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The communication cycles.
The relevance of the communication cycles. The head of the organisation will appoint someone or introduce themselves to arrange and develop a structure of communication. The relevance of this is to ensure that everyone involved in the organisation is either giving or receiving the right communication and information provided. Provided it’s in line with company policy, the aim of the chain of command is to minimise breakdowns in communication and misinformation being given there will be a specific route for information, which can come in via various forms uncovered multiple areas including commands, guidance, training, legislation, health and safety, disciplinary warnings, recruitment marketing sales, legal. A decision is made on who should provide communication on which topic to which are of the organisation based on their experience qualifications and effectiveness of communicating. Example Sarah is operations manager she works closely with Dave who is general manager and works with all staff who work in the office. Staffing levels are low and this is having an effect on production levels. Dave let’s Sarah know about the issues he is facing.  Sarah contacts Lucy who works in recruitment to arrange interviews. John works as a cleaner and has a friend who is looking for work.  John passes the details onto to Dave. Dave is aware of the correct process of getting these details to Lucy in recruitment. Failure to follow the process could lead in the details being lost and there is a missed interview opportunity. Relevant points of effective communication is a chain of command safety, chain of communication is relevant for health and safety and legal.

The important of selecting an appropriate tone.
Examples of importance selecting tone language level of formality with management communication, the tone of voice, the language you use and formality. The tone of voice used in communication can be used in a variety of ways and can give the words we use more substance. We often change our tone in order to grab the attention of the individual or a group of people we are talking to receive this regularly particularly in a sales pitch or a meeting where you may be presenting something where a level of enthusiasm needs to be transferred from you to a buyer or even explaining new products and services to attempt to company staff certain words can be pronounced in a lower or higher pitch to enhance the delivery and to really engage the listener to what you’re saying we can create an emotional attachment to words by making them sound more exciting rather than speaking in a monotone manner tone can also be used in a different way especially when explaining something very important like a legal policy or health and safety advice you still want to be engaged and grab the person’s attention but in a more serious manner and that really hits home you wouldn’t explain why not to walk under a scaffolding with no hardhat to see way he would introduce a new  fresh and exciting product or service being brought to market. In the same way we would change our language depending on the scenario or level of formality in the environment in steals and marketing buzz words are often used in explaining things. Buzz words like  fantastic, amazing, super, brilliant are used to enhance the sound or meaning or what we are talking about example this is a brilliant car and the price is fantastic we would alter our tone of voice whilst saying this so the words have more meaning. This will create excitement within the conversation if a manager was to write the memo or our conversation with staff regarding internal conduct or health and safety we would use appropriate language to suit. example attendance or dress code. has become an issue amongst the office a letter has been issued to all staff and a meeting with all staff present has been arranged the language in this scenario would be of a far more direct and professional nature while still grabbing attention of the audience. The tone of voice would be more serious and will help to pass on the level of importance of the words used it is important to manoeuvre our tone language and formalities to accommodate the environment situation or scenario to maximums the results of the communication examples formality when working with others or managing staff in an organisation it is all it’s always good to praise in public and criticise in private. 
The effectiveness of a range of verbal and written Communication.
This is important when trying to manage team morale and performance assess effectiveness or range of verbal and written communication within an area of the organisation invoicing and providing an invoice to a customer should be done by a written communication either a paper invoice or online PDF this minimises the chances of mistakes or breakdowns in communication there will also be a record to refer to if needed it will be very hard to keep track of finances if verbal communication was used with regard to payments and a lot more mistakes could happen. people can often miss hear or misinterpret or forget what things that have been said verbal communication is a great way to engage with fellow staff members particularly if something needs to be done or addressed very quickly. example John can’t make an appointment with the customer or client john calls sue and asked her over the phone if she could cover him and take the appointment, she agrees and the problem is solved and the issue addressed with minimum disruption to the organisation. very time effective way of communicating is verbal.

Theories of motivation
1 promotion
2 fear of loss demotion disciplinary or loss of job.
3 financial Commission and bonuses
 4 incentives performance related.
5 the four p’s

The four primary areas are for everyone sticks to their job. People, power, profit, and prospects. motivation is where someone is mentally stimulated to do well or become better at something it is clear to see difference in somebody who is motivated to somebody who is under motivated. a motivated workforce are more likely to perform better and be more punctual and having a can do attitude and make a real effort to help drive the organisation forward. A work force that is lacking in motivation may have the same ability of that of the matured motivated one to perform, however they struggle to do so due to the lack of mental stimulation drive and motivation attendance punctuality attitude and performance will suffer and be of  lower standards within under motivated work team. you can generally have 2 employees with the same ability to do the job with the same opportunity with the same tools in the environment and one will outperform the other on this is usually down to one being more motivated. the manager over organisation should take responsibility of the motivation levels of their work force. to do this the manager should take a keen interest into getting to know what motivates their employees on the individual bassist this is vital as not everyone may respond the same motivation tactics there are a variety of factors that can motivate and individual to perform better in work the
1. A Promotion opportunity is a great way to really motivate a member of staff stepping up and levels within the organisation a chance to have a better job title more responsibility an increase in salary maybe more job perks and moving up the ranks in something to be desired by some members of the team making certain individuals aware of the as they are or could be considered for a promotion will have an impact on their motivation levels it was surely they will be told prior to the decision being made and that they performance will be monitored prior to the final decision. this is seen as an opportunity to step up prove themselves and to show management that they are the right candidate for the job.
2.  fear of loss it is not uncommon for performance levels to dip with individuals within the workforce they have the ability to do the job well and they could be considered an experienced member of staff yet the commitment of performance is an issue which usually is linked to their motivation in work. if this persists and the staff member is not performing up to their potential they could be at risk of either losing their position within the organisation or even get demoted down to a lower level role there are certain channels an organisation can follow discussed and to bring their concerns to the surface finding out what or way the performance was dipped for a prolonged period of time and if there is anything the organisation can do to help. disciplinary action is also a way to start the process to ultimately to end the employment contract in the way of a verbal warning, followed by a written warning followed by a final warning which is usually the last chance or the individual to make things better. this may seem like a negative situation however it can have very positive effects on the motivation levels of a workforce. the idea of losing their job and the organisation taking steps towards this and often shift the performance of the staff member in the right direction.

3.  Financial an extremely popular way organisations like to keep their staff motivated is to offer targets with a financial reward if achieved. This can come in many forms such as a Commission structure where the worker gets paid extra on top of the original wage for completing performance-based targets.  some organisations may offer an attendance bonus where if staff come to work every day like they’re supposed to on time they get a financial bonus on top of their wage this is one of the most effective ways of motivating the workforce and great results are often seen which can really benefit and organisations performance as a whole. opportunities to earn residual income or even a percentage of the company turnover can be offered alongside a Commission bonus or attendance bonus. 
4. 
 Incentives organisations can offer performance-based incentives such as days off or early finishes from work, tickets to an event or an experience. The organisation will pay for either an individual to go or multiple members of the staff who have performed well. These are usually targets or a performance-based criteria that would have to be met by the staff in order for them to qualify for the incentive. Incentives for multiple members of staff is a wonderful way to boost morale amongst the team and to help staff bond well together. Which in turn is great for the organisation.
5.  The four P’s. Members of staff may decide to leave an organisation for various reasons and organisations said should try to maintain the retention level amongst the business. a great way to keep staff motivated enough to stay working for the organisation is to first understand what it is that keeps the individual working here or there. bear in mind everybody has different factors that motivate them enough to stay in work. A system called 4 Ps helps us recognise the main areas of motivation to keep healthy stuff retention rate in businesses. 
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 People (affiliation):    within a company or organisation staff members will often bond well with a fellow colleague a good organisation should promote this as it has many benefits to the general morale within the staff of the organisation. some individuals may not necessarily enjoy the job they do or may not be happy with the level of money they make but they love the people, but they live the people they work with. some organisations can generate such good morale amongst its workforce they can feel like family and that is why an individual may stay working for them purely because they love the people, they work with so much. 
Purpose and power:    Certain job roles mean more to some people than just a job they do. For example, if a staff member has a feeling of power or purpose in the role this can affect the motivation towards the job. organisations for instance positions like paramedic’s carers police officers etc.
profit (achievements):  There are various reasons why people go to work. financial gain is a main motivating factor to why people seek employment and still turn up each day. when looking at staff retention we can ask ourselves does my staff feel like they are paid there worth. imagine how many staff members would leave the organisation if they stopped getting paid. likewise, how many would leave if they won the lottery this helps us understand how important profit and financially as to the motivation levels of all the staff in the organisation.
Prospects :   Most people are happy to turn up to work do there hours and then was go home and get paid but for some there may be a lot more reasons why they wake up each morning and come to work. Some staff members will have a future career plan that they are dedicated to pursuing their idea for what they want, maybe not for now but for their future. They may be using the current position in the organisation to gain experience to learn the industry so they could progress in their career later on and become more valuable in the organisation they work for.

The principal factors
 They work for the same reason they may feel they could be eligible for promotion later on down the line. Which is why they still are committed to the organisation and give 100%. Even though they may not be happy or content where they currently are. They are motivated to keep at it because they have a vision for the future and they want to progress within the organisation in order to stay in line with the future career prospects. 
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Promotion: Zoe is an operations director for a national recruitment agency. she is in charge of six offices or based in the South in England. she is responsible for overseeing the management of the business turnover and the management of staff throughout the branches. she works with branch managers and regional managers who have an active role in the day-to-day duties of the branches. rob works as a sales consultant in one of the offices, he directly report to the office branch manager but also works closely with Zoe and the other regional managers. his duties include researching and generating conduct and sale Leads, cold calling potential clients and setting up meetings with these companies and sells the services trying to convert the contract from a lead to a client by agreeing a price and closing the deal. rob was good at his job and was considered a safe pair of hands in a sales environment but lacked in other areas such as administration and sometimes he would be late on Monday mornings. A vacancy in the company of regional sales manager was on the horizon and Rob was one of three potential candidates that might be considered for the role. This position would require a lot more responsibility as it would include approaching lucrative prospects and also managing the sale staff throughout all six offices in the region. Zoe decided to have a meeting with rob to discuss the opportunity. she explained that in order for rob to be offered the promotion he would need to keep performing well in the current sales position but also prove that he would be the right man for the job by outperforming the other potential candidates whilst also improving his attendance punctuality. They would be making a decision in 12 weeks on who would step up to the regional sales manager position. Rob thought about the new role the increased responsibility the new company car he would have alongside the big increase in salary. he thought about how proud he would make his friends and family. when somebody would ask what he did for a living he could now say his job title with pride, rather than just say he was a salesman. his motivation levels shifted overnight rob bought new suits for work, so he looked his best. He always came to work on time every single day and he actively doubled the amount of calls he made to potential customers. Totally dedicated to prove to himself and to Zoe that he was the best choice for the company to promote to Regent regional series manager. His enthusiasm was infectious and he had a positive effect on the staff in the branch. The branch became more profitable as a direct result from the increased activity from Rob’s efforts, which stemmed from his extra drive and motivation because he was hungry for the promotion.

Develop appropriate criteria to evaluate.
	                                              GAP ANALYSIS
	
	

	Current state
	GAPS
	Desired future state

	Become the manager
	Apply for the job.
	I am the manager

	
	Study for my interview
	

	
	Don’t be scared
	

	
	Grow my skills
	

	
	Ask for advice and seek support
	

	
	Show empathy
	







Collect and analyse.
Collecting and analysing feedback in the workplace is important. Either verbal or written communication will help with achieving better results for the work place.
Verbal information collected.
Staff would like new uniforms. They feel there uniforms are looking old and it doesn’t reflect good on the workplace.
Analysing feedback
New uniforms have been ordered for all staff immediately, all staff members are happy.
  The Maslow’s Hierarchy of needsPersonal 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

	Get a better understand of management and business
	Study more, research and read more books about it.
	Online resource, self-help, read business books and journals. Listen to business podcasts.
	My results and if I pass.
	9 months

	Get better at reading.
	Read at least once a day, buy books online or in store. Go to the library.
	An online account, access to a library. Find book I enjoy reading.
	How many books I read.
	6 months
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