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1.  Introduction
Communication is very important in every workplace. Good communication helps employees understand information, complete tasks correctly, and build positive relationships. In management, communication is important because managers need to give instructions, solve problems, motivate employees, and support teamwork. Communication is especially important in my workplace as a personal trainer. I communicate with clients every day during fitness sessions, consultations, and gym activities. Good communication helps clients understand exercises correctly, stay motivated, and feel comfortable during training sessions (Michael Page, 2018). This report will explain communication theories and communication models used in workplaces. The report will also discuss verbal and non-verbal communication, communication barriers, and the importance of tone, language, structure, and formality.The report will also explain motivation, conflict, trust, and workplace performance. Finally, the report will evaluate my own communication skills and include a gap analysis and  Personal Development Plan.


1.1 Communication in Management
Communication means sending and receiving information between people. Communication in management is important because managers need to give instructions, share information, motivate employees, solve problems, build teamwork, manage conflict, and improve workplace performance. In my workplace as a personal trainer, communication is important because trainers must explain exercises clearly, support clients, and build professional relationships. For example, when I explain a workout plan to a new client, clear and professional communication helps the client understand the exercises correctly and feel more confident. Poor communication can cause misunderstanding, confusion, low motivation, and conflict (Rahmasari, 2022). 

1.2 The Communication Cycle
The communication cycle is one of the most important communication models. It explains communication as a two-way process between people.
The communication cycle includes the sender, encoding, message, channel, receiver, decoding, and feedback. The sender is the person who starts the communication. Encoding means turning ideas into words or symbols. The message is the information being shared. The channel is the method used to send the message, such as speaking, email, or phone. The receiver is the person who gets the message. Decoding means understanding the information. Feedback is the response from the receiver.
In my workplace as a personal trainer, an example is when I explain a fitness exercise to a client. I am the sender, and the exercise instructions are the message. I use verbal communication and demonstrations as the channel. The client listens, understands, and performs the exercise. Feedback happens when the client asks questions or completes the exercise correctly. The communication cycle is useful because it helps reduce misunderstanding. However, one weakness is that it is simple and does not fully show emotional or cultural differences ( Omakwu and Chen, 2023).

1.2.1. Shannon and Weaver Communication Model
The Shannon and Weaver model was developed in 1949. It explains communication as a linear process.
The model includes the sender, encoder, channel, noise, decoder, and receiver. The most important part of the model is noise. Noise means anything that interrupts communication. Noise can include loud sounds, poor internet connection, emotional stress, and language problems. In my workplace, an example is loud music in the gym. Sometimes clients cannot hear exercise instructions clearly because of background noise. This model is useful because it explains communication barriers clearly. Managers can use it to understand how problems affect communication. However, the model is limited because it mainly focuses on one-way communication and does not explain feedback very well.
Compared with the communication cycle, the Shannon and Weaver model focuses more on barriers and noise (Omojuwa, 2025).

1.2.2.  Schramm Communication Model
The Schramm model explains communication as a two-way process between people. The model includes the sender, receiver, encoding, decoding, feedback, and field of experience. Field of experience means the knowledge and understanding people already have.
An example in my workplace is speaking with gym clients. Experienced clients understand fitness words more easily because they already know about exercise and training. Beginner clients may not understand difficult fitness language, so I need to explain exercises using simple words and demonstrations.
The Schramm model is useful because it shows the importance of feedback and shared understanding in communication. This makes the model more realistic for workplace communication. However, one weakness is that it assumes both people communicate equally. Compared with the Shannon and Weaver model, the Schramm model is more interactive because both people share feedback during communication (Saidu, 2023).

1.2.3. Berlo’s SMCR Model
Berlo’s SMCR model stands for source, message, channel, and receiver. This model focuses on communication skills, knowledge, attitudes, culture, and social background. The model explains that successful communication depends on how people communicate and understand each other. An example in my workplace is working with clients from different countries and cultures. Some clients prefer direct communication, while others prefer a softer and more supportive communication style. Because of this, I need to change the way I communicate depending on the client. Berlo’s model is useful because it explains the importance of communication skills and understanding different audiences. This makes the model relevant in workplaces with different types of people and cultures. However, one weakness is that the model does not explain feedback clearly. Compared with the communication cycle and Schramm model, Berlo focuses more on individual communication differences and personal communication skills (Berlo, 2024).

1.2.4. Comparison of Communication Models
The communication cycle focuses on feedback and two-way communication.
Shannon and Weaver focus strongly on communication barriers and noise.
Schramm focuses on shared understanding and interactive communication.
Berlo focuses on communication skills, attitudes, and culture.
	Model
	Main Focus
	Strengths
	Weaknesses

	Communication Cycle
	Feedback
	Simple and easy to understand
	Too simple sometimes

	Shannon and Weaver
	Noise and barriers
	Explains communication problems
	Limited feedback

	Schramm
	Shared understanding
	Interactive communication
	Assumes equal communication

	Berlo SMCR
	Skills and culture
	Explains audience differences
	Weak feedback explanation


In my workplace as a personal trainer, I think Schramm and Berlo are most useful because communication with clients must be interactive and adapted for different people.

1.2.5. Communication Barriers
Communication barriers are problems that stop communication from being successful. These barriers may create misunderstanding, confusion, and poor workplace relationships.
Noise is a common communication barrier. In my workplace, loud music and busy gym environments sometimes make communication difficult because clients may not hear instructions clearly. This problem can be reduced by speaking more clearly and moving to quieter areas. Language barriers happen when people do not fully understand the language being used. Because I work with clients from different countries, some people may not understand technical fitness vocabulary. This barrier can be reduced by using simple language and demonstrations during training sessions. Poor listening may also create misunderstanding. Sometimes people focus more on replying instead of listening carefully. Active listening helps improve communication because it shows attention and understanding. Active listening includes eye contact, asking questions, showing attention, and repeating important information. Cultural differences may also affect communication. Different cultures communicate in different ways. Some people prefer direct communication while others prefer more polite and indirect communication. Respect and awareness can help reduce cultural misunderstandings in the workplace (Bahrain, Sakrani, and Maidin, 2023). 

1.2. Verbal and Non-Verbal Communication
1.2.6. Verbal Communication
Verbal communication means communication using spoken words. In my workplace, verbal communication includes explaining exercises, team meetings, telephone calls, and client consultations. Verbal communication has many advantages. One advantage is immediate feedback because clients can ask questions straight away. Another advantage is fast communication because information can be shared quickly. Verbal communication also helps build better relationships between trainers and clients. However, verbal communication also has some disadvantages. Misunderstanding may happen if instructions are not clear. Sometimes people may forget information after conversations. Noise in the gym may also interrupt communication and make instructions difficult to hear. Verbal communication is very important in personal training because clients need clear instructions, support, and motivation during training sessions (Fathi, 2023). 

1.2.6. Non-Verbal Communication
Non-verbal communication means communication without using words. This includes body language, eye contact, facial expressions, tone of voice, and gestures. In my workplace as a personal trainer, non-verbal communication is very important because clients often observe trainer confidence, attitude, and professionalism. Positive body language can help clients feel comfortable, supported, and motivated during training sessions. For example, smiling, maintaining eye contact, and using positive gestures can help create a friendly and encouraging environment. However, negative body language such as poor eye contact, crossed arms, or aggressive facial expressions may reduce trust and make clients feel uncomfortable. Non-verbal communication is important because it supports verbal communication and helps improve workplace relationships and communication effectiveness (Hanafi et al., 2022).









2. Tone, Language, Structure and Content
2.1.  Tone
Tone means the way communication sounds when speaking or writing. Tone can be friendly, supportive, professional, aggressive, or sympathetic. In workplaces, tone is very important because it affects how people feel and respond during communication.
In my workplace as a personal trainer, positive tone is very important because clients need support, encouragement, and motivation during training sessions. An example of positive tone is saying, “Good job today, your progress is improving.” This type of communication helps clients feel confident and motivated.
However, negative or aggressive tone may reduce confidence, create stress, and damage relationships. Because of this, I try to use a positive and professional tone when communicating with clients and colleagues (Banyas and Campbell, 2026). 

2.2. Language
Language means the words and phrases used during communication. Different audiences need different communication styles and levels of understanding. In my workplace as a personal trainer, I use simple language with beginner clients so they can understand exercises clearly and feel comfortable during training sessions. However, when working with experienced athletes, I may use more technical fitness vocabulary because they already understand fitness terms and training methods. Using the correct language is important because it improves understanding, reduces confusion, and helps communication become more effective (Fasae, 2024).





3. Written Communication Methods in My Workplace
	Written Communication Method
	Advantages
	Disadvantages
	Workplace Use

	Emails
	Professional and creates records
	Slow responses possible
	Booking confirmations and updates

	Workout Plans
	Clear instructions and progress tracking
	Clients may misunderstand exercises
	Fitness programmes

	Social Media Messages
	Fast communication and motivation
	Too informal sometimes
	Client reminders and marketing

	Client Assessments
	Professional records
	Time consuming
	Health and fitness information


 								(Cardon et al., 2023).

4. 1. Motivation
Motivation is the reason why people behave in certain ways and continue working toward goals. Motivation can also be explained as the process that affects the intensity, direction, and persistence of effort toward achieving goals. Motivation is very important in workplaces because motivated employees usually work harder, perform better, and create a more positive working environment. In my workplace as a personal trainer, motivation helps trainers and clients stay focused, improve performance, and achieve fitness goals successfully.

4.2. Intrinsic and Extrinsic Motivation
Intrinsic motivation comes from inside the individual. People do activities because they enjoy them or feel personal satisfaction from doing them. Intrinsic motivation is usually long lasting because it is self-sustaining and connected to personal interests and values. An example in my workplace is clients exercising because they enjoy fitness, feel healthier, and gain confidence from training regularly. Intrinsic motivation may improve creativity, effort, and long-term performance because people are personally interested in the activity. Extrinsic motivation comes from external rewards or punishments. This type of motivation is influenced by things such as money, praise, recognition, rewards, or avoiding negative consequences. An example in my workplace is clients training to lose weight before holidays or exercising because they want compliments from others. Extrinsic motivation may create quick results, but motivation can reduce after the rewards or goals disappear.
(Bandhu et al., 2024).

4.3. Motivation Theories
Maslow’s Hierarchy of Needs explains motivation using five levels of needs: physiological, safety, social, esteem, and self-actualisation. Maslow believed people first need basic needs like salary and job security before focusing on achievement and personal growth. In my workplace as a personal trainer, trainers need stable income and safe working conditions before focusing on career development. One strength of Maslow’s theory is that it is easy to understand. One weakness is that people do not always follow the same order of needs. Herzberg’s Two-Factor Theory explains motivation using hygiene factors and motivators. Hygiene factors include salary, workplace conditions, and job security, while motivators include achievement, recognition, and responsibility. In my workplace as a personal trainer, recognition from managers and clients helps increase motivation and confidence. One strength of Herzberg’s theory is that it explains satisfaction and dissatisfaction separately. One weakness is that motivation can be different for each person. McGregor’s Theory X and Theory Y explains two different management styles. Theory X managers believe employees dislike work and need close supervision. Theory Y managers believe employees are motivated, responsible, and enjoy their work. In fitness workplaces, Theory Y is usually more effective because personal trainers need independence, motivation, and responsibility when working with clients. One strength of Theory Y is that it supports creativity and motivation. One weakness is that some workplaces still need supervision and strict rules (Ihensekien and Joel, 2023).

4.4. Factors Affecting Motivation and Performance
Many factors affect motivation and workplace performance. Good communication is important because employees understand instructions, expectations, and workplace goals more clearly. Poor communication may create confusion, stress, and misunderstanding between employees and managers. Leadership also affects motivation because supportive managers help improve teamwork, confidence, and employee performance. Employees usually feel more motivated when managers provide support and encouragement. Recognition is another important factor. Employees often work harder when managers recognise good performance and appreciate their efforts. In my workplace as a personal trainer, positive feedback from clients and managers helps increase motivation and confidence. The team environment is also important because positive teamwork improves morale, cooperation, and workplace relationships. However, poor teamwork may create conflict and reduce performance (Omale et al., 2023).

4.5. Motivation in My Workplace
Motivation is very important in my workplace as a personal trainer because it affects employee performance, client satisfaction, and workplace relationships. Motivated employees usually work harder, communicate better, and create a more positive environment in the gym. In my workplace, motivation helps trainers stay focused and provide better support to clients. Trainers who are motivated are more likely to encourage clients, create better workout plans, and help clients achieve their fitness goals. Motivation also helps employees maintain positive attitudes and professional behaviour. Both intrinsic and extrinsic motivation are important in my workplace. Intrinsic motivation happens when trainers enjoy helping clients improve their health and confidence. Many personal trainers enjoy fitness and feel satisfied when clients achieve good results. This type of motivation is often long-lasting because it comes from personal interest and enjoyment. Extrinsic motivation is also important in the fitness industry. Trainers may feel motivated by salary, praise, recognition, bonuses, or positive feedback from managers and clients. For example, receiving compliments from clients or recognition from gym managers can increase confidence and motivation. Communication also affects motivation in my workplace. Good communication helps employees understand expectations, receive feedback, and feel supported by managers and colleagues. Poor communication may create confusion, stress, and lower motivation. Overall, motivation is important in my workplace because it improves performance, teamwork, client satisfaction, and professional development (Czerwińska-Lubszczyk and Jankowiak, 2025).


5. Conflict in the Workplace
Conflict happens when people disagree or experience tension in the workplace. Conflict may happen because of poor communication, personality differences, stress, competition, or different opinions. In my workplace as a personal trainer, conflict may happen about schedules, workload, or client bookings. Conflict can affect workplace performance negatively. It may create stress, poor teamwork, low morale, reduced productivity, and lower motivation. However, some conflict can also improve problem solving when people discuss different ideas professionally. Too much conflict usually damages workplace relationships and performance. Conflict resolution means solving disagreements professionally. One useful conflict resolution strategy is collaboration, which means working together to find solutions. In my workplace, collaboration is important because trainers need teamwork and cooperation. Good conflict resolution includes active listening, respect, calm discussion, and compromise. This helps improve communication and teamwork in the workplace (Wang et al., 2025).

6. Self-assessment
To evaluate my communication skills, I used different criteria including clarity, listening, professionalism, confidence, tone, and adaptability. Clarity means the ability to explain information clearly, while listening means paying attention carefully during communication. Professionalism includes respectful and professional behaviour, confidence means communicating clearly and confidently, and adaptability means changing communication style for different audiences. One of my communication strengths is verbal communication. Clients often say I am friendly, supportive, and motivating during training sessions. Another strength is using positive tone because I try to encourage clients and help them feel confident. I also believe I build good relationships with clients through friendly and professional communication. However, there are also areas needing improvement. One weakness is speaking too quickly during busy training sessions. Another weakness is sometimes including too much information in written workout plans. I also need more confidence when leading large group classes. To evaluate my communication skills further, I collected feedback from clients and colleagues using a short questionnaire. Most feedback was positive and clients said I am friendly, motivating, and supportive. However, some people mentioned that I sometimes speak too quickly and some written plans contain too much information. This feedback helped me understand areas needing improvement. An example of this is beginner clients needing slower explanations and simpler instructions. Overall, the feedback helped me reflect on my communication style and professional development (Alfakhry, et al., 2023). 
 See Appendix 1.

7. Gap Analysis 
The gap analysis compared my current communication skills with the level of communication needed in my workplace. The analysis showed that my verbal communication is friendly and motivating, but I sometimes speak too quickly during busy sessions. To improve this, I need to practise giving slower and clearer explanations. The analysis also showed that my written communication is generally good, especially when creating workout plans. However, some plans include too much detail, so I need to make instructions simpler and more structured. My listening skills are good, but I still need to improve active listening by asking more follow-up questions during conversations with clients. In group communication, I feel comfortable during one-to-one sessions but less confident when leading larger group classes. To improve this, I need more practice leading group sessions and speaking in front of larger audiences. Overall, the gap analysis helped identify areas for improvement and professional development (Juhász et al., 2023).


8. Personal Development Plan (PDP)
	Development Need
	SMART Objective
	Action
	Timescale
	Success Measure

	Improve verbal communication
	Speak more clearly during sessions within 2 months
	Practise slower explanations
	2 months
	Positive client feedback

	Improve written communication
	Create clearer workout plans within 1 month
	Use bullet points and simple language
	1 month
	Fewer client questions

	Improve confidence in groups
	Lead 3 group classes within 3 months
	Practise public speaking
	3 months
	Increased confidence

	Improve listening skills
	Use active listening in every session
	Ask more follow-up questions
	Ongoing
	Better client understanding


This PDP will help improve my communication skills and future career development (Coopersmith, 2022).

Conclusion
This report explained different communication theories, communication models, workplace communication methods, and motivation theories. The report showed that communication is very important in management and workplace relationships because it helps improve understanding, teamwork, and performance.
The communication cycle, Shannon and Weaver, Schramm, and Berlo models all explain communication in different ways. Some models focus on feedback, while others focus on barriers, shared understanding, or communication skills.
The report also discussed verbal and non-verbal communication, communication barriers, trust, conflict, and motivation in the workplace. Workplace examples from my role as a personal trainer were used throughout the report to show practical application of the theories.
Finally, the report evaluated my own communication strengths and weaknesses using feedback, gap analysis, and a Personal Development Plan. Overall, effective communication is very important for workplace success, motivation, teamwork, and professional development (Rachmad, 2022).
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Appendices

Appendix 1 – Feedback Questionnaire
The following questionnaire was used to collect feedback from two clients and one colleague to evaluate my communication skills as a personal trainer.
	Questions
	Person 1
	Person 2
	Person 3

	1. Is my communication clear and easy to understand?
	Yes
	Yes
	Mostly yes

	2. Do I explain exercises clearly during sessions?
	Yes
	Yes
	Yes

	3. Do I use a friendly and supportive tone?
	Yes
	Yes
	Yes

	4. Do I listen carefully when communicating?
	Mostly yes
	Yes
	Yes

	5. Are my workout plans easy to understand?
	Mostly yes
	Yes
	Mostly yes

	6. Do I communicate confidently during sessions?
	Yes
	Mostly yes
	Mostly yes

	7. What should I improve in my communication?
	Speak slower sometimes
	Simpler workout plans
	More confidence in group classes


The feedback showed that my communication is generally friendly, supportive, and professional. However, some people suggested speaking more slowly and simplifying written workout plans for beginner clients.



