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[bookmark: _Toc534853482]Introduction to Communication
Good communication is an important skill for managers. It helps them share information, give instructions, build good relationships, motivate employees, and solve problems at work. When communication is effective, employees are more likely to work well together and help the organisation succeed. Poor communication can cause confusion, mistakes, low motivation, and conflict. Because of this, managers need to understand how communication works and how to use different communication methods effectively.

Communication is a two-way process where information is sent, received, and understood. Managers use different methods of communication, including verbal, non-verbal, written, and digital communication, to communicate with employees and other people involved in the organisation. The success of communication depends on how clear the message is, the method used to deliver it, and whether the receiver understands the information correctly.

This assignment will discuss communication models and the communication cycle, communication barriers and how they can be overcome, and different communication methods used in the workplace. It will also explain the importance of tone, language, and formality in management communication. In addition, the assignment will explore trust, workplace conflict, conflict resolution, motivation theories, and factors that affect employee motivation and performance. Finally, it will include a review of my own communication skills, feedback received from others, a gap analysis, and a Personal Development Plan (PDP) to help improve my communication skills in the future.

Communication Cycle and Models
Communication is a process that allows people to share information, ideas, and feelings. The communication cycle explains how a message moves from one person to another. It starts when a sender creates a message and chooses how to communicate it. The message is then received by another person who interprets its meaning and may respond with feedback. Feedback helps the sender know whether the message has been understood correctly.
One communication model that is often used is Berlo's SMCR Model (1960). SMCR stands for Sender, Message, Channel, and Receiver. The model explains that effective communication depends on the skills and knowledge of both the sender and receiver. In the workplace, managers need to communicate clearly so employees can understand information and complete tasks successfully.
Another communication model is Aristotle's Model of Communication. Aristotle believed that successful communication depends on the speaker, the message, and the audience. The model focuses on how a speaker can influence and persuade others through clear communication. In management, this can be useful when managers deliver presentations, lead meetings, or motivate employees.
These communication models help managers understand how information is shared in the workplace. By using effective communication techniques and encouraging feedback, managers can reduce misunderstandings, improve teamwork, and build positive working relationships.

Barriers 

Communication barriers are things that stop people from understanding messages properly. These barriers can affect teamwork, workplace relationships, and productivity. Managers need to understand communication barriers so they can reduce problems and improve communication in the workplace.

One common barrier is language differences. People may come from different backgrounds and may not understand certain words or phrases in the same way. Difficult words, jargon, and technical language can also cause confusion. According to CIPD (2024), using clear and simple language helps employees understand information better. Managers can reduce this barrier by speaking clearly and checking that employees understand the message.

Physical barriers can also make communication difficult. These include noise, interruptions, busy workplaces, and poor working environments. For example, employees may find it hard to focus during a conversation if there is a lot of noise around them. Managers can help by choosing quiet places for important discussions and using the best communication method for the situation.

Another barrier is poor listening. Communication is not only about talking but also about listening carefully. If employees do not listen properly, they may misunderstand instructions or important information. Managers can improve this by encouraging active listening, asking questions, and giving employees the chance to clarify information.

Technology can also create communication barriers. Many workplaces use emails, video calls, and online communication systems. Problems such as poor internet connections, technical faults, or a lack of digital skills can make communication difficult. Organisations can reduce these issues by providing training and making sure employees have access to suitable technology.

By understanding and reducing communication barriers, managers can improve communication, build stronger relationships, and help employees work more effectively.

Verbal, Non-Verbal, Written Communication in the Workplace
There are different ways people communicate in the workplace. Managers need to understand these different methods so they can share information clearly and make sure employees understand what is being communicated.
Verbal communication is communication through speaking. This includes meetings, presentations, phone calls, and conversations with colleagues. One advantage of verbal communication is that people can ask questions straight away and receive immediate answers. This helps reduce misunderstandings. However, verbal communication can sometimes be forgotten if there is no written record. For this reason, managers may need to follow up important conversations with an email or written note.
Non-verbal communication is communication without words. It includes body language, facial expressions, eye contact, gestures, and posture. According to Knapp et al. (2021), non-verbal communication can affect how messages are understood. For example, a manager who smiles and makes eye contact may appear friendly and approachable. On the other hand, avoiding eye contact or crossing arms may make someone seem uninterested or unfriendly. Managers should make sure their body language matches what they are saying.
Written communication includes emails, reports, letters, policies, and notices. A benefit of written communication is that it provides a record that people can look back at later. This is useful when sharing important information or instructions. However, written messages can sometimes be misunderstood if they are not clear or detailed enough.
Digital communication is communication that uses technology. Examples include email, Microsoft Teams, Zoom, and instant messaging. Digital communication allows people to stay connected even when working in different locations. It can improve teamwork and flexibility. However, technical problems, such as poor internet connections or software issues, can make communication more difficult.
Each communication method has advantages and disadvantages. Managers should choose the most suitable method depending on the message they need to communicate and the needs of their employees.


Tone, Language and Levels of Formality in Management Communication
Tone, language, and formality are important parts of communication because they affect how people understand messages. Managers need to change the way they communicate depending on the situation and the people they are speaking to.
Tone is the way a message sounds or feels. A positive and friendly tone can help employees feel respected and motivated. It can also help build good working relationships. However, a negative or rude tone may upset employees and create problems in the workplace. Bratton and Gold (2022) explain that respectful communication helps managers gain trust and cooperation from employees.
Language is also important in communication. Managers should use clear and simple language that employees can easily understand. Difficult words, jargon, or complicated terms can confuse people and lead to misunderstandings. When communication is clear, employees are more likely to understand their responsibilities and workplace goals.
Formality refers to how formal or informal communication is. Formal communication is usually used for reports, policies, performance reviews, and official emails. Informal communication is often used during everyday conversations and team discussions. While informal communication can help build positive relationships, managers still need to remain professional when discussing important work matters.
Being able to adjust tone, language, and formality helps managers communicate more effectively. Using the right communication style can improve understanding, build positive relationships, and create a more professional workplace.
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Trust is very important in workplace communication. Employees are more likely to share ideas, ask for help, and work well with others when they trust their managers and colleagues. Trust is built through honesty, reliability, and treating people fairly. According to Robbins et al. (2022), trust helps improve teamwork and workplace performance.

Workplace conflict happens when people disagree with each other. This may be because of misunderstandings, different opinions, personality clashes, or poor communication. Conflict can sometimes be positive because it encourages people to share ideas and solve problems. However, if conflict is not managed properly, it can affect teamwork, lower morale, and reduce productivity.

Managers have an important role in resolving conflict. One way to do this is by encouraging open communication. Allowing employees to talk about their concerns and listen to each other’s views can help solve problems before they become worse. Dealing with issues early can prevent bigger disagreements from developing.

Another way to resolve conflict is through mediation. Mediation involves a neutral person helping those involved discuss the problem and find a solution. Managers can also encourage compromise and negotiation so that everyone feels their views have been considered. When conflict is resolved effectively, workplace relationships often improve and employees are more satisfied at work.

Overall, managers need strong communication and people skills to build trust and deal with conflict successfully in the workplace.

Motivation Theories

Motivation is what encourages people to work hard and achieve their goals. Understanding motivation theories helps managers support employees and improve performance in the workplace.

One well-known theory is Maslow’s Hierarchy of Needs (1943). Maslow suggested that people are motivated by different needs, including basic needs, safety, belonging, self-esteem, and personal growth. Employees are more likely to perform well when these needs are met. Managers can support motivation by providing a safe workplace, fair pay, positive relationships, and opportunities to learn new skills.

Another important theory is Herzberg’s Two-Factor Theory (1959). Herzberg explained that some factors prevent employees from becoming unhappy, while other factors help motivate them. Things such as pay, working conditions, and company policies can reduce dissatisfaction. Recognition, achievement, responsibility, and opportunities for growth are factors that can increase motivation and job satisfaction.

These theories show that employees are motivated by more than just money. Many people also want recognition, career development, and meaningful work. Managers who understand what motivates employees can create a more positive and productive workplace.

Factors Affecting Workplace Motivation and Performance

There are several factors that can affect employee motivation and performance at work. Understanding these factors can help managers support employees and improve results.

Leadership is one of the most important factors. Good leaders provide support, encouragement, and clear direction. Employees are often more motivated when they feel valued and appreciated by their manager (Bratton & Gold, 2022).

Training and development can also improve motivation. Employees who are given opportunities to learn new skills often feel more confident in their jobs. This can increase job satisfaction and improve performance.

Workplace culture is another important factor. A positive workplace culture encourages teamwork, respect, and inclusion. Employees who feel respected and supported are more likely to stay motivated and committed to their work. A negative workplace culture can lead to low morale and high staff turnover.

Reward and recognition are also important. Employees are often motivated when their hard work is recognised and rewarded. This could include praise, bonuses, promotions, or other forms of recognition. Rewarding good performance can encourage employees to continue working hard and achieving goals.

Overall, motivation and performance are affected by leadership, training opportunities, workplace culture, and recognition. Managers who focus on these areas can help employees perform at their best and contribute to organisational success.

Evaluation of My Own Communication Skills
After reflecting on my communication skills, I have identified some strengths as well as areas that need improvement.
One of my strengths is that I am friendly and approachable. People often feel comfortable talking to me and asking for help when needed. This helps me build positive relationships and work well as part of a team. Another strength is that I am respectful when communicating with others. I try to remain polite and professional, even when dealing with difficult situations or different opinions.
However, one weakness is that I can sometimes become nervous when speaking in front of large groups. This can make it difficult to express my ideas confidently during presentations or meetings. Another weakness is that I sometimes need more confidence when making decisions or sharing my opinions in group discussions. This may prevent me from contributing as much as I could.
Although I have good communication skills in many situations, there are still areas where I can improve. Developing my confidence and speaking skills will help me become a more effective communicator and prepare me for future management roles.
Feedback Collected and Analysed on My Communication
To better understand my communication skills, I collected feedback from people I work and study with. The feedback helped me identify both my strengths and areas for development.
The positive feedback showed that I am friendly, polite, and easy to talk to. People said they feel comfortable communicating with me and that I work well with others. This suggests that I have good interpersonal skills and can build positive working relationships.
Some feedback also suggested that I could be more confident when sharing my ideas during meetings and group activities. Although I communicate well in smaller groups, I may hold back when speaking in larger groups. This indicates that increasing my confidence would help me communicate more effectively.
Overall, the feedback was useful because it confirmed my strengths while highlighting areas where I can improve. Understanding this feedback will help me focus on developing my communication skills in the future.


Feedback Collected and Analysed on My Communication

To gain a better understanding of my communication abilities, I collected feedback from peers and colleagues. The feedback identified both strengths and areas for improvement.

Positive feedback highlighted my listening skills, friendliness, and willingness to support others. Several individuals stated that I am approachable and easy to talk to. This suggests that I create a positive communication environment where others feel comfortable sharing information and concerns.

The feedback also indicated that my written communication is clear and professional. Respondents noted that emails and written work are usually easy to understand and well organised. This demonstrates a strength that will be beneficial in management roles.

However, some individuals suggested that I could contribute more confidently during meetings and group discussions. They felt that I sometimes hesitate to share ideas despite having valuable contributions to make. Feedback also indicated that I could improve my confidence when delivering presentations.

Analysing this feedback has helped me identify key development areas. While my interpersonal and listening skills are strong, improving confidence in verbal communication will support my future professional development.

GAP TABLE
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PDP
	Objective
	Action
	Timescale
	Success Measure

	Improve confidence when speaking to groups

	Volunteer to speak during meetings and class activities
	3 months
	Feel more confident speaking in front of others

	Develop professional email writing skills

	Practise writing formal emails and ask for feedback
	2 months
	Emails are clearer and more professional

	Improve teamwork and collaboration skills
	Take a more active role in group projects
	4 months
	Better contribution and feedback from team members

	Learn how to manage workplace conflict
	Research conflict management techniques and complete online learning
	5 months
	Greater confidence dealing with disagreements
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Communication is an important part of management and helps organisations run successfully. This assignment has discussed communication models, communication barriers, different communication methods, and the importance of using the correct tone, language, and level of formality in the workplace. These areas help managers communicate clearly and build positive relationships with employees.

The assignment also explored trust, workplace conflict, and motivation. Good communication can help build trust, solve problems, and create a positive working environment. Motivation theories such as Maslow’s Hierarchy of Needs and Herzberg’s Two-Factor Theory show that employees are motivated by different factors, including recognition, development opportunities, and job satisfaction.

In addition, I reflected on my own communication skills and reviewed feedback from others. This helped me identify my strengths, such as being friendly and approachable, as well as areas for improvement, such as confidence when speaking in groups. The gap analysis and Personal Development Plan have helped me identify steps I can take to improve these skills.

Overall, effective communication is a key skill for managers. Strong communication can improve teamwork, employee motivation, workplace relationships, and overall organisational success.
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Current Skills

Desired Skills

Gap Identified

Action Required

Good at listening to others

Excellent active listening skills

Need to ask more follow-up questions

Practice active listening techniques

Communicate well one-to-one

Confident communicator in all situations

Lack confidence in larger groups

Take part in more group discussions

Basic conflict management skills

Strong conflict resolution skills

Limited experience resolving disagreements

Learn and practise conflict resolution methods

Good written communication

Professional business communication

Need to improve report writing skills

Complete more academic and workplace reports

Work well with colleagues

Effective management communicator

Need to improve leadership communication

Take opportunities to lead team activities

Able to give information clearly

Strong presentation skills

Nervous when presenting to groups

Practise presentations regularly and seck fecdback





