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 Work Based Report On Communication For Performance.
· Explain the relevance of the communication cycle for effective communication in management.
Communication is about more than just exchanging information, its about understanding the emotions and intent behind the sent or received information.
Communication works in many different ways, we often focus on what is said but sometimes its less about talking and more about listening. Although there are many different ways to communicate usually people try to stick to what suits themselves or the team and others around them. Effective communications is the key to not only running a successful business but to be able to connect with your co-workers or people around you positively will have a massive effect on the company and the staff themselves.  All positive communication will start with a good strong leader who will inspire the team to do well and communicate together as a team. 
There are many different roles in a workplace, however we will all need to be able to pass on or exchange, collect or analyse   information in a way that will help grow us as a company. You will also need to be able to adapt your communication styles and methods to suit others to be able to have a positive outcome. Effective communication by managers will result in change of mood within the team to inspire to achive comman goals and build better, stronger and more heathlier relationships within the team.






· Explain with examples the importance of selecting an appropriate tone, language and level of formality in management communication.
To be a good communicator you will need to be confident, articulate, engaged considerate and really be able to listen to others.  have excellent written and verbal communcication skills, The tone of vioce when speaking needs to be clear and concise also being polite and assertive will help other people to understand you better. Also make sure you make the time to ask questions and respond accordingly. Sometimes not all communication is taken, given or received the write way. It is really important you make to be able to read a situation as well as understand it. There are any different ways to communicate such as, 
Writing
Verabl 
Non-verbal
Visual
Interpersonal
Email
Social media
Gesture
Active listening
Body language 
Talking
Listening, video, adervitising eye contact , letter,presentation, phone call, active listening,face to face , in groups , team mettings , understaning, ask questions and
Text message and many, many other different ways to exchange information. Depending on yours or others around you the choice of the way you communicate is essential.For example as a manger in a workplace usually a face to face discission or phone call to a employee would be more appropriate than a text message or a email. Direct contact would mean I know the person receiving my information has received it directly and not maybe missed a text or a email notification. We also have a open door policy which means myself or someone else will be available to contact day or night through phone, text, email, this is very important as our work is based on the reports from the staff change over, so Aswell as a writing report the staff will also have a verbal conversation and state any worries there and then. Poor communication  or no communication can have a massive effect in the workplace for both staff, employees and sometimes even the customers. This is usually because there has been a lack in what is said and understood. Poor management skills and no motivation will also impact on this. 
· Assess the effectiveness of a range of verbal and written communication methods within your area of organisation.
As a manager my role is very important to make sure my care home runs and operates as smoothly as it can. We have found that a team meeting or face to face discussion is essential to our work place every morning, where we have a clear loud coversation where all people will speak and report back. this is because we are a 24 hour staff run care home and commuication is a vital role in care. Usually trought out the week I will review responses and feedback from all employees, I will also monitor how we have all engaged with each other and other staff. The daily meet also makes sure we are all aware of any on going situation that’s going on. 
· Evaluate theories of motivation relevant for your workplace. 
Motivation is a essential key part in not only running a successful business but being able to drive a team to preform to the best of their ability. Motivation is the driving force behind human action it will drive a person to work towards a particular goal or outcome. To be a good motivator you will need to be able to set achievable goals, be able to speak and also listen to others or maybe bigger groups. Pay attention to the workers by listening and engaging in frequent chats. Encouraging others to do well have  along term impact as they achieve there goals  and grow themselves inside the company,they will become more confident and feel they can do better and hopefully push themselves or other employees to do better as well. All employees will feel more enthusiastic to work when they have a proactive, confident leader who pays attention to the workers. Also try so set clear,definite and challenging goals to keep the workforce motivated. But also making sure the goals are achievable and realistic so workers feel pride attaining them. Motivation in a workplace is so important it provides you with goals to work towards, helps solve problems as a team or working or your own and also hepls change old habits.

· Evaluate the principle factors that may effect performance and motivation of the workplace.  
 There are many different factors that contribute to how and when or who and what will motivate us. Personal motivation can be anything from job security, responsibility, social needs and achievement. Respect is the foundation of a productive work enviorment. Team work and building better relationships will lead to greater opportunitys to expand and grow. 
As working as part of a team its important to include everyone in the same way. Sometimes the role between employees  and mangers can be misleading if your not all on the same page. Managers use many different ways to recognises different strengths and weaknesses. For example job rigorization  ...if someone is doing they role to the best of their ability and reaching their goals there will be rewards and promotions. Or even just the write praise can be enough to promote achievement. There will alays be different elements and barries that prevent effective communacation that can only be overcome by understanding different people. Poor communacation or lack of can result in a discrepancy or disconnect what is being said or even understood.
· Select a theory of motivation-apply it your workplace-evaluate the impact.  
As  our role as a care home entails persanol care we have recenlty intidouded our ‘ survive to thrive , system which is also know as Maslows Hierarchy of needs. [image: ]
· As you can see in the diagram above this also reflects on our day to day living aswell as our work drive. As a company we have a personal goal to reach out to all our staff members and employees to be able to ensure they are here for the right reasons and can manage their job roles as best suits them and us as managers. The growth of a team network will only come from firstly good communication as this will result in making sure all staff and patients are in the right job or receiving the write care for themselves, we collect this information through mostly verbal contact as it ensures accuracy. We then when necessary will introduce different training programs in many different areas and aspects of giving and receiving care and working in a live-in environment. When successful in these programs staff will then become more secure and focused on the job in hand as they will be in reach of feeling they are doing well enough to not only have a job but be engaged with it and the other staff in a happy motivated work place. we as a  company use promotions as a way of recognising achievement and growth within the company and themselves. More responsibilities and similar roles can be earned and enjoyed as a person reaches and achieves their own personal goals. We also try to help the employees with decision making, this allows the employees to offer their ideas, opinion and feedback. When applying this open door policy we have had clear results in the past and are still achieving the aims and goals as a business. 

·   Develop appropriate criteria to evaluate own ability to communicate effectively. 
As a strong confident leader it is important to self evaluate now and again making sure the goals are being meet and are achievable.  I try to clearly air my expectations to my team.we try to prepare ahead of time to be able to collect all the infromation and resources we need. I try effectivley present my ideas to groups of all sizes by being well spoken , easy to speak to and be mindful of also non verbal communication, such as expressions, gestures and body language as sometimes these can actaly say more than we do . One of the most crucial parts of preforming to the best of your ability is to be self-aware. When you are self-aware, you are conscious how's your strengths and weaknesses and how others perceive you. a higher level of awareness means you are more likely to have confident levels will start relationships and make better decisions being self aware not only benefits you as an individual but will also help the company and in fact it would impact on your company's bottom line right from the bottom all the way up to the top. 

· Collect and evaluate feedback on own verbal and written communication skills.
.As a company we try to collect as much possible feedback from a variety of sources this can include survey's emails interviews social media websites analysis and free text and ring service available 24-7 for anytime to leave feedback. we have found by asking customer's  for feedback you  make them feel  like their opinions truly valued.   we read and reflect on all our feedback and  we are committed to showing positive behavior and work be rewarding this with promotions ect, also by making our staff aware of their skills and strengths you give them a sense of value in the workplace, we also ask staff to evaluate each other as they work more closely together than maybe a manager and the cleaner, this helps us to reveal out level of satisfaction and help to see what the employees actuslly think of their own job roles. It can also help with customer success as we find the emplyees work better when they feel they have the right skills to match they role. Employee efficiency drives business success. And also help our marketing team understand where there is room for improvent by understanding where we are lacking communcation. Feed back also helps your employess feel more confident in their preformance and more commited to showing positive behavoiur. 
· Evaluate own communication skills as a manager, identifying strengths and areas for improvement, then produce a PDP to address these. 
We run a very successful business through mostly verbal and written communication. We do however rely on social platforms as a way of promoting our business and job oppertuniteis.  Time management is also key to our business the better people can mulitask and meet deadlines and manage their time, the more productive they will be through out the day or shift. we are a very well organised bussiness and strive on teamwork. I am also very good at trying to solve problems new or old,I also know the right time and manner to communicate with my team members. We do however always have room for improvement and do to this we identify the areas for improvent, apply what we think is necessary and then communicate more frequently to promote active listen. We make our selves as managers available. We are a straight talking no stress management team and we want our business to nit inly be successful but to make people successful at their jobs too.
	Current state
	GAP analysis 
	Future state 

	Learning to work as a bigger team.
	Gather more resources.
	To be reviewed in the next staff meeting

	Learning to work under pressure and to a time line.
	Learn and develop skills where wanted or needed 
	To be reviewed in next staff meeting


	Time management 
	
	Again to be reviewed in the next staff meeting

	
	
	


We are also going to introduce a business focus meeting once a month with all staff this will become more helpful when recruiting new and old employees and trying to further their own role in the current job. With out this knowledge and feedback we would not be able to highlight our problems or the areas for room for improvement. This helps to guide the company in a way a way the public would like to see us being run as well. We are always open to developing new and exciting ideas as a growing company. We use positive feedback to gain knowledge in to what real life people actually want and need from us as a company. Our company is growing through staying focused , being organised, great coomunacation skilss and providing a great service for elderly people to rest and care and being treated with the upmost respect as they enter theur older years. As a team of many communaction spaeks volumes as with out thi swe would have no team. We will continue to do weekly cheacks and stay focued on the task in hand we are a stong moivated company driven by succes and determination.
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