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Introduction
Effective workplace communication is essential to enable its employees to collaborate productively, make informed decisions and contribute to wider organisational goals. According to (Moses C and Leah N, 2024), communication is a transactional and dynamic process in which two more parties create, exchange and interoperate messages.
Viewing communication as dynamic highlights that meaning is shaped through interaction, feedback and context. This reinforces the idea that effective communication is not passive but requires clarity, active listening and mutual understanding. 
By encouraging clear, respectful and timely communication, organisations strengthen relationships, reduce misunderstandings and create conditions where employees can contribute more meaningfully to shared objectives.  
This assignment will be begin by examining key communication models and their application within the workplace, evaluating their strengths, limitations and impact on organisational effectiveness. It then explores different models of communication, including verbal, non-verbal and written communication, alongside the influence of para-linguistics, tone and formality. This report also considers common communication barriers and approaches to conflict resolution. Furthermore, it examines motivation by defining intrinsic and extrinsic before evaluating several motivational theories, linking them to workplace productivity and employee performance. Finally, this assignment reflects on my own communication skills through self-assessment and colleague feedback, leading to a gap analysis and Personal Development Plan to support my professional development. 

Communication Models
1. 1 Basic communication cycle 
A communication cycle is a basic model that shows how two parties send and receive information. It is a continuous process that presents how the sender formulates a thought or idea, encodes it into a message, sends it through a channel, such as verbal or written communication. It is then obtained by the receiver and decoded before feedback is returned. 
Below is an image that illustrates this process and its components. 
[image: ]Figure 1. Basic Communication cycle
As depicted in figure 1 above, the process of encoding refers to converting thoughts or ideas into a message. This can involve selecting the appropriate words, language, tone and formality are just some of the ways to ensure the message is communicated effectively. 
The arrow in the model represents the channel in which messages are transmitted. Communication channels can vary widely and may include face-to-face communication, written text such as a letters, emails, telephone calls or digital means such as instant messages. 
Decoding is a term used to describe the way in which someone interoperates a message, it is where meaning is assigned.
Feedback completes the cycle, allowing the sender to determine whether the information has been understood correctly. 
In the workplace, the communication cycle is often used in a supervisory setting. A one-to-one interaction involving managers and employees.  
One advantage of this method is that it promotes clarity between the sender and receiver. By encouraging feedback, it reduces the likelihood of misunderstandings and helps ensure that all parties are aligned, promoting effective communication. This allows for a united approach in the workplace, strengthening working relationship which in turn helps targets and goals be obtained within the organisation.
In contrast, the model does not account for any communication barriers. These could include things like overcomplicated language, jargon, hearing impairments, technical transmission issues or emotional factors that affect how messages are interpreted and understood. When a message is misunderstood, or meaning is lost, this can have a negative effect on job performance, impede working relationships and slow company progress.
1.2 Shannon and Weaver (1949) - The Transmission Model
This model focuses on the concept of ‘noise’ when transmitting a message. It is portrayed as a linear process in which a message is sent from source to its destination.
[image: ]Figure 2. Shannon and Weaver Model of Communication
As shown above in figure 2, the communication process begins with a source. The message is encoded, sent through a channel, received and decoded before reaching its intended destination.
Shannon and Weaver introduced the concept of ‘noise’, which refers to anything that may interfere with or distort the intended message. Examples include physical noise, physiological barriers such as hearing impairment, psychological factors such as stress that may impair judgement and sematic noise such as language barriers or misunderstandings. 
An example of this model in the workplace could be a factory foreman providing instructions to line workers. In this situation, noise such as machinery, unclear working or language differences could affect how accurately the message is understood. 
The model is beneficial due to its simplicity and its recognition of how noise can affect communication. By identifying potential barriers, organisations can improve clarity and reduce misunderstandings, encouraging a competent workforce.
However, the model’s linear structure does not account for feedback, meaning it does not show how the sender can confirm that the message has been understood correctly or encourage two-way communication. Misunderstandings would result in poor team synergy and ultimately influence performance.
 1.3 Schramm (1954) - The Interactive Model
Schramm’s Interactive Model (1954) presents communication as a circular, two-way process in which both participants act as encoders, decoders and interpreters of messages. 
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Figure 3. Schramm’s Interactive Model
As detailed in figure 3 above, A key feature of the model is the ‘Field of Experience’, referring to the shared knowledge, culture, beliefs or experiences between communicators. Effective communication is more likely when both individuals share similar understanding or context. 
In the workplace, this can be seen when employees within a marketing agency use specialist terminology such as ‘ROI’ (Return on Investment), which is easily understood due to their shared professional experience.
This model is advantageous in that its emphasis on shared knowledge identifies an area which managers can adjust their communication to best suit its intended audience, resulting in effective teamwork and satisfactory results for workers and managers alike. 
However, this model is less effective in large group situations where individuals may have very difference fields of experience. Misunderstandings arising from are likely to lead to confusion or disengagement which would impact on trust and job satisfaction. 
1.4 Berlo (1960) - SMCR Model (Source, Message, Channel, Receiver)
David Berlo’s SMCR Model is an expansion of Shannon and Weaver’s earlier model. It recognises the human factors involved in communication. Although the model remains linear, Berlo emphasises that communication is influenced by an individual’s communication skills, attitudes, knowledge, social system and culture. All of which affect how messages are encoded and decoded. This is depicted in figure 4, seen below.
[image: ]Figure 4. Berlo’s SMCR Model of communication
In the workplace, when a manager is introducing a new concept or procedure to an employee, they would need to consider the employees level of knowledge and experience before communicating instructions, avoiding using overly complicated language or excessive jargon. 
A major advantage or Berlo’s model is that it encourages managers to consider the factors that contribute to effective communication. This awareness promotes a more empathetic and audience-focused approach, helping build positive working relationships, trust and clarity within organisations. Employees who feel understood and valued are more likely to be motivated and engaged in their work, which can improve attentiveness, teamwork, productivity and overall performance. 
However, the model is limited in the sense that its linear structure does not include feedback from the receiver to the sender. In modern workplaces, communication is typically collaborative, therefore the model may oversimplify how communication occurs in organisations. Without feedback, misunderstandings may go unnoticed, potentially leading to mistakes, reduced efficiency and weaker team performance. 
2. Verbal, Non-verbal and Written Communication
Communication methods vary depending on the purpose, audience and context. The following table identifies common forms of communication within the workplace. 
	
	Workplace example
	Pros
	Cons
	Recommendations 

	Verbal
	Supervision
	Allows for feedback. Mutually informative.
	Lack of instant documentation.
	Voice record for accurate record keeping.

	
	Team meeting
	Group input. Collaborative.
	Lack of instant documentation.
Cost (employee wages).
	Thorough planning. Accurate record keeping. 

	
	Presentations
	Influencing a wide audience.
	Does not allow for instant feedback. 
	Thorough planning. Request feedback on completion.

	Written
	Email
	Instant documentation. Formality.
	Does not promote instant feedback.
	Use appropriately. Check understanding via follow up.

	
	WhatsApp
	Reaching everyone at once. Instant documentation.
	Potential for miscommunication. Data protection risks.
	Use appropriately. 
Establish clear policies around usage. 

	
	Policies and procedures
	Formal. Readily available for reference.
	Potential for misinterpretation, information overload.
	Provide in easy-to-read format. Check understanding in team meetings. I.e. key takeaways.


Figure 5. Methods of Communication table 
It can be seen from the table (Figure 5) above that there are advantages and disadvantages of all methods of communication. However, with proper use and insightful decision making, the intended outcome can be achieved.
3. Para-linguistics, Tone, Formality and Language 
3.1 Para-linguistics
Para-linguistics refers to non-verbal elements of communication that convey emotions, attitudes and intentions beyond the spoken words. This can include tone of voice, pitch, volume and speech rate. These features can significantly alter how a message is interoperated, even when the actual words remain the same.
For example, a manager saying “that report was finished quickly” in a warm and enthusiastic tone sounds supportive and encouraging. However, if said with sarcasm or irritation, the employee may feel criticised or undervalued. 
This highlights the importance of proper use in the workplace as it attributes to proper understanding, good working relationships, motivation and the overall effectiveness of communication. 


3.2 Tone
In workplace communication, tone refers to the attitude, emotional quality, or interpersonal signal associated with a message being conveyed. According to (Ning et al., 2024), Selecting the correct tone can directly impact the way in which the message is interpreted. For example, the statement “Why are you late again” may be interpreted as aggressive or confrontational, whereas “I see you’re having trouble making it in on time. Is there anything we can do to help?” conveys empathy and understanding while still reinforcing accountability. 
This demonstrates that although the intention of the message may remain the same, the tone used can significantly alter how the recipient feels and reacts. A respectful and positive tone helps to build trust, encourage teamwork and maintain professional relationships. In contrast, an inappropriate tone may appear rude or dismissive, leading to feelings of anger, resentment, or confusion which will likely reflect in an employee's engagement and productivity at work
3.3 Language
Using langugage that is clear and appropriate for the intended audience is essential in the workplace. The use of overly complex or technical terminology that is not suited to the recipient’s level of understanding can lead to confusion or miscommunication.
During MDT meetings in my workplace, I have often heard physiotherapists use terms without explanation. This resulted in care staff feeling inadequate and reluctant to seek clarification which meant they did not obtain the relevant information which directly impacted on the level of care they were able to provide. 
Therefore, adopting language to suit audience helps to promote effective communication, understanding and confidence within the workplace. 
3.4 Formality
Formality in the workplace refers to the level of professionalism and politeness demonstrated in communication and its chosen channel. The degree of formality often varies depending on the recipient, such as when communicating with colleagues compared to external agencies or other professionals.
 Recognising the importance of appropriate formality is essential for maintaining professional appearances, developing positive working relationships and creating a healthy working environment.
 In my workplace, maintaining suitable professional boundaries is particularly important to ensure the safeguarding of all parties involved. Failure to comply with this can lead to an erosion of trust, reduced accountability and a reduced quality of care provision. 
Therefore, adapting the appropriate level of formality in communication is vital for sustaining professionalism, trust and effective workplace relationships. 
 4. Communication Barriers in the Workplace
There are many barriers to communication that may impede effective communication in the workplace some of which may include.
Environmental Barriers like noise and distractions can reduce effective communication. Busy workplaces may make it difficult to hear or focus. This can lead to misunderstandings and mistakes. In a noisy warehouse environment, employees may miss instructions about delivery schedules.
Linguistic Barriers such as language differences or jargon can confuse employees. Workers may not understand technical terms or accents. Miscommunication can reduce productivity and teamwork. In the workplace, if a manager uses complex terms that new staff do not understand, it can cause errors in tasks.
Psychological Barries, referring to individual mental state can affect communication. Employees suffering from stress or anxiety can react negatively or avoid conversations. This can create conflict and poor relationships at work. A stressed employee might ignore feedback from their supervisor and become defensive.
Physiological barriers like hearing or speech impairments may prevent clear understanding. Important information may not be communicated effectively. An employee with hearing difficulties could miss instructions during a team meeting.
Perceptual barriers can also create barriers to communication. Personal beliefs or experiences can cause individuals to interoperate messages differently. Assumptions and stereotypes can affect understanding. This may lead to confusion or unfair judgments. For example, a manager could assume an employee is disinterested when they are shy.  
The barriers outlined above can have a significant impact on workplace communication by causing misunderstandings, reducing employee performance, damaging trust between colleagues and managers and lowering job satisfaction. As a result, teamwork and productivity may decline, creating a less effective work environment. Therefore, it is important that managers recognise and address these barriers to ensure communication remains clear, effective and supportive within the workplace. 


 
5. Conflict in the workplace
Conflict in the workplace can arise from either personal or professional differences. Personal conflict related to individual personality clashes, perceptions or personal dislike. In contrast professional conflict occurs when disagreement is linked to work related issues such as differences in authority, competing priorities, unclear roles, shared resources or conflicting organisational goals.
Research conducted by (Raub et al., 2021) indicates that professional conflict can have a negative impact on organisational outcomes. It may reduce employee motivation; damage working relationships and weaken trust between colleagues and managers. In addition, it can lead to decreased productivity, lower quality of work and increased absenteeism or lateness, ultimately affecting organisational performance. 
Effective conflict resolution is therefore essential to maintain a productive working environment. A structured approach should be used to ensure fairness and objectivity re. First, the issue should be identified and acknowledged in a professional manner. Second, both parties should engage in active listening, allowing everyone to express their perspective without interruption. Third, discussion should remain focused on facts, the issue at hand without personal feelings or assumptions. Fourth, both parties should collaborate to develop a mutually acceptable solution, encouraging compromise where appropriate. Finally, an agreed action plan should be implemented and reviewed after a set period to assess effectiveness and determine whether further intervention is required. 
This approach supports fair resolution, reduces workplace tension, and promotes a more harmonious workplace environment.
6. Intrinsic and Extrinsic motivation
Motivation refers to the internal and external forces that drive individual behaviour and performance. It is commonly categorised into two forms: Intrinsic and Extrinsic motivation. These concepts differ according to whether motivation originates from personal values or external influences.
Intrinsic motivation occurs when behaviour aligns with an individual's beliefs and values, creating personal satisfaction and fulfilment. In contrast, extrinsic motivation is associated with external rewards and organisational pressures, including salary, promotion, peer perception, deadlines or the threat of demotion and job loss. Research by (Van den Broeck et al., 2021) suggests that although extrinsic motivation can be effective in the short term, it is limited when sustained over longer periods of time. 
This limitation exists because externally driven behaviour may lack alignment with an individual's core values and beliefs. Consequently, long-term satisfaction is more likely to be achieved when psychological needs are fulfilled rather than when individuals operate under pressure or stress.
I relate strongly to this perspective as I am primarily intrinsically motivated within my workplace. My core value of helping others contributes significantly to my personal satisfaction and sense of fulfilment. 
7. Motivational Theories 
There are several Motivational models, this report will analyse 4 and their importance within the workplace.
7.1 Maslow’s Hierarchy of Needs
(Maslow, 1943) Composed the Hierarchy of Needs theory to explain how individuals are motivated through 5 progressive levels of needs.
[image: ]Figure 6. Maslow’s Hierarchy of Needs Model
Illustrated in figure 6 above, the model is represented as a pyramid. The model suggests that individuals must satisfy lower-level needs before progressing to higher level motivations. The hierarchy begins with the physiological needs such as food, water and shelter, which in the workplace are met through salary and wages. This is followed by safety needs, including job security and safe working conditions. Social needs relate to belonging, teamwork and relationships within the organisation. Esteem needs involve recognition, achievement and respect, while self-actualisation reflects personal growth, creativity and achieving full individual potential. 
This is reflected within my workplace, as colleagues demonstrate behaviours associated with Maslow's model. One, appears to align with the social or belongingness stage, frequently seeking interaction and positive relationships within the team. This is supported by the manager who regularly encourages team bonding and collaborative working. As a result, the employee appears more engaged and comfortable within the workplace, contributing positively to team morale and communication. 
However, the theory has limitations as it oversimplifies motivation by assuming individuals progress through needs in a fixed order, despite many people pursuing multiple needs simultaneously or being motivated by different factors. 
7.2 Herzberg’s Two-Factor Theory
Frederick Herzberg’s Two-Factor Theory states that job satisfaction and dissatisfaction are influenced by different factors. Motivation in the workplace depends on both hygiene factors and motivators, demonstrated in figure 7 below.

[image: ]Figure 7 Herzberg’s Two-Factor Theory
As depicted above, Hygiene factors include pay, job security and working conditions. (Frederick Herzberg et al., 1959) argues that their absence causes dissatisfaction, but their presence alone does not motivate employees. Motivators, such as achievement, recognition and responsibility, create satisfaction and improve performance.
For example, a company may offer high salaries and safe conditions, preventing complaints but employees may still feel unmotivated if they lack promotion opportunities or recognition. When managers provide praise, responsibility and career progression, employees feel valued and become more productive.
However, the model fails to recognise employees as individuals with diverse needs; for example, volunteers may be motivated by personal values which do not fit into either category of the theory. 
7.3 McGregor’s Theory X and Theory Y
Douglas McGregor proposed that managers typically hold one of two contrasting assumptions about employees, which influences how they lead and motivate their teams. This is listed in Figure 9 below.
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Figure 8. McGregor’s Theory X and Theory Y
(McGregor, 1960) indicates that Theory X assumes employees dislike work, avoid responsibility and require close supervision. As a result, managers often adopt a controlling and micromanaging approach. In contrast, Theory Y assumes that employees are self-motivated, enjoy responsibility and can contribute valuable ideas when given the opportunity.
A Theory X approach may be effective for a small proportion of employees who genuinely lack motivation; however, for most employees, excessive control can damage trust and lead to feelings of being unsupported, undervalued and unappreciated. This can reduce motivation, wellbeing and productivity. Controversy, Theory Y encourages managers to build trusting relationships and empower employees, which can increase engagement, job satisfaction and organisational performance. However, this approach may be less effective for employees who genuinely dislike their role or prefer greater direction. 
During my own experience with a Theory X manager, I felt perceived as lazy and spent time appearing busy rather than being fully present with service users which negatively affected the quality of care I provided. 
Therefore, managers should avoid assuming that all employees fit neatly into either category and instead adapt their management communication style to the needs, motivations and circumstances of individual employees. 
7.4 McClelland’s Theory of Needs
David McClelland produced the Theory of Needs model to suggest that employees are motivated by three key needs; achievement, affiliation and power. (shown in Figure 9 below)
[image: ]
Figure 9. McClelland’s Theory of Needs
(David McClelland, 1961) argued that employees with a high need for achievement seek challenging goals, those motivated by affiliation value teamwork and relationships, while individuals driven by power aim to influence and lead others. 
In the workplace managers can improve performance by matching roles to employee motivations. For example, achievement orientated employees may excel in target-driven roles increasing productivity and job satisfaction.
Although, the theory is restricted because motivations differ between individuals and may change over time. It can also oversimplify behaviour by placing employees into broad categories. I resonate with this personally as my motivation is much more intrinsic in nature and does not seem to be represented in any of the categories.
8. Applying one Motivation Theory to the workplace
Herzberg’s Two-Factor theory resonates strongly within my industry of Paediatric care.
Hygiene factors that include fair pay, safe staffing levels, supportive policies and appropriate working conditions. Motivators would be recognition, professional development, responsibility and the opportunity to make a positive difference to a vulnerable child’s life.
Ensuring adequate staffing and safe working conditions is essential for safety, reducing burnout and a providing a healthy working environment. This lays a foundation to be able to focus Soley on the service user as an individual. However, motivation is more likely to increase when I receive recognition, am trusted with greater responsibility and have opportunities for career progression. This aspect personally helps to improve my job satisfaction, commitment and ultimately increases the level of care I'm able to provide to the service user and her family.
9. Feedback on own Communication skills 
To evaluate my communication skills, I completed a self-assessment and gathered feedback from colleagues. Both assessments focused on areas such as listening, clarity, tone, written communication and managing difficult conversations, providing a more objective view of my communication within the workplace. Three colleagues were asked to complete a short questionnaire, enabling me to compare my own perceptions of my communication skills with the views of others.
When comparing my self-assessment with feedback from others, there was a relative consistency regarding my abilities. Both assessments identified strengths in adapting communication to different audiences, maintaining professionalism, using appropriate levels of formality and communicating sensitively in challenging situations. This suggested that I have a good sense of self-awareness and that my perception of my communication skills largely correlate with how my colleagues perceive me.
However, there were some differences between my own views and those of my colleagues. I rated myself lower in areas such as confidence when speaking in groups, using different communication methods effectively and organising written communication. In contrast, colleagues consistently rated my written communication positively, with two respondents strongly agreeing that I produce clear, accurate and professional records and reports. This suggests that I am underestimating my ability in those areas.
There were few examples of colleagues rating me lower than I rated myself. One colleague rated that my use of eye contact and professionalism during disagreements as ‘Agree’ rather than ‘Strongly agree’ while another provided a lower rating of my use of communication technologies. These indicate areas for reflection and improvement.
An area that appeared crucial to improve was my confidence, especially when communicating in groups or formal settings. This was one of the lowest areas identified in my self-assessment and may influence how effectively I’m able to contribute ideas, participate in meetings and communicate within multidisciplinary teams. Developing greater confidence would allow me to communicate more assertively, share information more effectively and contribute more actively.
Improving this skill would enhance my workplace performance by increasing the ability to advocate for my service user, collaborate with colleagues and present information clearly in team discussions. In the care industry, confident communication is essential for ensuring accurate information sharing, promoting effective teamwork and supporting positive outcomes for individuals and their families. Consequently, strengthening this area would complement my existing communication strengths to contribute to my continued professional development as well as the personal development of the service user. 
10. Gap analysis
Drawing on data collected from both my self-assessment and colleague feedback, I completed a gap analysis to identify areas for development and determine the steps required to progress from my current level of communication to my desired level of performance. 
	Before/current position
	Gap/bridge
	Desired outcome

	My self-assessment shows a lack of confidence in group or formal settings.
	I need to develop my confidence and assertiveness in group settings.
	To communicate confidently and contribute more actively during MDT meetings.

	Feedback shows that my digital communication abilities need improvement.
	I need to acquire more digital knowledge, practise these skills and put them into practice.
	To use digital communication competently through the appropriate channels.

	Self-assessment showed a lack of organisation with written documents, and proofreading.
	I need to allow myself more time and ensure I review work before submission.
	Produce consistently well-structured, comprehensive reports.


Figure 10. Gap analysis
11.PDP
Using the results of the gap analysis, I developed a Personal Development Plan (PDP). The purpose of the plan is to outline SMART objectives that support continuous improvement, allowing progress to be monitored against defined timescales and reviewed to ensure development goals are achieved. This is demonstrated in the figure 10. (See Appendix A)
12. Conclusion
In conclusion, effective communication is fundamental to workplace success, influencing relationships, teamwork, motivation, conflict resolution and organisational performance. This report has explored a range of communication models, methods and barriers that highlight the importance of adapting communication to suit the audience, context and purpose. The analysis of motivational theories demonstrated how communication can influence employee engagement and productivity, within the workplace and more specifically within the care sector. Through self-assessment, colleague feedback, a gap analysis and a PDP, I identified both strengths and areas for improvement within my own communication practice. By continuing to develop these skills, particuarly confidence in group communication, I will be better equipped to collaborate effectively, advocate for service users and contribute positively to professional practice.
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Appendix A
	Development Area
	Relevance
	SMART action
	Resources
	Timescale/Target date 
	How I will measure progress

	Confidence in group communication.
	Lack of confidence hindering progression and growth.
Vulnerable people require confidence when advocating for them.




	Over the next 8 weeks, I will contribute at least one comment or question during each meeting or group setting
	Support and feedback from colleagues and managers. 
	8 weeks
	Monitor own participation in meetings, gather feedback afterwards from colleagues and managers and repeat the self-assessment.

	Written Communication and Proofreading
	By avoiding the importance of well organised written communication I enhance the possibility of error and the potential for misunderstanding.
Reducing errors in the workplace is crucial to avoid mistakes and failings in care.

	Improve the organisation and accuracy of written communication over the next 3 months by proofreading all reports and records before submission and using workplace templates where appropriate.
	Workplace templates, guidance from senior colleagues and opportunities to receive feedback on written work.
	3 months
	Review the quality of completed documents, monitor reductions in errors, and obtain feedback from colleagues regarding the clarity and structure of written communication.


	Use of Communication Methods and Technology
	The ineffective use of communication methods hinders information sharing.
My continued poor digital communication could lead to misunderstandings that could directly affect the service user.
	Increase confidence in selecting and using appropriate communication methods within 4 months by familiarising myself with workplace communication systems and completing any available training on digital communication tools.
	Access to the workplace communication systems, training opportunities and support from colleagues.
	4 months.
	Evaluate confidence levels through self-reflection, seek colleague feedback, and demonstrate effective use of email, messaging, video calls, and face-to-face communication in practice.


Figure 11. PDP (Personal Development Plan
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