	Student Name:
	Luke Connor Church

	Student Number:
	2533137

	Module No:
	BMSK4013

	Module Title:
	Management communication



Table of contents 

Introduction	1
Management communication	2
Motivation, performance, and conflict	4
2.1 motivation and performance	4
2.2 conflict in the workplace	5
3.self-evaluation of communication skills and personal development plan	6
Conclusion	10
References	11


[bookmark: _Toc231020661]Introduction

Management communication is an important part of every workplace because it helps managers and employees share information clearly and work together effectively (Barrett,2014). According to Alder (2020), Good communication helps build trust between team members, improves motivation, and creates a positive working environment. When managers communicate well, employees are more likely to feel valued, confident, and motivated to do their jobs successfully.
This report will evaluate my own communication skills in both verbal and written communication. It will look at my strengths and areas where I need improvement by using feedback from others and communication theories. The report will also explain how trust and motivation are connected to communication in the workplace. In addition, it will include a self-evaluation of my communication skills and a Personal Development Plan (PDP) showing how I plan to improve my confidence, speaking, listening, and overall communication effectiveness in the future.
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Workplace communication is important because it helps employees and managers share information and work together effectively (Alder,2020). Good communication improves teamwork, productivity, and relationships at work, while poor communication can cause confusion and mistakes. Communication theories and models help explain how communication works and why it is important in organisations.
One important model is the Communication Cycle. The Communication Cycle explains communication as a process involving a sender, message, channel, receiver, and feedback Shannon and Weaver Communication Model (1949).  This model is useful because it shows that communication is only successful when the receiver understands the message correctly. For example, a manager may explain a task during a meeting, and employees may ask questions to make sure they understand. This feedback helps reduce mistakes and improve teamwork. However, the model can be limited because it does not fully explain how emotions or stress can affect communication in the workplace. Therefore, the Communication Cycle is useful for understanding the basic stages of communication but may not explain every workplace situation fully.
Another important theory is the Shannon and Weaver Communication Model (1949). This model focuses on “noise,” which means anything that interrupts communication. Noise can include loud sounds, unclear language, distractions, or technology problems. For example, on a construction site, workers may struggle to hear instructions because of loud machinery. This could lead to mistakes or safety risks. The model is effective because it highlights the importance of clear communication and reducing barriers. However, the theory is often criticised because it sees communication as one-way and does not focus enough on human relationships or emotions. Therefore, although the model helps explain communication barriers, it does not fully show how people interact in real workplaces.
Schramm’s Model of Communication also helps explain workplace communication. This model explains communication as a two-way process where both people send and receive messages through feedback. This is important because communication in workplaces usually involves discussion and teamwork (Schramm,1954). For example, employees may speak to managers about problems with workloads or deadlines, and managers can respond with support or solutions. This improves teamwork and helps employees feel involved in decision-making. A strength of Schramm’s model is that it reflects real workplace communication more accurately than one-way models. However, some employees may still feel uncomfortable sharing opinions with managers because of workplace hierarchy. Therefore, the model shows the importance of feedback but also highlights that workplace culture can affect communication.
Verbal and non-verbal communication are both important in management communication. Verbal communication includes speaking in meetings, phone calls, and conversations, while non-verbal communication includes body language, facial expressions, eye contact, and tone of voice DeVito,(2019). Non-verbal communication can affect how messages are understood by employees. For example, a manager who speaks politely and uses positive body language may motivate employees more effectively. In workplaces such as construction, hand signals may also be used to communicate safely when noise levels are high. This shows that communication is not only about words but also about actions and behaviour. Therefore, managers need strong verbal and non-verbal communication skills to communicate effectively.
Barriers to communication can reduce workplace effectiveness if they are not managed properly. Common barriers include language differences, poor listening, unclear instructions, and information overload( Keyton 2017).For example, employees may misunderstand tasks if managers use difficult language or explain too many instructions at once. This can reduce productivity and increase mistakes. To overcome these barriers, managers can use simple language, active listening, regular meetings, and feedback. Training can also help employees improve communication skills. These strategies improve understanding and help organisations work more effectively. Therefore, identifying and reducing communication barriers is important for successful workplace communication.
Written communication is also widely used in organisations. Emails, reports, schedules, and company policies are common examples of written communication. Written communication is useful because employees can read information again if needed (Men,2014). However, written communication can sometimes create misunderstandings if instructions are unclear. For example, an employee may misunderstand an email if important details are missing. Face-to-face communication is often more effective for important or sensitive discussions because people can ask questions immediately. This links to Media Richness Theory, created by Richard L. Daft and Robert H. Lengel, which explains that some communication methods are better for complex situations than others. Therefore, managers should choose communication methods carefully depending on the situation.
In conclusion, workplace communication is essential for organisational success because it improves teamwork, productivity, and employee relationships. The Communication Cycle, Shannon and Weaver Model, and Schramm’s Model all explain different parts of communication and show the importance of feedback, clarity, and interaction. Verbal, non-verbal, and written communication methods are all important in the workplace. Although barriers such as noise and misunderstandings can create problems, managers can improve communication by using clear language, feedback, and suitable communication methods. Effective communication helps organisations operate successfully and achieve their goals.
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Motivation, performance, and conflict are closely linked in the workplace. Motivated employees usually work harder, improve productivity, and cooperate better with others (Latham, 2012). For example, employees who feel valued by managers are more likely to perform well. However, poor motivation can lead to low performance and increased conflict between workers. Conflict may also reduce teamwork and create stress. Therefore, managers must use good communication and support employees to maintain motivation and improve workplace performance.
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Motivation is important in the workplace because it affects employee performance, behaviour, and productivity. Employees who are motivated are more likely to work hard, complete tasks successfully, and work well with others (Robbins,2022). In contrast, low motivation can reduce productivity and create negative attitudes in the workplace. Different motivation theories help explain how managers can improve employee performance and workplace relationships.
One important motivation theory is Maslow’s Hierarchy of Needs, created by Abraham Maslow (Maslow 1943). Maslow believed employees are motivated when their needs are met, starting with basic needs such as safety and moving towards higher needs such as recognition and achievement. This theory is useful because it explains why employees perform better when they feel safe, valued, and supported at work. For example, in my construction workplace, workers are more motivated when managers provide safe working conditions, protective equipment, and fair pay. Employees who feel appreciated are more likely to complete tasks efficiently and follow safety procedures correctly. However, the theory can be limited because not all employees are motivated by the same things. Some workers may care more about money, while others may value recognition or career progression. Therefore, although Maslow’s theory explains motivation well, managers may need to use different approaches for different employees.
Another important theory is Herzberg’s Two-Factor Theory. Herzberg believed there are hygiene factors, such as pay and working conditions, and motivators, such as achievement and recognition. Hygiene factors prevent dissatisfaction, while motivators increase job satisfaction and performance. This theory is relevant because employees are unlikely to stay motivated if workplace conditions are poor. For example, in construction, workers may lose motivation if safety standards are poor or if managers fail to communicate properly. In comparison, workers who receive praise for completing projects successfully may feel more motivated and confident. This can improve teamwork and productivity in the workplace. However, Herzberg’s theory may not apply to every employee because some workers are mainly motivated by financial rewards rather than recognition. Therefore, the theory is useful for understanding motivation but does not fully explain every employee’s behaviour.
Motivation also has a strong connection with workplace performance and communication. Employees who feel supported by managers are usually more productive and engaged at work. Good communication can improve motivation by helping employees understand tasks clearly and feel involved within the organisation. For example, site managers who regularly communicate with workers and provide positive feedback can improve teamwork and reduce workplace conflict. However, poor communication can reduce motivation and lead to mistakes, delays, and low morale. Therefore, communication plays an important role in maintaining motivation and improving employee performance.
In conclusion, motivation is closely linked to employee performance and workplace relationships. Maslow’s Hierarchy of Needs and Herzberg’s Two-Factor Theory both explain how employee needs, recognition, and working conditions affect motivation. Although both theories have limitations, they help managers understand how to improve employee performance. Effective communication, recognition, and positive working conditions are important for maintaining motivation and improving workplace success.
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Conflict in the workplace happens when employees disagree because of different opinions, poor communication, or workplace pressure. Conflict can affect teamwork, motivation, and performance in organisations. Some conflict can be helpful because it encourages employees to share ideas and solve problems. However, too much conflict can create stress and reduce productivity.
One common cause of workplace conflict is poor communication. Poor communication happens when instructions are unclear or employees misunderstand information. This is important because misunderstandings can create frustration and arguments between workers. For example, in my construction workplace, workers may receive different instructions from supervisors about completing a task. This can lead to confusion about responsibilities and delays in work being completed. This shows that unclear communication can reduce teamwork and workplace performance. Therefore, managers must communicate clearly and make sure employees understand instructions properly.
Another cause of conflict is differences in personalities and working styles. Employees may disagree because they have different opinions or ways of completing tasks. This type of conflict is known as interpersonal conflict. For example, one employee may prefer to work quickly while another focuses more on accuracy. These differences can sometimes create tension within teams. However, some disagreement can also be positive because employees may share ideas and improve problem-solving. This can help teams make better decisions and improve performance. Therefore, conflict is not always negative if it is managed correctly.
Conflict can also affect motivation and employee performance. Employees who experience ongoing conflict may feel stressed, less motivated, and less willing to work with others. This can lower productivity and create a negative workplace environment. For example, employees who feel ignored by managers may become less engaged at work. However, managers who listen to employees and solve problems fairly can improve teamwork and motivation. This demonstrates that good communication and conflict management can improve workplace relationships. Therefore, managers play an important role in reducing negative conflict and improving performance.
In conclusion, conflict is a common part of workplace communication and can have both positive and negative effects. Poor communication, personality differences, and workplace pressure can all cause conflict between employees. Although some conflict can improve teamwork and problem-solving, unresolved conflict can reduce motivation and productivity. Effective communication and fair management are important for maintaining positive workplace relationships and improving organisational performance.
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 Communication is an important skill in the workplace because it helps people work together, share ideas, and avoid misunderstandings. To evaluate my communication skills, I looked at my own performance, asked others for feedback, and used communication theories. This evaluation focuses on my verbal and written communication, my strengths and weaknesses, and areas where I can improve.
Criteria Used to Evaluate My Communication
I used different criteria to measure how effective my communication is. This included clarity, listening skills, confidence, professionalism, adaptability, and written accuracy. Clarity means how easy my message is to understand, listening skills measure how well I pay attention and respond to others. Confidence looks at my tone of voice, eye contact, and ability to speak clearly. Professionalism means being respectful and polite. Adaptability is how well I change my communication style for different people.
Written accuracy focuses on grammar, spelling, and organisation in emails and reports. These criteria are important because they are expected in most workplaces.
Feedback Collection and Analysis
To get honest feedback, I created a short questionnaire and gave it to five people who work or study with me. The questionnaire asked them to rate my communication skills and give comments about my verbal and written communication. The questionnaire is included in the appendix.
The feedback showed that most people think I communicate clearly and politely. They said I explain ideas well and stay calm when discussing problems. Some people also said I am a good listener and easy to approach.
However, the feedback also showed areas where I need to improve. Two people said I sometimes speak too fast during presentations, which makes it harder to understand me. Others mentioned that I do not always share my ideas confidently in group discussions. One person also suggested that my emails could be shorter and more direct.
The feedback helped me understand both my strengths and weaknesses.
Strengths and Areas for Improvement
One of my main strengths is listening. I pay attention to others, ask questions, and try to understand different opinions. This helps me build good relationships with people at work or in class.
Another strength is professionalism. I communicate respectfully and stay polite even in stressful situations. My written communication is also strong because I organise information clearly and usually use correct grammar and spelling.
Although I have strengths, there are areas I need to improve. I need more confidence when speaking in front of groups. I sometimes feel nervous and avoid sharing my opinions. I also need to slow down when speaking so people can understand me better. In written communication, I should make my emails shorter and clearer.
Gap Analysis
A gap analysis compares my current communication skills with the skills expected in the workplace.
At the moment, I meet expectations in listening, professionalism, and written organisation. However, there is a gap in confidence and public speaking. In the workplace, employees are expected to speak clearly, share ideas confidently, and communicate effectively in meetings and presentations.
To improve, I plan to practise public speaking, join more group discussions, and ask for regular feedback. I will also spend more time checking my written work to make sure it is clear and concise.
Reflection on My Communication Style and Behaviour
My communication style is friendly, respectful, and supportive. I prefer calm discussions and try to avoid conflict. I usually think carefully before speaking, which helps me avoid mistakes. However, this can also make me quieter in group situations.
I also understand that body language is important. I usually show that I am listening by making eye contact and paying attention. However, when I feel nervous during presentations, my confidence decreases. Improving my confidence will help both my verbal and non-verbal communication.
Shannon and Weaver’s Communication Model explains that communication can fail if there are barriers or distractions. For example, speaking too fast can make it difficult for others to understand the message. This theory shows why clear communication is important.
Mehrabian’s Communication Theory explains that tone of voice and body language are also important in communication. This relates to the feedback I received about improving confidence and eye contact during presentations.
This evaluation helped me understand my communication skills better. I learned that I am polite, organised, and a good listener, but I need to improve my confidence, speaking speed, and conciseness in writing. By practising presentations, participating more in discussions, and improving my written communication, I can become a more effective communicator in the workplace.










SMART Personal development plan
	Development Area 
	SMART target
	Actions to achieve target
	Resources needed 
	Timescale
	Success measure

	Improve verbal communication skills
	Improve confidence when speaking to a large group
	Practise talking in small groups and make sticky notes to support the tasks.
	Feedback from management and colleagues 
	6 months 
	Gain positive feedback from my team

	Improve non verbal communication 
	To work on tone and eye contact within communication
	To Practise maintaining positive body language when talking to large groups
	Feed back from colleagues and managers
	6 weeks
	I will appear more confident when communicating 

	Improve on written communication 
	To make clearer emails and written reports 
	Make use of professional language and grammar
	Proof reading, Templates, grammar tools
	1 month
	Work becomes more organised and professional.
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To conclude, communication is a very important part of management because it helps people work well together and understand each other. Good communication helps managers give clear instructions, solve problems, and create a positive working environment. From this evaluation, I learned that I have strengths such as listening and being professional, but I also need to improve my confidence and speaking skills. By practising more and learning from feedback, I can continue to improve my communication and become more effective in the workplace.
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