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[bookmark: _GoBack]Work based report on communication for performance 

· Explain the relevance of the work of the communication cycle for effective communication in management 

The success of any business depends on efficient and effective communication there and skills to follow to keep a business going communication is the key, there are ways to follow straight communication skills. 
It can take place in every workplace having great communication will make the business more understandable it can be used to groups of staff, business owners' students apprentice and even to customers and to people in the same workplace and will even be used in organisations, communication means sending information to make yourself and other understand to be understood.

It’s a huge challenge for business owners' staff and the mangers because they are in order or responsible for providing the information for good results for good management and communication for the workplace to be able to be run smoothy. The mangers and work owners must be able to run a business smoothy and must have the right performance to run it smoothy to do this having this responsibility to show what commination really is will help in all aspects of the workplace they have responsibilities for their staff when there employed. 
If there wasn’t any communication in the workplace costumers will not come back.   
If  the communisation skills are not  met in the work place it could lead to miss understanding and have no structure in the work place, it could lead to arguments people not knowing what days and times they should be in what workloads they  have what deadlines they have to Finnish, it could lead to arguments and even a lot of stress if there is no Communiation there will be nothing to follow this  could possibly  lead to people missing work losing  their jobs also lead to the employe to quit of even get sacked / unemployed.
It's not just the people in work who will see the outcome it's also the mangers who will have a huge impact they will have less time to run the business properly and must spend more time on the skills of commination.  by doing this they could be wasting time and money.  
If communication was not delt with in the job or workplace it could have an impact on the clients or customers.
When people try to communicate there are also many ways, we may right them down on paper our even use body language or even have eye to eye contact.

There are stages of communication 

· Sourse, encoding, channels, decoding, receiver, feedback context 

Sourse: The source will plan what the message will be. The source they will know what the message will be and who it is meant to be sent to. 
The source encodes the message by choosing the right ways and order to get through to who u want to contact this is a way to present information and the meaning why you want to reach out. 

[bookmark: _Int_TG6ooQJl]Encoding    encoding is the process of turning thoughts into communication, the basic term here is humans process encoding by making and sending a message it can mean turning thoughts into communication and sending it. You can do this by sending an email, text message face to face meeting or set up things like business meetings conferences and public meetings.

Channels:   communication channels   are how people converse and interact with each other.
To communicate a message can influence how the person receives it.
Benefits of good communication 
· Proving team building opportunities 
· Allowing team members to express opinions 
· Virtual onboarding
· Team meetings / mangers who are skilled communicators. 

There are types of communication 

· Verbal communication   
· Written communication 
· Non-verbal communication 
There are ways to do this you could use eye contact, facial expressions, and posture. 
You should know the audience consider the company's culture and make sure when saying what you want to say that the message will be clear, always be aware what message you're trying to get across must be put in a way to have good communication. The tip here is make sure you choose the right channel for the right scenarios Make sure the message is sent correctly for people to completely understand.


Receiver
In the communication process the receiver is the listener or the observer. 
The receiver can also be called the audience or decoder so what is the role of the receiver? 
For example, Karen askes Ashleigh a question verbally. The message will then be sent through the air the (Chanel) into Ashleigh ears he responds, Karen is the sender the question is the message and Ashleigh is the receiver and gives back the feedback by answering the question. There are areas in ways that could exist where problems could arise even in a short exchange e.g. if Karen whispered to Ashleigh he may not  hear it Maby he only heard a little bit of the question and then he could respond to a question that wasn't asked in the first place, this would them make them both confused there could also be back round Noise such as (music, cars, trains tv traffic, other people talking) or  even the question just may not of been clear. What if he got distracted by something or wasn’t paying any attention. Then the message will not be clear. If Karen wasn’t looking at Ashleigh, she would miss body language that could be sent in ways when saying the question. Body language is key as well. 
The cause of all this could then be time wasted and then he would have to repeat whole thing again. 
If Karen sends an email or text message to Ashleigh problems might arise because Ashleigh doesn’t know Karen's body language or tone of voice to interpret which could NOT give the right information to the message. Missing things in the message like question marks could make it look more like a statement not a question or even worse autocorrect may have put in the wrong words making the message change and not getting the right message across. To avoid this, make sure the message is always completely perfect before sending the message / spelling and punctuation. 
There are ways we think the message has been delivered e.g., what's app it has a double tick but how do we know the receiver has had that message how do we know that the massage has been opened on what's app just because there a double tick. You can't always take that double tick as they have read and received the message. For example, the message could have been opened they could have opened it and they could have been distracted and forgotten to of read it. 
 we can't always depend on if it has been seen. We can't rely on just that double ticked message what if the person opened it and thought I'm driving I'll go back to the message and didn’t, we would then think Hes had the message and has opened it but really, we don’t know. Things like that without a reply could cause trouble wasting time and could cause arguments in the workplace if the message was about and interview then the person taking the interview will be waiting and the receiver wouldn’t or may not have known.  Communiation is so important. 


Feedback 
Feedback in communication is the response reaction or a message to the sender feedback is crucial in a two-way communication to ensure both sides are on the same Pageld can prevent misunderstandings or confusion.
It also strengthens the bonds or trust between the sender and the recipient. 
context  
Context is critical because it tells you the communication is. 
Context in communication refers to the way that communication is given meaning. 
There are four contexts of communication.
1. culture context. (How the culture impacts communication) 
2. temporal context. (The expectations people have for the communication based on past behaviours) 
3.socail-psycholical. context (The feelings and relationships present)
4 physical contexts. (The area and physical aspects as communication takes place)
Explain with examples the importance of selecting and appropriate tone, language, and level of formality in Mangement communication  
During work there are many ways to use the correct tone, swearing shouting and screaming is not okay. The tone of voice transmits emotion when you communicate with others not only does your tone influence how others see you, but it's also influencing their desire to listen to you most of the time people control the language they use while talking to others but controlling the tone is more difficult.
There are five types of voice in communication 
1. Informative tone of voice.
2. Humorous tone of voice 
3. Respectful tone of voice 
4. Formal tone of voice 
5. Informal tone of voice  

In work one day Sophie couldn’t get there on time because the buss was late but  she didn’t ring to tell her boss that she was on her way but late, so when she arrived her boss was very mad and said how dare you do this and how dare you not ringing me, Sophie then got hurt because her boss was shouting instead of being called in to the office she shouted it in front  of the clients In the salon it then caused Fritchen in the room you shouldn’t shout and scream in front of the clients it's going to make everyone up set and make them feel uncomfortable.
There are ways and means talking about what's happened in a way with a good tone will be best, body language (not pointing fingers in face or banging things while talking)
I feel that if the boss should have sat down and said look, I'm not happy you didn’t ring to say you was going to be late, the communication would of be nice you could of txt or rang the works phone or if you couldn't tell you mum to pass the message on.
In the workplace there many types or different roles mangers leaders but with everything I find that everything needs to be to communicate if it wasn’t for communication we wouldn’t know where we were or what to do. With out communication we could all lead to a break down. 

Assess the effectiveness of a range of verbal and written communication methods within your area of the organising. 

Communication cycle 
· The sender wants to send a message  
· The sender encodes the message 
· The message is sent 
· The receiver decodes the message 
· Receiver interprets the message 
· Reviver gives feedback 


Written clarity make sure the massage you want to send is easy to read and not overly complex make sure to wright the message knowing it okay and easy for them to read so then they understand what your trying to send by doing this make sure you use the correct language in the right way, also make sure you only include specific and essential details.
Tone the way you're writing to the voice you use to speak to your reader it should be professional for example you may use a more friendly tone when emailing a close colleague and a more formal tone when	 writing to your manager
Always use a level of formality in your writing use grammar and punctuation by doing this allows your point to be put across even in formal writing. Plan before writing most people start writing and then write as they go but planning will be more effective you may forget to say something you wanted to say and when writing it down first you can go off what you wanted to say. 
Choose the right words avoid the temptation of using complicated words to appear more intelligent.
As you make your final edits remember to put yourself in their shoes this can help assess whether the text accurately communicates you message.
Evaluate theories of motivation relevant to your workplace
Try to find out what inspires them get to know the person who you're dealing with. Find out what things they like and enjoy doing. So, Lukes a plumber so he needs motivation to work his way up to a be a manger. So, I find out what motivates Luke. Luke enjoys work and wants a better position as his job to earn more money so I say well if you show me willing putting in more hours and really working hard you could apply to be a manger by doing this then Luke will see that if evalutes to stuition he will be able to be a manger. By doing this he will be able to work hard in way that I have motivated him.
Telling Luke, he will be on more money will make him want it more as I know Luke likes money. In the workplace it important to know who your Delling with knowing them more than they know you so you can help them see that there are ways to be motivated. 

Evaluate the principal factors that affect performance and motivation in the workplace

There are many ways to evaluate motivation growth, recognition advancement, achievement and responsibility when employees feel a sense of satisfaction and inclusion in all or most of these areas their motivation is likely to increase. 

 There are four factors that affect motivation

1. Leadership style management style deeply in packs employee motivation
2. The reward system as a manager ensure you have a clear a valuation system and encourage employees to achieve goals
3. The organizational climate
4. The structure of work

Providing a good work life balance natures employees motivated employees are less likely to take sick days whilst motivated employees will go above and beyond for the company wanting to do their best if exhausted and strikes, they may start to lose the position for the job. As an organisation it is important to ensure that employees are working reasonable hours and combining work with activities that promote health and well-being. 
Development is very important for motivating employees when you pick a curry are you enjoy there are development opportunities and rewards development make an employee self-dependent and allows them to contribute more affectively to the workplace it also helps employees two enhance that in part to your business. 

	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

	
	
	
	
	

	To be able to swim 
	Have swimming lessons 
	A swimming teacher
	By swimming without the swimming teacher 
	4 months 



Evaluate the principal factors that may affect performance and motivation in the workplace
Employee motivation factors refer to any element that boost employee's overall motivation to perform duty is affectively. 
Each human Being it's different so each employee requires motivation employee motivation. When in Hollys feel a sense of satisfaction and inclusion and all almost of these areas the motivation is likely to increase job security is one of the most wanted influences employee motivations. These are recognition participation responsibility promotion social needs achievement and satisfaction 
So, what can affect employee performance?
· Poor Team communication
· No clarity on who's doing what to buy when 
· No goals defined and no tracking against the goal 
· Working imbalance
· Role - ability fit
· Lack of transparency
· Inspiring leadership 
· Culture fit
Select a theory of motivation apply it to your workplace evaluate the impact 
Holly is a manger in boots the main job is to sell Products she must manage people and make sure their needs are Met motivation of holly job is the more she sells the more commission she will earn. If the manger isn't happy with the Commision being made, then I as the leader could offer something different. When holly first stared, she was only on the tills and know Shes on the shop floor, Shes worked her way to better herself. And is now on much more money and much happier.
The average person speaks 7000 words a day commination is key. That shows how much we communicate.
Maslow's hierarchy of needs.
self-actualization desire to become the most that one can be. 
[bookmark: _Int_3Z1SFQKw][bookmark: _Int_3fltEXU8]Esteem respect respect, self-esteem, status recognition, strength, freedom.
Love and belonging friendship intimacy Family sense of connection
Safety needs personal security employment resources Health property.
Physiological needs. air, water, food, Shelter, sleep, clothing and reproduction.

Develop appropriate criteria to evaluate own ability to communicate effectively
Effective communication skills are fundamental to success in many aspects of life many jobs require good strong communication skills also usually enjoy better interpersonal relationships with friends and family.
Effective communication is therefore interpersonal skills and learning how to improve your communication. Communication has many benefits however people find it difficult to know where to start. Communication is a two-way process it involves both how we send and receive messages. Always make sure your needs are met always present your work well knows your strength and weakness, know your days and times you must be in work communicate with yourself.
Always make good choices for you and your team. 
 Collect and analyse feedback on own verbal and written communication skills
We collect as much feedback as we can such as reviews surveys you could do a follow up with the customer ask the right questions contact those who have left negative reviews contact those who leave positive reviews you could even reward those who have reviewed making them do a Survey and then been entered into a prize draw. You could host an event create different spaces to leave reviews. 
Evaluate own communication skills as a manager identifying strengths and areas for improvement then provide a PdP to address these

	Gap analysis 

	
	
	

	
	
	Study for my interview 
	

	Current state 
	Gaps 
	Don’t be scared 
	Desired future state 

	
	
	Grow my skills 
	

	Become the manger 
	Apply for jobs 
	

Ask for advice and seek support

Show empathy 
	I am the manager 



