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Introduction 
This assignment will look at the communication cycle Model, the Shannon and Weaver model, Berlo's model and Schramm model. It will show diagrams of each model, describe each model and give examples and give feedback on their strengths and weaknesses. I will write a short summary on feedback. I will do a table to look at verbal and Written advantages and weaknesses. I will write about the Importance of Tone, Language and Formality. I will assess communication in the workplace. Look at motivation and motivation models, factors that motivate in the workplace, conflict in the workplace, assessing my communication and I will look at all the research and I will do my conclusion. And referencing. I will do a GAP analyses, and I will send off a questionnaire to me close friends, with some questions about my own communication skills. Both will help me to fill out my personal development plan, You Will find in appendix A and B.

The Communication Models
The Communication Cycle
[image: ]
Description
The communication model is a model to describe the communication process. It is circular and starts with a message which a receiver decodes.
It is a process of communication beginning with a person who sends a message transforming thoughts or ideas into a communicable format. This message is transmitted through a chosen channel, such as spoken words, a written text, an email, letters, voicemail and so many more. The message is perceived and decoded, interpreting its meaning based on their own understanding. Having feedback from the receiver completes the cycle, with providing the sender with the information on how well the understanding of the message is. There are so many factors that can come in between a successfully communication being the source, the channel, environment, context, and interferences. An Effective communication relies on clarity in encoding, choice of appropriate channels, active listening, and ensuring the understanding. If there is noise that can bring barriers to understanding, noise is feelings and emotions
Example
Here is an example, while doing a consultation in my Hair salon, there will need to be a communication process with myself (the stylist) and my client who is asking me for her desired hair colour on today's appointment, she will tell me what she wants and I will decode and receive this message, we will communicate back and forth, I will give feedback, she will Decode what I have said and we reach an understanding. Considering that my client may not understand the colour process, I can ask to see pictures of desired outlook. There are factors to consider like noise, this can be based on eternal feelings such as moods, depression, having problems at home or work.
Strengths and Weaknesses of this model
The strengths of the communications cycle are that it is circular, simple understanding and includes feedback and the receiver in the process. However, it is overly simple as its culture and does not account for the context of the communication in that everyone is communicating the same state, not emotional or angry, and it does not account for noise, noise is eternal, moods things happening in your life.
While looking at the strengths of the communication cycle, I feel there are many factors that are affective for my work with doing a full circle of communicating, both parties are fully aware of what is expected. (Bjork).
However, there will always have to be a perfect condition for communication to be clear and understanding completely accurately, looking at barriers like, noise, hairdryers, people in the salon talking loudly. This can significantly alter the outcome of the message.
I would choose this model for my workplace because it’s a clear back and forth system and will help clarify what is desired.
In my working setting this model would describe the communication model as we have feedback, constantly going back and forth discussing what needs to be done. It also includes other types of communication such as emails, texts. However, in my workplace the model does not account for different types of people in different states, tired, emotional, for example a client might be late for her appointment, this might get in the way of communication, because of stress feelings, now she is late i will run behind on my next clients.

The Shannon and weaver model of communication
[image: ]
Description
The model of communication is a mathematical theory of communication that suggests that human communication can be broken down into 6 keyconcepts, conceptes, sender.encoder,channel,noise,decoder and receiver.
(Kubota,2019).  
Example
Example for the Shannon and Weaver model, during a staff meeting via a Teams meeting, myself (the manager the sender) knowing exactly what I want to say to my staff, (message) using the correct channel, my staff the (receivers) all from different backgrounds, which can lead to interpreting the (message) based on there skill and attiudes, I will consider all these elements.

Strengths and weaknesses of this model
There are many strenghts and weaknesses of this model, the communication is strong but only if there is no poor conditions, noise external,peoples moods this is internal noise. This can affect how they listen and communicate. I feel this model wouldn’t be as good for my work place because of how it formulates and being a linea.



 Berol’s Communication Model.[image: ](Berlo,1960) 
Description
 Berlo's SMCR (source, Message, Channel, Receiver) Model of communication (1960), this model was developed by David Berlo in 1960,this framework is focussed on the relationship between the sender, message, channel, and receiver, highlighting the skills, attitudes, knowledge, social systems, and culture of the communicators, this influence the communication process, communication skills, content, hearing, attitudes, culture and many more factors.
Example
 This model is equipped and goes into detail, with a lot of examples. Here's an example that could work in my workplace, during a busy day in the salon, all the stylists are busy, there are loud conversations, hair dryers on, colours being rise off at the back wash and the phone rings there’s a client trying to book an appointment, (The source) The message, she is asking for a date, myself (the encoder) I will listen and decode, I receive the message and taking into account all the background noise (external) I might not be able to hear the message correctly, there are many strengths, hearing, knowledge, the content, the communication skills, there is also cons, of this model being, attitudes, ,there could be a poor connection between the phone lines. having a lot of information and lots to think about. I Have taken into consideration all the elements under each of the SMUR.
Strengths and weaknesses of this model
 The strengths of the Berlo's model includes a detailed list of factors that can affect both senders and receivers, when highlighting how effective the communication can be depends on many elements. Its weakness assumes perfect conditions for communication. It does not consider external noise and psychological barriers, and do not address non-verbal communication, which can lead to altering the interpretation of the message. Berlo (1977).
















Schramm’s Communication Model [image: ]
Description
Schramm's Model of Communication, developed by Wilbur Schramm, is a classic model that conceptualises communication as a circular process involving a sender, message, medium, receiver, and feedback. (1954). It can be used to determine how communication between two people works when they are exchanging information, ideas, or attitudes. This means there is at least a sender and a recipient. The model contains at least one other element also, the message itself, Both the sender and the recipient must encode and decode the message to interpret the message correctly. (Schramm,2010). It is up to the recipient to decrypt the message, interpret it, and then encode it again before sending the message to a new recipient (circular). 
verbal content, such as speech, emails, WhatsApp messages, or phone calls. A message can also consist of non-verbal content, such as behaviour, gestures, body language, eye contact, physical contact, timing. People play an important role throughout the communication process.






Example
 During a lecture in university, there is one student that is not happy with her results from the last assignment, there is tension in the classroom the student doesn’t seem to be taking in anything the lecturer is saying. The communication isn’t working well, the lecturer will explain (message) the student will (decode) the message, the student will interpret based on her feelings at this particular time, Looking at factors of history and trust, personalities, the intend and outcome, looking at emotions and behaviour’s, I would advise to come back to this conversation, when the student has had time to think about what was said and can listen without the internal noise Affecting the outcome. Noise can be defined as a barrier preventing an effective communication process, when a form of noise disrupts the communication process from its sender to the receiver it is considered communication noise. It can also be physical, technical, organisational, cultural, and language, word.



Strengths and Weakness of this model
Schramm's model is straightforward and easy to understand. It presents communication as a cyclic process involving essential elements. Unlike linear models of communication, Schramm's model emphasizes the exchange and sharing of information between sender and receiver. The model highlights the importance of feedback, which is essential for effective communication. By acknowledging feedback loops, it encourages communicators to adjust their messages according to the responses received. where both the sender and receiver play active roles in encoding, decoding, and interpreting messages. This interactive approach reflects real-life communication scenarios more accurately. While simplicity is a strength, it can also be a weakness. Schramm's model shows an over complexity of communication processes, while neglecting factors such as cultural context, power dynamics, and noise that can significantly impact communication effectiveness. The model assumes an understanding between the sender and receiver, that might be overlooking potential differences in knowledge, and in cultural backgrounds that can lead to misinterpretation or misunderstanding. Overall, while Schramm's Model of Communication offers a simple and intuitive framework for understanding communication processes, its limitations highlight the need for more comprehensive models that account for the complexities of real-world communication interactions.
Outcome of the four models
Looking at all 4 models, seeing the difference between them, the communication cycle and the Schramm’s model have some similarities, where they both have an approach to communicating. Each model provides a framework for understanding the process of communicating. The communication cycle and the Schramm’s model are circular models, they both look at the source (message) encoder-decoder this is the process of encoding and decoding the message. The Message, being the content of communication, the channel used to transmit. The receiver, the recipient of the message and feedback, the receiver response, which then completes the communication loop, this is a natural way of communicating.
the Shannon and weaver model and the Berlo’s model are both Linea this means it a straight line, they both look at the source the message the channel and receiver, looks at the importance of context, feedback and the influence of the receiver's perception and interpretation. The source, the originator of the message or information, encoder, the transmitter that converts the message into signals, which is suitable for transmission(telephone) etc. channel is the medium through which the message is encoded the message travels (satellites) etc. noise being external factors that might interfere with the transmission (physical or network). Decoder the receiver that will convert the signal back into a message/receiver is the destination of the message. If, I applied these models in my workplace id need to consider they do not account for culture, language, trust meaning that they don’t completely work. For example, in my workplace emails would not work, being a busy salon I wouldn’t have time to wait for a reply, where a phone call would work because of quick answer times, making sure there is clarity, reassurance and summarising, pause, listen and be clear, confirm agreement of communication.
Importance of tone, language and formality
 When communicating you have important factors to consider like, Formality, if you were speaking to your senior, you would use a higher degree of formality this shows respect and professional communication. With communicating with a junior employee, you would be less formal, this would encourage openness and a welcoming atmosphere, this would help to improve performance. If you were too formal with the junior, they could feel uncomfortable, and this maybe stop them from communicating with you. You also need to look at your language is it appropriate with specific people, sometimes you need to simplify to ensure clear and accurate engagement while communicating. A well-structured communication is always necessary when addressing higher bosses, you will need to focus on clear points and formal conclusions, internally, a more conversational approach might be more effective in a team's discussion. Having contents and modes of communication, you need to consider, what might content is essential for one group may not be for another. Modes of communicating should be considered based on accessibility and formality, here's an example, emails for formal communication and ringing someone for unformal. Always be aware of your tone, this factor is very important with extremal participations, a professional tone gives a view of importance. Non-formal tone can help address differences in team dynamics and reflecting the emotions, understanding suitable tones for situations, supportive, firm, uplifting, sympathise. Making sure you have the right tone in your voice and formality being as a soft approach, smiling, shows willing to
help. Then formal being standing tall, being assertive with voice and tone, body language being confident and sometimes intimidating. This showing you are InControl, assertive and will take no nonsense.






Assessing communication in my workplace
This is a Table to show verbal and written communication in the workplace looking at advantages and disadvantages.
	Verbal communication is what we say in my workplace.
	Advantages in my workplace.
	Disadvantages in my workplace.

	One to one meeting at the workplace.
	You can access body language- are there happy, stressed, upset. How they move or stand indicates how they are feeling.
Tone of their voice- you and figure out what mood they are in happy sad or angry.
Frowning - sigh of fed up or angry.
No smile – upset. 
Head and eyes down- mad upset.
Hand pointing- annoyed
	They might have things on their mind and will not take on board what is being said internal noise.
They might come across rude or fed up and can’t hide their feeling.


	Phone calls at the Workplace.
	you get quick response.
	Poor communication, verbal or connection.
Not being clear in your request.
Having a noisy salon, you have the background noise to consider, this will stop you from having a clear conversation.

	Written
	Advantages
	Disadvantages

	Email
	A profession description of what is requested.
	Slow response, by the time you have answered the email the appointment might having been given to someone else.

	Text
	You can quickly text someone in you spare time.
	You might not have time to respond, being in a busy workplace every day is different. It is not always instant response.



Verbal and non-verbal is an important way of communication and can say different things. It is important that we are aware of our own and others verbal and non-verbal communication. (Verbal is what we say and non-verbal is what we don’t say), both communications are important and can say different things. If you go for a job interview and your cv may say you are a confidant in cutting short hair. You would need to prove this is the case, by showing you are.


Motivation
Motivation is an inside personal drive that individuals act towards in achieving their goals.
Different types of motivation: 
Intrinsic: 
     Description: motivation arises from within the individual. It is driven by personal       satisfaction, interest, and enjoyment.
     Example: having a hobby or learning a new skill for enjoyment.
Extrinsic:
   Description: is a drive by external factors or having a reward such as money, grades.
     Examples: pay-check getting good grades.













Motivation Models
Maslow's Hierarchy

[image: ]

Maslow's theory is based on beliefs that people behaviour is motivated by meeting five types of specific needs in order. As shown above, start from the bottom and make you way up to the top of the triangle. Maslow, (1943).






Mclelland's three needs theory (1987)
[image: ]
McClelland's theory of needs is to assesses motivation in the workplace, it outlines three employee's needs, the need for achievement, the need for power and affiliation. (1987).











Herzberg's two-factor theory
[image: ]


The two-factor motivation theory, known as Herzberg's motivation- hygiene theory. Suggests there are two factors in the workplace, which either cause job satisfaction or dissatisfaction, (Herzberg, 1966).









McGregor X-Y Theory
[image: ] 
Douglas McGregor formulated Theory X and Theory Y in 1960, he suggests there are two human behaviours at work. Theory X is a negative view of individuals, suggesting there is a dislike to work, and can only get results through direction. Theory Y is a positive view and suggests that individuals are motivated, can be trusted to work towards goals.
I have picked the McGregor Theory to critically assess. 
Douglas McGregor's X-Y Theory is a concept in management and organizational behaviours that addresses assumptions about employee motivation and behaviour. McGregor introduced this theory in his 1960 book, "The Human Side of Enterprise," categorizing managerial beliefs about workers into two distinct styles: Theory X and Theory Y.
Theory X
X managers assume employees prefer to be directed and avoid responsibility, have little ambition. Managers adopt the control and commanded approach. Advantages provide guidelines and expectations. Disadvantages can lead to low morale and no motivation this can lead to an employee felling resentment, and undervalued. I do not support the X theory in my workplace because I would not feel comfortable making my employees feel undervalued and resentful, I do not want conflict and I do not want to control or over control my staff.

Theory Y
Y managers involve employees in decision making, they support and emphases. Employees feel motivated they show self-direction and seek self-motivation, this encouragement gives job satisfaction, collaboration and trust.
I feel Theory Y works in my workplace, there is a lot of strength's, making your employee feel motivative comes from a good manager, always self-reflect, would you like to be treated that way, is very important to me, I will always ask myself will that motivate or will it cause a problem. I feel the other models are good, but I find this one to be more effective in my workplace because there will be a better relationship, it encourages motivation and satisfaction. If i can motivate someone to feel better about themselves, I feel they will work harder, and be more successful and have job satisfaction.
Disadvantage factors in the workplace: lack of motivation, clients not turning up for appointments. Clients not being satisfied with their hair.
Advantage factors in the workplace: relationships with employees and clients keep me motivative, job satisfaction.
In my last salon a few stylists we very nasty to me, arms were crossed, and voices were raised. I always went above with being helpful and always pulled my weight, I would always take the apprentices under my wing, id teach them when no one else would, but this made them feel I was taking them away from helping them, one day after a long day I was pulled by one stylist and then another two got involved, I've always been approachable and I would of taking on board what was said but the way they approached me had left me feeling upset, undervalued, and I wanted to give up on my job, I did leave that salon not long after I lost trust in the staff and left feeling low with no motivation. If they had used the Y approach things would have gone a lot different. If they had come to me individually, and explained their problem i would of self-reflected and changed my ways.
Factors that influencing workplace motivation.
Below is a table of factors explaining what influences and motivate you in the workplace.
	Factors that influencing workplace motivation.
	Explain why.

	Job satisfaction
	When employees feel their job is fulfilling and meaningful.

In workplace i feel satisfaction when a client is happy with the work I have produced on their hair.

	Recognition and reward
	When employees feel effort and achievement boosts motivation, with a reward such as acknowledgement or promotion. 
In my workplace I feel when someone gives me recognition within my work this makes me feel very happy.

	Work Environment
	support and positive environment can enhance motivation, toxic can demotivate employee. 
In my workplace I try to keep everyone motivated. Make them laugh and feel part of a team.

	Leadership and management style
	The styles can influence, support and approachable leadership can motivate, while an authoritarian approach can do the opposite. 
In my workplace I make sure my staff feels supported and that I am approachable, while being firm but understanding.

	Work-life Balance
	Flexibility, flexible schedules, working from home. Is less stressful. 
In my workplace most of the staff are self-employed so they have the flexibility, if there are no bookings they can go home or chose to stay.

	Goals and objectives
	Achievable goals can motivate be clear, strive towards something that is important, challenging yet achievable. In my workplace we set goals to motivate each other, we strive to do better.

	Relationships at work
	Having a good interpersonal relationship with colleagues will enhance job satisfaction.
 In my workplace I make sure all staff feel like they are coming to a happy workplace, with lots of laughs while doing our jobs and feeling like we are family.



Understanding motivation involves recognising internal and external factors. Looking at the right conditions for motivation, could be personal, supportive, or appropriate rewards, individuals and organizations can enhance performance, satisfaction, and overall success.
Conflict in the workplace
How I Would describe conflict in my workplace: while we are all self-employed staff, we still have to share the cleaning workload around the salon, one staff member isn't pulling her weight lately, before I say anything to her, I will consider the best way to approach this problem and resolve matters in a non-conflict manor. To start with I will identify the problem (which is Shes not pulling her weight) prepare myself for a non-conflicted conversation. I will actively listen and communicate effectively, we will collaborate, with showing I am approachable and understanding, brainstorm for the best possible outcome. We will both agree on a plan of action and follow up in two weeks' time.
I feel it will be successful because I will use active listening, clear respective communication, focusing on compromise to achieve a resolution that will satisfy both.

Assessing my communication 
In assessing my communication, I produced a personal development plan (PDP) (Appendix A) I produced a questionnaire that I gave out (Appendix B) on which to base my PDP.
Conclusion
On conclusion in my research, I have found the importance of communication and motivation in my workplace, I have found ways to make sure there is no conflict and how to manage myself with active listening, empathy, clarity, use my confidence, I can instil trust and respect, usefully reassure like adaptability, awareness, understanding and being flexible. Have an open mind, ask for feedback, always be willing to learn and adapt.
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Appendix A
GAP Analysis
Assessing My Workplace Communcation
In assessing my communication, I produced a personal development plan (PDP) from an initial GAP analysis. See below.
	Area
	Current state
	Desired state
	Areas to work on (GAP)

	Improving verbal communication
	Nervous talking in meetings
	Confident talking in work
	Staying calm be prepared make eye contact

	Enhancing nonverbal communication
	Not maintaining eye contact, when nervous
	To feel confident to make eye contact.
	Using open gesture’s and enhance communication




Personal Development Plan
Here is my personal Development Plan of areas I would like to improve on with my own communication at the workplace. Having research from the questionnaire I have produced in (Appendix B) I have written areas my colleagues and myself think I could improve on.
	Areas to improve
	Goal
(What will a positive outcome look like?)
	Specific actions you need to do to improve
	Support and / or resources do you need to achieve your goal
	When do you plan to achieve it (know when it is completed or review date)

	Communication: objectives
	Enhance listening skills
	Practice active listening skills to ensure full comprehension
	Develop habits to summarise ways to ensure accurate comprehension
	Seek feedback from peers on listening effectiveness. By the end of the working month

	Improve body language:
Increase awareness of non-verbal cues and their impact on communication
	Practice open body language, eye contact, avoid crossed arms, to covey approachability
	Pay attention to facial expressions to ensure alignment with verbal communication.

	Use gestures purposefully to emphasize key points and engage listeners.

	End of the working month.

	Enhance Clarity in my speech:
Practice articulating thoughts clearly and concisely.

	Slow down speech pace to ensure clarity and allow for better comprehension.

	Use appropriate pauses to emphasize key points and allow listeners time to process information.

	Avoid jargon or technical language when communicating with non-experts.

	I will review it in two months from today's date.

	Develop Effective communication skills:
Enhance vocabulary and language through reading and learning.

	Practice empathy to better understand and connect with others.
	Seek opportunities to engage in challenging conversations to build confidence.
	Use Storytelling techniques to make complex ideas more relatable and memorable.
	I will collect feedback by the end of the month May 2024.
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Conflict resolution: Empathy
	To become more self-aware
	To recognise others’ emotions and foster understanding
	Books, online courses, communication skills, LinkedIn learning.
	May 2024

	Assertiveness:
Develop assertive communication skills
	Set boundaries, clearly and respectfully.
	Express, effectively without being aggressive or passive.
	Mentorship, seek guidance from colleagues known for their strong communication abilities.
	June 2024











Appendix B: Communication
Here's a questionnaire I have asked my close friends to answer, this can be used to assess your communication skills, including tone, body language, and clarity., on a scale of 1-6 (1 being strongly disagree and 6 being strongly agree):
1. Clarity
• My communication is clear and easy to understand.
▪ 1 - Strongly Disagree
▪ 2 - Disagree
▪ 3 - Slightly Disagree
▪ 4 - Slightly Agree
▪ 5 - Agree
▪ 6 - Strongly Agree
2. Tone
• I maintain a respectful and appropriate tone in all my communications.
▪ 1 - Strongly Disagree
▪ 2 - Disagree
▪ 3 - Slightly Disagree
▪ 4 - Slightly Agree
▪ 5 - Agree
▪ 6 - Strongly Agree
3. Body Language
• My body language aligns with my verbal communication, conveying sincerity and engagement.
▪ 1 - Strongly Disagree
▪ 2 - Disagree
▪ 3 - Slightly Disagree
▪ 4 - Slightly Agree
▪ 5 - Agree
▪ 6 - Strongly Agree
4. Listening Skills
• I actively listen to others, providing appropriate responses and feedback.
▪ 1 - Strongly Disagree
▪ 2 - Disagree
▪ 3 - Slightly Disagree
▪ 4 - Slightly Agree
▪ 5 - Agree
▪ 6 - Strongly Agree
5. Empathy
• I show empathy and understanding in my communication, considering others' perspectives.
▪ 1 - Strongly Disagree
▪ 2 - Disagree
▪ 3 - Slightly Disagree
▪ 4 - Slightly Agree
▪ 5 - Agree
▪ 6 - Strongly Agree
6. Adaptability
• I adjust my communication style based on the audience and situation.
▪ 1 - Strongly Disagree
▪ 2 - Disagree
▪ 3 - Slightly Disagree
▪ 4 - Slightly Agree
▪ 5 - Agree
▪ 6 - Strongly Agree
7. Conflict Resolution
• I effectively manage conflicts through clear communication and negotiation.
▪ 1 - Strongly Disagree
▪ 2 - Disagree
▪ 3 - Slightly Disagree
▪ 4 - Slightly Agree
▪ 5 - Agree
▪ 6 - Strongly Agree
8. Charisma
• I engage others effectively and inspire trust and confidence through my communication.
▪ 1 - Strongly Disagree
▪ 2 - Disagree
▪ 3 - Slightly Disagree
▪ 4 - Slightly Agree
▪ 5 - Agree
▪ 6 - Strongly Agree
9. Non-verbal Cues
• I pay attention to non-verbal cues such as gestures and facial expressions to enhance communication.
▪ 1 - Strongly Disagree
▪ 2 - Disagree
▪ 3 - Slightly Disagree
▪ 4 - Slightly Agree
▪ 5 - Agree
▪ 6 - Strongly Agree
10. Overall Communication Effectiveness
• Overall, how effective do you perceive my communication skills to be?
▪ 1 - Ineffective
▪ 2 - Somewhat Ineffective
▪ 3 - Slightly Ineffective
▪ 4 - Slightly Effective
▪ 5 - Effective
▪ 6 - Very Effective
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