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Introduction:
For an organisation to succeed, effective communication is crucial. It guarantees clear communication lessens miscommunication and enhances teamwork. Communication is essential to leadership, decision making, and employee engagement in businesses. This assignment looks at various communication styles, important communication theories, and how good communication affects organisational effectiveness. It looks at how to communicate in the workplace and how to get past communication barriers. Additionally, it will explore the concepts and communication styles employed in workplace management communication. It will also include a self-evaluation of my communication abilities and dispute resolution techniques, as well as elements that impact motivation and performance at work. Improving employee performance, engagement, and overall organisation success all depend on effective communication in the workplace. Open and transparent communication promotes a healthy work atmosphere, lessens miscommunication, and helps people understand their jobs.

According to research, managers open and encouraging communication boosts employee happiness and trust indicating that leadership has a significant impact on communication practices (men,2014). Additionally, teamwork and productivity depend on having excellent workplace communication skills, such as professionalism, clarity, and active listening (Quintanilla & Wall,2019). In general companies that place a high priority on good communication are more likely to see increases in productivity and staff morale.

This review will show the models of communication cycles these are Basic, Shannon & Weaver, Schramm, Berlo (SMCR) there will also be a description of the pros and cons of each model. This report will also assess which communication styles i use in my own workplace and assess how i could make changes to improve.


Communication Models: Theoretical overview
Below is a brief overview of the 4 types of communication style models that are used within management communication.
· Basic communication style- circular:
[image: ]
This basic communication cycle is a circular continuous process rather than a one-way, linear transmission, this style of communication involves a sender and receiver exchanging information, interpreting it, then providing feedback, which will then allow for any adjustments and shared understanding.
Pros-
· Encourages active feedback: This model ensures that feedback is provided, this will make it easier to identify that any messages have been interpreted correctly.
· Improves understanding and clarity: this model will reduce any misunderstandings and enhance mutual understanding between parties; this is done through constant feedback.
· Increases engagement; it will ensure that both parties are actively involved at the same level, this will prevent any information being trapped in a one-way flow.
Cons-
· Inefficient for large audiences: this model is less suitable for one-to-many communication, it's more designed for interpersonal communication.
· Potential for circular arguing: although this model is designed to aid understanding, if not managed correctly it can create a “loop” where parties start to talk at each other without reaching a resolution. The circular model of communication explained by Dr.chris Drew (2023), is a circular, two way, interactive process where participants, a sender and receiver take turns to encode, interpret, and decode messages.


· The Shannon-Weaver mathematical model: Linear
[image: ]
This model was developed in 1949by Claude Shannon and Warren Weaver, the Shannon Weaver model is a linear, technical framework- that's often called the “mother of all models.” it's designed to maximise communication efficiency. This model breaks communication down into a 5-step process:
· Source- generates the idea/message.
· Encoder- converts the idea/message into a transmission signal.
· Channel- carries the signal and the noise source distorts the message.
· Decoder- converts signal back to message.
· Destination- recipient of the message.
*Pros:
* Simple and structural: This model breaks down the communication into distinct, easy to understand parts.
* High applicability in tech: it was originally developed for engineering, it's excellent for any technical communication like email, radio or telephone.
*Cons:
* Linear/no feedback: as this is a one-way model, it doesn't officially account for any feedback, making this model ineffective for explaining, interactive, or interpersonal dialogue.
* Ignores context and meaning: this model solely focuses on whether the message arrived, it doesn't focus on whether it was understood.
The mathematical model as described by Shannon,C.E. (1948), is a linear, technical model of communication, which is designed to maximise efficiency in transmitting messages from a sender to a receiver. 


· Berlo (SMCR)- Linear
[image: ]
The SMCR model of communication was developed by David Berlo and includes four components: the sender, message, channel and the receiver.
*Pros:
Simple and easy to understand, this model clearly explains the basic communication process.
*Cons:
* Theres no feedback with this model as its linear so doesn't show receiver feedback to the sender. 
* This model is not suitable for two-way communication. Real life communication is interactive, whereas this model mainly shows one-way communication. Berlo explained that communication depends on the interaction between the sender, message, channel and receiver (Berlo,1960).

· Schramm- circular:
[image: ]
The schramm model of communication (1954) is defined as a circular, two-way process where a sender and receiver- alternatively encode, decode, and interpret messages.
*Pros:
* This model is unlike the linear models, it treats communication as a continuous, two-way process rather than a one-way street. It acknowledges role alternation meaning that participants switch between being the sender (encoder) and receiver (decoder).
*Cons:
*This model cannot model complex, multi-party interactions. It focuses on two-person communication, it assumes both participants have equal power and capability to encode/decode, which isn't always true.
“Communication works best when source and receiver have overlapping fields of experience.” (Schramm,1954,p,3).

Workplace Communication:
In my workplace we mainly use the Shannon weaver model although it doesn't offer feedback emails and telephone are often used. I also often use the Schramm model which lacks non-verbal communication, it does offer a feedback loop, this will help with any misinterpretations and be able to clear them up.


Types and models of communication:
Below is a table of the different types of communication and the pros and cons of each.
	Communication type
	Definition 
	Pros 
	Cons 

	Verbal 
	Is the process of conveying thoughts, ideas and feelings spoken in words.
	Can be time saving and efficient. Immediate feedback.
	Can be misinterpreted. Lack of permenant record as verbal messages are not automatically recorded.

	Non-verbal
	Non-verbal is where messages are conveyed through facial expressions, gestures, body language, posture and eye contact.
	Convoys emotions and intentions through body language and expressions. Can support verbal communication. Is good when there are barriers such as culture or language.
	Can be misinterpreted. Non-verbal cues can be less effective with cultural differences, gestures, eye contact, and personal space norms vary across cultures which can increase a risk of misunderstanding.

	Written 
	Written communication could be messages, emails, letters and reports.
	Provides a lasting record of information, provides clear structure.
	Lack of immediate feedback can be time consuming.



	Type 
	Definition 
	Purpose 

	Formal communication 
	Formal communication is used to convey official information, such as sending emails and reports to managers, colleagues, or clients.
	To ensure clear professional and a structured exchange of information. Whether formal communications is written or verbal its often documented, which creates a reliable record.

	Informal communication
	This refers to a more casual, unstructured exchange of information. This usually occurs outside formal channels. It usually takes place during breaks, in casual conversations between colleagues. 
	Helps employees connect on a more personal level. Promotes collaboration and teamwork.



At my own workplace we use both formal and informal communication. When we have team meetings, they are formal and structured, the agenda and minutes are recorded.  we use informal communication when we have general talks with each other and any customers we have on a daily basis. We also use informal communication when we message between colleagues on group messages this is useful and very beneficial for team morale.
Communication barriers
Here are a few communication barriers that can affect the communication cycle:
· Environmental barriers
· Psychological barriers
· Linguistic barriers
· Physiological barriers
· Personal barriers
· Content barriers
· Perceptual barriers
The following table briefly describes these barriers:
	Barriers 
	Potential causes 
	How to overcome

	Environmental barriers
	This can be caused by any background noise from shouting, machinery, traffic or phones ringing, which would make it difficult to concentrate and hear.
	Try to move to a quiet, private and well-lit location to discuss important matters. Close any windows and doors, if possible, to shut out any external noise.

	Psychological barriers 
	Personal stress or anxiety (fear of judgement) could cause and individual to disengage or distort information.
	Manage personal emotions, before communicating. This will allow for more productive and calmer interactions.

	Linguistic barriers
	Strong accents can make it difficult to identify familiar words.
	Try to speak slowly and as clearly as possible, avoid jargon, technical terms and complex idioms. 

	Physiological barriers
	Sensory impairments, physical illness and neurological conditions such as stroke, dementia can affect communication.
	Adapt communication style, speak clearly and slowly, and at a moderate volume.  use short and simple sentences. Request feedback to avoid any misunderstandings.

	Personal barriers
	Someone's emotional state can cause barriers in communication, strong, unmanaged emotions such as anger, anxiety, stress, or fear can disrupt an individual's ability to listen and express their thoughts clearly.
	Try to manage emotions, take the time to calm down and process any feelings of anger or stress before you engage in any important conversations.

	Content barriers
	[bookmark: _Int_RNmjgoPZ]These barriers can occur when a message itself is difficult to understand, interpret, or accept. This can then create a gap between intended meaning and what is actually received. If too much information is provided it can overwhelm the receiver which can then make it difficult to retain key messages.
	Use clear language and keep it short and simple. Ask open ended questions to verify the receiver has understood.

	Perceptual barriers
	These barriers occur when individual biases, experiences and preconceptions cause people to interpret the same message differently. This can lead to misunderstandings.
	Try to recognise your own biases and understand how they might colour your interpretation of a situation.



The above table shows what different communication barriers are, what the cases might be and how to overcome them. Communication barriers such as language differences, emotional interference, and cultural misunderstandings can reduce effective interactions in organisations (Neuliep,2020).

Communication barriers i face in my own workplace are cultural and emotional. As i work in the beauty industry i work with different people every day and reply to messages on a regular basis which can often be misinterpreted. This can be resolved by always ensuring clear, and concise language and always ensuring the receiver gives clear feedback, to make sure there's no misunderstanding or misinterpreted messages. This helps to prevent confusion and improve communication.
Factors that affect communication in the workplace
Below are the four theories of motivation and a brief description:
	Motivation Theory
	Key Elements
	Strengths 
	Weaknesses 
	Best Applied In

	[image: ]Maslows Hierarchy of needs
	This theory is a 5-tier pyramid of human needs.
*Physiological
*Safety
*Love and belonging
*Esteem
*self-actualisation
	One of its key strengths is clarity and simplicity. The pyramid structure visually represents human needs making it easier to grasp.
	This theory is criticised for its lack of emperical support, some argue that human motivation is more complex and not strictly linear.
	Pdps its best applied in education and welfare assessments.

Its best used for individual needs.

	[image: ]Herzbergs Two Factor Theory
	This theory is influenced by two factors:
*Extrinsic-hygiene
*Intrinsic-motivators
Herzberg argued that motivators create job satisfaction while hygiene factors prevent dissatisfaction (herzberg,1968).
	It highlights the importance of job satisfaction practical for managers and separates satisfaction from dissatisfaction.
	Oversimplifies motivation, it has limited applicability, difficult to separate factors clearly. As some factors act as both:
*a hygiene factor
*And a motivator. An example or this: pay may prevent dissatisfaction but also motivate performance.
	Job design and staff engagement surveys.

Best used in company policies.

	[image: ]Mcgregors X and Y Theory
	This theory shows two contrasting frameworks for understanding management styles and employee motivation. These theories are known as Douglas Mcgregors theory X and theory Y.
*Theory X assumes employees are inherently lazy and require close supervision. They are motivated by rewards and penalties.
*Theory Y, posits that employees are self-motivated, and can work effectively without being supervised.
	This theory provides explicit instructions. The top-down hierarchy will allow managers to make rapid, decisive actions without the need for team consensus.
	Could create a resentful or toxic work environment where staff may feel disengaged or distrusted. 
	Leadership training. Organisational assessments and designing team building activities.

Best used for management.

	[image: ]Mccellands Three Needs Theory
	This theory suggests that each person has three basic needs:
*Power
*Achievement
*Affiliation
	It focuses on individual differences. It recognises people are motivated by different things, rather than just assuming everyone has the same motivation.
	This theory over-simplifies human motivation, individuals behaviour can be complex, reducing motivation to three needs can ignore other factors like:
*Money
*Security
*Culture
*Work-life balance.
	Management, leadership and HR recruitment.

Best used for individuals.



In my role as a beauty therapist i see how Maslows Hierarchy is relevant, safety is a massive part of my job, not just for customers but staff alike. The industry i work in often connects with peoples emotional, social, and self-esteem needs, not just basic needs and treatments they come in for.
Addresses esteem needs beauty treatments can help people feel:
*Confident
*Attractive
*respected
*Valued
Help businesses understand consumer behaviour: for example,
*Basic hygiene products[image: ]physiological needs.
*Trusted skincare brands[image: ]safety needs.
*Beauty communities and influencers [image: ]belonging needs.
*Luxury cosmetics [image: ]esteem and self-actualisation.
Formality, Tone, and Effective Communication in the Workplace
The use of formality and tone in communication is essential for maintaining team morale, clarity, and professional relationships, particularly in the workplace.
The attitude and emotional qualities that are expressed in communication are referred to as tone. The tone we choose, according to Phelan (2014), shows our values and attitude and has a big impact on how our message is received by clients, management and coworkers. Communication tone conveys the speakers emotional state and intent, it can have greater impact than words.
Tone and formality are particularly crucial in my workplace in the beauty industry; initial impressions and how you come across to others are crucial and will determine whether or not you receive repeat business. When communicating with customers, a calm, clear, and courteous tone creates a comfortable and encouraging environment, which is essential in my role, as customers need to feel protected and need to trust me.
Pitch, speed, volume, and pauses are further characteristics of tone. For example, patience is demonstrated by speaking in a cool, collected manner with suitable pauses, but speaking quickly or loudly could come across as irritated or intimidating.
Additionally, its crucial to take into account the various tones that are employed in the workplace, such as encouraging, authorative, or sympathetic. While a forceful tone might be required to set limits or provide clear directions, an empathetic tone can reduce tension and demonstrate support. On the other hand an aggressive or passive tone can have a detrimental effect on trust and team chemistry. Our emotional intelligence is closely related to how we manage our time. We can handle difficult talks more skilfully if we are conscious of our own emotions and how they affect our voice and delivery. For instance, remaining steady and quiet amid a crisis or disagreement helps comfort others and lessens anxiety.

Conflict management
There are two main types of conflict at work these are personal and professional, as described by De Dreu et al.,(2004), workplace conflict can negatively affect employee well-being and increase stress. De Dreu et al.,(2004), also states that “personal conflict at work can reduce productivity, increase stress levels, and negatively affect employee relationships.” professional conflicts are usually centred around work related issues, they can arise when there are disagreements over workload, policies or mistrust.
Adopting the CLEAR model approach is essential to preventing conflicts (clarify, listen, express, agree, review, and reflect). It's important to know the tone you use and the use of “i’s” instead of “you”. Employees and coworkers will be able to maintain composure and concentrate on the current issue by utilising this technique. If this model isn't used, tempers might flare up and lead to a number of problems, including mistrust, suspicion, and doubt as well as a bad atmosphere.
I have been lucky enough not to experience any conflict in my workplace but i do believe the CLEAR model would help in any situation where there would be conflict.

Self evaluation and PDP
Ive been able to identify areas of my communication that require improvement, after distributing a questionnaire to my family, friends, and coworkers in which i requested input regarding my communication strengths and weaknesses. Appendix B contains the questionnaire that i made. After analysing the questionnaires answers, ive concluded that i should concentrate on improving my verbal communication abilities. I need to improve my public speaking skills. Nonetheless my strong points demonstrate how well i can write and listen. Ive discovered that i need to grow and improve in a number of areas after compiling this data. I will display these key areas and how to advance them with my personal development plan using the SMART technique. This can be found in Appendix A.
Conclusion 
I have examined communication models and their applicability in a variety of professional settings in this study, highlighting tthe significance of employing suitable techniques based on setting, tone, and formality. Additionally, i have studied motivational ideas and how they are used in real-world work settings. I also determined the best ways to get around typical obstacles to good communication. Building on this research, i created a personal development plan (PDP) using communication and motivation theories. By using the SMART technique, i was able to pinpoint particular areas of my communication that needed work and outline actions for personal development. I hope to improve my communication abilities, boost my self-assurance, and contribute more successfully at work by putting my PDP into practice.
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Appendix A: PDP
	Goals

	Actions 
	Resources 
	Measurements 
	Time 

	Improve verbal communication by trying to get more involved in group communication.
	Have more input in group conversations instead of sitting quiet and letting others speak.
	Attend university communication workshops.
	Ask for regular feedback. Record reflection in a journal.
	By sep 2026

	Need to try and reduce any nervous habits like avoiding eye contact, or fidgeting during any group interactions.
	Try and do at least 10 mins a day of relaxation techniques i.e meditation, log anything that causes anxiety.
	Read self-awareness workbook from student well-being services.
	Maintain weekly journal entries. Check meditation app.
	Nov 2026.

	Participate in group discussions at least once a week.
	Rehearse aloud in front of family and friends to try and gain confidence.
	Read books on public speaking and research on the internet.
	Keep a confidence log after any speaking event. Gather regular peer feedback.
	6 months, nov 2026.



Appendix B: questionnaire
1. What do you think good communication looks like?

2. What is your idea of bad communication?

3. How would you judge my verbal communication? 1=poor 5=excellent                    
        [image: ]

4. How could i improve?

5. How would you judge my tone and body language? 1=poor 5=excellent
[image: ]

6. How could i improve?

7. How would you judge my written communication? 1=poor 5=excellent
[image: ]

8. How could i improve?

9. Do you feel there are any other aspects of other forms of communication that i could improve on?
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