hand, nonverbal communication makes use of information such as transmission to body language, seeing when someone is upset, or sad by their facial expressions. As a retailer working at Tesco there are various verbal communication methods we use to effectively interact with colleagues and customers. The verbal communication we use at our workplace includes face-to-face interactions with our customers on the shop floor and our staff.  while we provide our assistance and answer any questions, also resolving any issues they may have. As a colleague we also use a headset to communicate with our staff, it is a very convenient and effective way to ensure clear and direct effective communication while working in a very busy retail store. It helps by allowing hands-free communication. Enabling quick response and coordination among our team members. Using this method enhances our teamwork, productively and will help customer service with problem solving, contributed by a well-organized and informed place to work. Furthermore, we use written communication too, this includes messaging team members or managers. Picking up overtime shifts using our Tesco colleague work app. Also Using Tesco platform app to speak to our managers and colleagues.  We use signs in our store to promote discounts on clothing including food and other products. We promote the great advantages we have, such as recommending our customers apply for a Tesco Clubcard to receive Clubcard prices and Discounts.  Also Saving up points to receive vouchers. 
What Factors Do Motivate Employees at the Workplace? Evidence from Service Organizations
2020,

Effective communication  
Active listening is the first step in effective communication. It forms the basis of effective communication. Good communication starts with active listening. to prevent misunderstandings, Explain in a straightforward and simple manner at work.  as someone else is speaking, try not to interrupt them or prepare your response while the individual is speaking. Instead, listen carefully to what they are saying and ask questions as required. By using active listening techniques, effective communicators will help settle conflict disputes, establish good bonds with others, and accomplish shared ideas.  For effective communication it's crucial to have feedback for growth. People may improve their communication skills. 
Article on effective communication skills 
Sep 4,2023 
Snsacd ,s,s

The importance of tone, language and formality in the workplace 
Tone in the workplace 
Using the right tone in the workplace is the key to having good communication in your team. It's all about how we speak to one and other. Miscommunication due to unclear tone in the workplace is typically difficult. Tone refers to the way we speak or write. Which can cause different emotions, attitudes and intensions. Sometimes a tone of a message can lead to misunderstandings or conflicts. A negative tone can lead to decreased trust, hurt feelings, Creating barriers between individuals.  Therefore, to acknowledge this, it is crucial to be mindful of the tone we use in work with our colleagues and customers. Being respectful and positive helps create a welcoming and efficient work environment where everyone feels happier and more appreciated. In our workplace affective communication and group teamwork is essential and we are open to listening to feedback which can help prevent miscommunication caused by tone and can build a better understanding among our colleagues. 

Why tone makes a difference in the workplace 
May 10, 2023,
Conn, T


Language in the workplace 
Workplace language is very important at work and plays a vital role in effective communication. For example, Giving clear instructions and using appropriate language helps avoid any misunderstanding and promotes a positive work environment to work in. When we listen to feedback It is essential especially in the workplace. It involves actively listening.  It's always important to be mindful of the appropriate language we use to ensure professionalism and respect in our interactions with our colleagues and customers to be clear and respectful.  Using the appropriate formal language fosters better relationships and enhances overall productivity within the workplace. Sharing ideas and listening to feedback keeps positivity high. 


Formality in the workplace
Formality is all about how we present ourselves, communicate and interact with others in a professional manner. Formality involves using the right language, dressing professionally and following workplace expectation rules. This helps create a respectful environment throughout the workplace. And sets a professional tone and looks for all interactions. While being formal it shows that we respect all our colleagues and the workplace itself. Which is key for a productive and positive place to work.


Assessing a range of verbal and written communication in my workplace 
Within my workplace in a retail store. Verbal communication is crucial in Tesco. It includes interactions between employes, discussing daily tasks, Managers providing instructions. Team leaders help with assisting with any problems, as an employee, we serve customers verbally and non-verbal, we help assist customers if they need assistance with their shopping. Some customers like to order online, and some prefer to come into the store. Some people may struggle with their eyesight, while some elderly or people who may be disabled. , So, we as colleagues will help and do our best to keep our customers happy. We can help by picking their food shopping while they tell us their list. and do our best to make sure our customers are satisfied and happy. While serving customers we offer customers our help, for example with packing or lifting heavy items. Some struggle with hearing so we try to use our hands to explain and using facial expressions.  Written communication in Tesco supermarkets involves creating product labels, requesting and putting in for your holidays on an online app. Completing an online assessment every year to evaluate improvement in areas, and to keep employees up to date with legal age restrictions. Also Using Cash handling and giving receipts out. We also use PDA handsets to help us find a range of products on different isles, it will tell us what is, and isn't in stock. 

https://www.linkedin.com/pulse/body-language-workplace-art-effective
Body Language in the Workplace: The Art of Effective Communication
April 20,2023








The Strengths of motivation and weakness as an employee working for Tesco.
	Strengths
	 Weakness 

	Empathy 
	Lack of contract hours and overtime

	Team motivation 
	High stress during busy seasons

	Positivity in  work
	Limited opportunities for career advancement

	Regular Friendly customers
	Dealing with demanding or difficult customers 

	Culture Workplace 
	Adapting to new technology 

	Feeling valued and appreciated 
	Lack of growth





Motivation 
What motivates me as an employee working for Tesco?
From my experience as an employee working at Tesco, I feel the benefits are, That the company has good positive friendly people to work with. It's a good location for me to get to too.  We have good benefits such as a 10% discount. Also 15% off once a month on our payday weekend.  We have supportive and sympathetic managers and colleges to work with. And we have regular friendly customers who enjoy shopping at Tesco. Also, they pay good hourly wages. It's a good company to work for. Most people are friendly and hard workers, and it's a positive place to work.



What are the disadvantages as an employee working for Tesco? 
The disadvantages of working in a Tesco store are the lack of hours and overtime. Although the hours fit my lifestyle balance while my daughter is in school hours. Just working part time can be difficult as it doesn't bring enough income each month that I'd like. Also, the lack of growth while working at Tesco can be disappointing when you work hard and can sometimes make you feel not valued or appreciated. Overall, it is a good place to work.


Motivation theories

Mcgregor X Y theory 
There are many models that explain motivation, such as Maslow and Herzberg.   The main one that stands out in my workplace is Mcgregory's X Y. Below shows a module of the two different motivation theory's which shows the (theory X) and the (theory Y)
Theory X and Y were introduced and developed by Douglas Mcgregor in the 1960s. Theory X They suggest that most people lack motivation and prefer to be directed. Resists change. And are lazy, However, Theory Y argues that individuals are active rather than being unmotivated by influencing themselves and their surroundings. They put in a lot of effort to working hard and reaching their goals. They are willing to take on responsibilities. The most effective management approach for them is to reduce face to face interaction contact. 
Comparative, Analysis of theory X, Theory Y 
P.S Aithal , P.m. Kumar 
June 30,2016
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Sep 10,2020
Mcgregors Theory X and Theory Y of model of motivation 
Maslow theory 
From the research i have found, Abraham Maslow first presented the idea of hierarchy of needs in his 1943 paper. “A theory of human motivation,” which he later repeated in his later book “Motivation and personality”.  The hierarchy proposes that individuals are driven to satisfy fundamental requirements before focusing on their more complex ones. Maslow was more interested in finding out what makes people happy and what they do to get there. According to Maslow's humanist beliefs, people are innately motivated to reach their full potential. But first, a few more fundamental requirements must be met to reach this goal. Food, shelter, love, and self-worth are among these necessities. These requirements, according to Maslow, are essential to behavior motivation, and are comparable to gut feelings. Starting at the lowest level, known as physiological requirements, Maslow's hierarchy of needs consists of five levels. The necessities for survival are included in the physiological requirements. Physiological requirements include food, water, breathing and homeostasis.


Maslow believed that physiological and psychological needs motivate our actions
By K, C, MSEd  Updated on April 02, 2024




Herzberg theory 
Extrinsic motivation variables have been shown to have a favorable effect on respondents such as work happiness, whereas the lack of intrinsic motivation factors does not make their sentiments go away. On the other hand, de-empirical study by Wan Fauziah and Tan (2013) has demonstrated that workers' favorability towards extrinsic and intrinsic motivation. It is noteworthy that younger employees were motivated by extrinsic motivation components and demotivated by inner motivation elements to exercise workplace citizenship. While external motivation factors demotivated them, internal motivation factors inspired them to be good citizens. A study presented by Stringer (2011) looks at the impact of a pay for performance system at an Australasia retailer on the intrinsic and extrinsic motivation factors of front-line employees' job satisfaction. They found that benefits and income have the strongest relationships with job satisfaction. Research conducted in Malaysia by Ibrahim and Boerhaneoddin (2010) also demonstrated that compensation has a significant role in affecting job satisfaction.  A further investigation by Islam and Hj. Ismail (2008), which surveyed more than 500 workers in 96 different countries. Malaysian companies have demonstrated that pay is a key source of motivation for its participants. Additionally, Asri et al. (2007) looked at the relationship between employees' company's commitment in SMEs and work satisfaction in the manufacturing industry. Based on a case study of 236 employees at small and medium-sized enterprises in Kuala Terengganu, they found a significant correlation between employees' commitment and their views of compensation. Based on the result: Given that extrinsic factors impact employees' motivation, the research indicates that the Herzberg Two-Factor theory should be used as a single set of determinants for workers' job satisfaction. Using this concept of work motivation, it can be shown that both intrinsic and extrinsic motivation factors will consider an employee's preferences to enhance their motivation at work. Thus, this paradigm may be understood as follows:


  
	Intrinsic and extrinsic motivation                 ➞        
	Employees 
Preferences     ➞
	Work motivation 
➞




Herzberg's Two-Factor Theory on Work Motivation: Does it Works for Today's Environment?
September 2013, k, t, Shen




Factors that affect motivation in the workplace 
	Recognition 
	Fast paced workplace

	Lack of contract hours 
	Workload 

	opportunities for growth 
	communication

	Work life balance 
	Flexibility 



Various factors can impact motivation in my current workplace such as an employee, As an employee I feel like there's not a lot of Oppurtunite for growth for everyone, and sometimes can make you feel less proactive. for example, sometimes I feel stuck on one department that I have been working on for years, while I feel I fit in better on clothing department which I used to be on when i originally started.  I feel I am more proactive and fast on my feet rather than being stuck on the till. Although being on the till is busy, I would prefer to be on my feet on the go. The lack of hours is just not enough to get by sometimes by only having low contracted hours. Furthermore, working on the checkouts on a busy shift, I feel as a company there should be more employees in but instead, they have cut down on managers and overtime which is causing unsatisfied customers because this is creating problems like longer queues and customers don't want to be waiting a long period at the checkout. Although these can impact work, we do have benefits such as lovely friendly regular customers and a positive friendly team to work with. Overall, it is a good place to work.








Resolving conflict 
The first step to resolve conflict at work is to approach the individuals involved. Listen, be sympathetic and speak in a polite respectful manner, identify the main reason caused for the conflict, Open communication between the individuals involved, listen to what they have to say by working as a team. Think of possible solutions to resolve the problem between each other and agree on the best steps forward for the individuals involved. 


Conclusion 
From gathered information from peer reviewed articles on communication management, I have learnt the difference between verbal and nonverbal.  and learnt the importance of effective communication and formality. Also, assessing a variety of verbal and non-verbal signals in communication of what's effective and what isn't effective. From this I have learnt that the most effective communication in my workplace would be using both verbal and non-verbal to ensure successful communication.  Effective communication involves speaking in a way clearly that is easily understood. This way there is better engagement and more proactivity at work.  Learning the difference between intrinsic and extrinsic motivation theories has helped me understand That intrinsic is more about fulfillment and motivation.  while extrinsic factors can be encouraged by influence rewards, or praise from others. 
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