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[bookmark: _Toc199372720]Executive Summary
This report explores the connection between communication and motivation in the workplace. It starts by analysing communication models like Shannon-Weaver and Transactional and continues by explaining how managers adapt tone and style to different audiences. Real workplace examples are used to show how verbal and written communication affect clarity and teamwork.
The report then looks at motivation theories, such as Maslow’s hierarchy of needs and Herzberg’s two-factor theory, and how they apply to real work situations. It also identifies key motivation drivers like leadership, feedback, and company culture.
The final sections include a short self-assessment of communication style and a personal development plan. The goal is to highlight how strong communication and effective motivation support better performance and leadership.
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Introduction

This report talks about how important communication and motivation in a workplace is and why managers should care about this stuff. Many companies fail not because they have bad products but because they don't know how to talk with their people, or they don't inspire them. Communication and motivation are like the heart and brain of a company, and when these don't work right, nothing else does. The purpose of this paper is to explore models of communication, different motivation theories, and how we can reflect on our own communication and grow as future managers.
According to (Duck, 2015),communication is not just words but how we make others feel, understand, and act. Also, (Robbins, 2019) says motivation is what moves people to do better, to care, and to stay in the job. These two combined – communication and motivation – are core skills for any leader.
In today’s world, where teams are more diverse and often work remotely, it’s even harder to build real connections. That’s why managers must understand not just what they say, but how they say it. Good communication creates trust, and motivated employees are more loyal and productive. These two areas are not just theory – they are part of everyday business life. I’ve seen this in real life too. Sometimes a few kind words from a manager changed my whole attitude about a task. Other times, lack of communication made people confused or frustrated. I realised that technical skills are not enough—what really keeps a team going is how people talk to each other and how they feel at work. That’s what this report will focus on.
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 Communication Models

There are many models of communication that help us understand how messages are created, sent, and received. One of the most well-known is the Shannon-Weaver model. This model talks about a sender, a message, a channel, a receiver, and noise that can interfere (Duck, 2015).Even if it's old, it's still used to explain technical problems or misunderstandings.
Another model is the Transactional model, where communication is seen as a two-way process. People are both senders and receivers at the same time, and feedback is really important. According to , this model fits better in workplaces because communication happens fast and in both directions, especially with emails, chats, or meetings.

(Kuşçu, 2020) also says that modern communication in business is not linear anymore. With social media and digital tools, messages go back and forth instantly and often involve more people, so the Interactive model is more realistic. In my opinion, the best model depends on the situation – if we just inform, Shannon-Weaver works. But if we want feedback and real connection, we need the transactional one.
 (Andersson, 2021) even describe communication as something we do together, through relationships and leadership actions, not only sending messages. This shows how important it is to be aware of how we speak, listen, and react in every interaction. (Argyle, 1994) explained that communication is not just about sending and receiving words, but involves a cycle of encoding, decoding, interpreting, and giving feedback. He also emphasized the importance of non-verbal signals and how social context influences how messages are understood.

In conclusion, communication models are not perfect, but they help managers understand what can go wrong or how to improve team talks. I think every model gives a different tool, and we need to choose the right one for the right task.
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  Tone, Formality and Audience Adaptation

The tone we use in communication is very important, especially for managers. Sometimes a formal tone shows respect and professionalism, but other times a friendly tone builds better trust. (Clampitt, 2016) explains that managers need to know when to switch between formal and informal communication depending on who they talk to and what the situation is.

In my experience, when I write emails to my team, I try to be clear and friendly. But when I wrote to a company director, I used a more professional and formal style. This is what (Kuşçu, 2020) also suggests – messages should be direct and relevant to the audience and channel.

When managers talk to different audiences, like team members, clients or partners, they must adjust their content and tone. (Linos, 2020) call this the "formality effect" – formal messages can influence people’s behaviour more if used properly. But being too formal can also make people feel disconnected.

I think it’s about balance. A good manager knows when to keep things official and when to make people feel comfortable. This skill improves team spirit and makes communication more effective.
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 Verbal and Written Communication in the Workplace

In my current job, we use both verbal and written communication. Verbal is mostly used in meetings, quick team updates or calls. Written communication like emails or documents is used for confirming tasks, giving feedback or formal notices.

(Olasunkanmi, 2016) found that written communication can improve performance when used well, but it also creates problems if messages are too long or unclear. I noticed that some of my colleagues don’t read long emails. So I try to keep my messages short and to the point.

(Wener, 2011) also highlight that different people perceive messages differently. So the way I write an email might feel too cold to someone, even if I didn’t mean it. That’s why I think using both methods – talking face to face and writing follow-up emails – is the best.

(Li, 2020) supports the idea that communication should be adjusted to fit the task and people involved. For example, giving bad news should be done in person, but confirming a meeting works better through email. Knowing when and how to use each method is something I’m still learning.

In the future, I want to be better at using tone and clear structure in writing and to speak more confidently in group meetings. Communication is something I want to keep working on.
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 Intrinsic and Extrinsic Motivation

Motivation is what pushes people to do something or to improve. In a job, this can be because they love what they do, or just because they need the money. These are called intrinsic and extrinsic motivation. Intrinsic is when we feel good doing the task, like solving a problem or helping a client. Extrinsic is when we do it for a reward, like salary, bonus, or promotion.

(Deci, 1985) explain that intrinsic motivation leads to more long-term satisfaction, while extrinsic is useful for short-term goals. In my case, I feel motivated when I learn new skills or when a colleague thanks me for helping. But I also feel more motivated when I know there is a bonus.

(Jerome, 2013) said that organisations need to understand both types and offer both – like training and development for intrinsic, and rewards or recognition for extrinsic. In my opinion, if a manager only uses pressure or bonuses, the team might not feel real connection to the job.

People are different. Some want personal growth, others care more about financial security. That’s why I believe a good leader listens and observes before deciding what motivates each team member.
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Theories of Motivation and Practical Application

There are many theories that explain why people work and what keeps them motivated. One of the most popular is Maslow’s hierarchy of needs. He believed people need to satisfy basic needs like food and safety before they can look for things like respect and purpose. (Robbins, 2019) explain that this theory helps managers understand why some workers are focused on money and others want recognition.

In my job, I saw that when people feel safe and respected, they are more open to taking new tasks or helping others. But when someone has problems at home or financial stress, they only care about the basics – salary and job security.

Another useful theory is Herzberg’s two-factor theory. (Herzberg, 1959) say that there are things that make people satisfied at work (motivators) and others that just stop them from being unhappy (hygiene factors). Motivators are things like achievement, recognition, and growth. Hygiene factors include salary or company policy.

For example, in a company I worked in before, the salary was ok but nobody got feedback or appreciation. People were doing their tasks but didn't seem happy or involved. So even if hygiene factors were there, motivation was low. That matches what Herzberg said.

I think managers should apply both theories. First fix the basics – fair pay, conditions, job security – then work on giving recognition, trust and opportunities to grow.
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There are many things that influence how motivated someone feels. (Herzberg, 1959) mentioned factors like achievement and recognition. (Kuşçu, 2020) said communication also plays a big role – if people feel informed and involved, they perform better. When communication is missing, people lose motivation.

Also, (Olszak, 2020) talks about how access to good information and decision-making tools helps people feel more in control and motivated. When employees are trusted to make decisions using real data, they feel responsible and valued.

Another factor is leadership style. (Andersson, 2021) explain that ethical leadership, where the manager cares about relationships and includes people in changes, can increase motivation. I saw that too – in teams where the leader listened and asked for opinions, people were more positive.

Last but not least, employer branding is important. According to (Kuşçu, 2020), when companies clearly share their values and show they care about employees, people identify more with the company. That brings more loyalty and motivation.

In short, motivation is not just about one thing. It’s a mix of personal values, leadership, environment, communication and recognition. Managers must stay aware and adapt their approach to keep their teams motivated.
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 Self-Assessment Questionnaire

To understand how I communicate, I made a short self-assessment questionnaire and asked a few people I worked with to answer honestly. The idea was to see how others view my communication and to help me reflect and improve. These were the questions I used:

1. Do I communicate my ideas clearly and simply?
2. Am I a good listener during conversations or meetings?
3. Do I adapt my tone and style depending on who I speak to?
4. Do I respond well to feedback or criticism?
5. Do I make people feel comfortable to share their opinion?
6. Am I confident when I speak in group situations?
7. Do I write emails and messages that are easy to understand?

I shared this with 4 people: 2 colleagues from work and 2 friends . They all answered anonymously.

The feedback gave me some good insights and made me think more about my communication habits.
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 Analysis and Feedback

Based on the answers I received, I noticed a few patterns. Most people said I am clear when I explain things and that I listen with patience. That made me feel good because I didn’t realise how much they appreciated that. One colleague mentioned that I help them feel comfortable to share ideas in meetings, which surprised me a bit.

However, two people said I could improve how I react to feedback, especially when I don’t agree with something. That made me reflect because I don’t always show that I accept feedback, even if I’m listening inside. Another point was that sometimes my tone in messages sounds too serious, especially in writing. I realise that I should try to make my emails sound more friendly.

According to (Wener, 2011), self-assessment helps people discover gaps in communication and improve empathy. That’s exactly what happened to me. I now see more clearly where I’m doing well and what I still need to fix.

(Covey, 2004) also explains that effective communicators are not just clear, but also care about how the message is received. I want to be more like that – to make sure my words help others, not confuse or distance them.
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 Personal Development Plan (PDP)

After analysing the feedback, I decided to focus on a few goals that can help me grow as a communicator and as a future manager.

Goal 1: Improve how I respond to feedback  
Sometimes I appear defensive when I don’t agree, even if I’m not trying to. I want to learn to show more openness and gratitude when people give me feedback. I will do this by taking notes during feedback sessions, asking questions to understand better, and reflecting after each situation.

Goal 2: Use a warmer tone in written communication  
I realised that my emails can sound too serious or cold. To improve this, I will re-read my messages before sending them and add a more friendly introduction or closing when needed.

Goal 3: Speak more confidently in group situations  
Even if I understand the topic, I sometimes avoid speaking up. I want to practice speaking in team meetings and volunteer to explain small tasks or ideas. I will also watch how confident speakers behave and learn from them.

According to (Covey, 2004), continuous improvement and being proactive are key habits of effective people. I plan to review my progress monthly and ask for feedback again in 3 months.

(Andersson, 2021) remind us that leadership is not just about power but about care and inclusion. That’s the kind of communicator I want to become – someone who listens, adapts, and helps others grow too."
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In this report, I explored the importance of communication and motivation in management. I looked at different models of communication, how tone and style affect messages, and how verbal and written communication work in real companies. I also explained motivation theories like Maslow and Herzberg and showed how different factors, like leadership or recognition, influence performance.
From my personal experience, I saw that communication and motivation are connected. If we want people to care about their job, we must know how to talk to them in the right way. I also learned that being a good communicator takes practice, feedback, and the will to grow.
A successful manager should never stop learning, listening, or adapting. That's how we build strong teams and reach goals together.
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	Question number
	Question

	1
	Do I communicate my ideas clearly and simply?

	2
	Am I a good listener during conversations or meetings?

	3
	Do I adapt my tone and style depending on who I speak to?

	4
	Do I respond well to feedback or criticism?

	5
	Do I make people feel comfortable to share their opinion?

	6
		



	Am I confident when I speak in group situations?




	7
	Do I write emails and messages that are easy to understand?
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