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Introduction
In this assignment, I will discuss several different models of communication and their advantages and disadvantages in the workplace.

Communication Models

Communication Cycle 
[image: The Communication Cycle Handout]
(The communication cycle)

The communication cycle is a general circular cycle designed to simply explain the basic understanding of communication to and from person to person. Meaning, the ‘sender’ will provide information by encoding into their words, which is then relayed to the ‘receiver’ who will decode the information in a way where they will understand.  Once the ‘receiver’ has decoded the information they are then able to communicate back with the ‘sender’ which in turn will repeat the cycle until all information is understood and received. Although the communication cycle seems straight forward, it can have ‘noise’ interference. Noise can be categorised by many different things, which can include language barriers, a disability or even someone feeling tired. All examples of noise may represent a reason why those who are encoding a message may not be able to successfully interpretate their info to the receiver. A more detailed example of ‘noise’ would be a person (the sender) who is wearing a mask/face covering trying to pass on information to another person (the receiver) who is hard of hearing and relies on lip-reading to predominantly understand people. In many instances, the noise does not always land on the receiver but sometimes the sender. Another example would be a tried and overworked parent trying to instruct their children to settle down, but because she is so overloaded and stressed her communication is impatient, rude and snappy which in turn may encourage her children to react boisterously. Although this communication cycle outlines a logical and clear understanding of how basic communication works, it does not take into consideration components that noise may bring such as religion, culture and body language.

Shannon & Weaver
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(The Shannon & Weaver Mathematical Model, 1948)
This model was designed by Claude Shannon and Warren Weaver in 1948. The pair developed a mathematical communication theory which displays how communication occurs between a sender and receiver. The model is a liner model which represents a one-way communication style which in basic terms displays the ‘information source’ aka the sender, transmitting a message to the receiver with minimal noise. Kubota (2019) explains how Shannon and Weaver describe noise under four different categories, these are Physical, meaning room temperature, Psychological, as if someone has a biased opinion on a person, Biological, meaning an illness or feelings such as tiredness or hunger, and finally Semantic, which represents things such as slang words or other special terms such as military jargon. The Shannon-Weaver model has several advantages. It first takes into consideration factors that delay efficient communication. Therefore, it enables the detection and resolution of communication problems or noise. In order to make the communication process easier for the recipient to understand, the model also divides it up into smaller components. It also applies to nearly all forms of communication because it can turn communication into a two-way process, rather than the one-way system it appears to be. Finally, it assesses communication as a process that can be conveyed more conveniently to one another. Although this appears as a beneficial model, there are a number of drawbacks. Firstly, it works better for one-on-one communication but not as well for groups. This is because the sender takes the lead while the recipient stays passive. Consequently, there is a chance that the communication process will weaken as there is not a lot of opportunity for feedback. For example, since there is no feedback when watching television, the viewer takes on a passive role. Feedback is viewed as less important than the main information that was delivered. Since human communications are not mathematical in nature, some find this model can be misleading.

Schramm
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Schramm’s model of communication (1954)
Developed in 1954, Wilbur Schramm created a model in which communication occurs in a circle. It is implied by being circular that the sender and the recipient switch roles and have an equal share in communication by allowing a feedback loop. This sets it apart from previous models that assume linear communication. The source has a concept at the beginning of the process. Next, using signs, this concept is converted into a message and delivered to the intended recipient. In order to reassemble the original idea, the destination (receiver) needs to interpret and understand the signs. They create their own message in response, encrypt it, and transmit it back as input. A crucial component of many communication channels is feedback. It can be used to reduce processes like outside noise or mistakes made during the encoding and decoding stages that could jeopardize effective communication. The individuals' backgrounds also have an impact on how well a communication goes. A field of experience contains attitudes and beliefs in addition to past life experiences. It has an impact on the encoding, decoding, and interpretation processes. The message must relate to both participants' areas of experience for communication to be successful. The recipient cannot make the connection between the message and the original concept if it is outside of their experience. This frequently occurs when there are significant cultural differences. Schramm’s simple explanation of communication benefits individuals in several ways because of its two-way process as it rejects the idea that the audience is a passive receiver and assigns them a more active role.

Berlo
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Berlo’s model of communication, 1960)
David Berlo created this model in 1960, which is like all the other models discussed but includes a lot more detail and is way more complex. Including factors such as senses like hearing and seeing which takes into consideration things like body language. To guarantee that the communication carries the correct information, the source must ‘encrypt’ it or ‘decode’ it. "Content" in this context refers to any communication, both purposeful and accidental. The words, body language, and slides used together during a presentation are a few examples of communication elements. The communication style must match the source's intended interpretation of the message, whether it be serious or humorous, official or informal, which this model describes for successful communication. Berlo’s channels clearly display how important the five senses are and their ability to convey a message which is not always just about words we hear. The biggest disadvantage for this model is likely the ‘feedback’ element. It is understood that a one-way system is not always convenient because it does not allow for barriers of the communication or noise because it requires individuals to be on the same level for effective communication to happen which may not always be beneficial in a workplace.


Comparing the Communication Models
Each of the communication models created by Schramm, Shannon and Weaver, and Berlo offers a different viewpoint on the communication process, reflecting the various theoretical ideas and actual-life problems of the people who created them. Berlo's Sender-Message-Channel-Receiver (SMCR) model highlights the linear nature of communication and the significance of each element's effectiveness and clarity. It highlights the roles of the knowledge, abilities, attitudes, and social structure of both the sender and the recipient as well as the culture, implying that these contextual and individual elements play a major influence in successful communication. On the other hand, the Shannon and Weaver model concentrates on the technical aspects of communication and was originally created for radio and phone communication. It presents the idea of "noise," or any interference that might bias the information, and highlights the significance of the encoding and decoding procedures.

The importance of paralinguistics in communication
Formality
To guarantee clarity, respect, and appropriateness in a variety of circumstances, formality in communication is essential. It sets the tone and structure for conversations, directing the creation, delivery, and reception of messages. Formality is necessary in professional and organisational environments to uphold credibility and professionalism. It assists in establishing limits and expectations that are clear, both of which are essential for efficient management and coordination. In order to ensure that information is communicated in a structured and consistent manner, minimise miscommunication, and encourage accountability, formal communication frequently adheres to established rules and channels. 

Furthermore, formality is essential for communication in a variety of social and cultural contexts. It offers a degree of appropriateness that might help avoid disputes and miscommunications, particularly in multicultural settings where standards and expectations can differ greatly. For example, as a beauty salon manager, using formality when addressing staff can help convey important information clearly and respectfully, ensuring professionalism is maintained, such as if you were dealing with sickness or lateness. Formality can be applied to all workplaces as it comes in several levels of authority such as a police officer, a teacher, a friend or family member.  

Language
In the workplace, language is fundamental because it guarantees professionalism, transparency, and productive teamwork. While professional and polite communication promotes respect and good relationships between coworkers and clients, clear and exact language helps to avoid misunderstandings and mistakes. Good language use plays a crucial part in conflict resolution by promoting diplomatic and compassionate communication, which improves teamwork by encouraging idea exchange and problem-solving. Being aware of language and cultural differences is essential for inclusion in varied environments. Positive language can also increase staff morale and motivation, and courteous, transparent communication with customers promotes satisfaction and confidence. The organisation's brand image is shaped by the language used in workplace communications, which upholds the company's reputation and core values. In general, developing language proficiency is essential for an effective workplace. As a beauty salon manager, effective use of language is crucial for managing staff, communicating with clients, and maintaining a professional and welcoming environment, using words such as “good morning, how are you?” etc.

Structure
In the workplace, structure is essential to preserving simplicity, efficiency, and order inside a company. It offers a transparent structure that makes tasks and responsibilities easier for staff members to comprehend, which lowers confusion and overlap and boosts productivity and job satisfaction overall. By creating clear channels for information to flow and guaranteeing that all parties are informed and in agreement with the organisation's objectives, a clearly defined structure enhances communication. It makes department coordination and collaboration easier and simplifies operations and processes for increased productivity. Furthermore, a solid framework provides flexibility, enabling the company to react to changes and take advantage of new opportunities. By creating stability and a sense of worth and coordinating individual efforts with the goals and objectives of the company, it also boosts employee morale. As a salon manager I would use structure with staff by clearly defining roles and responsibilities, establishing structured shift schedules and attendance policies, implementing comprehensive training programs, setting up clear communication channels, conducting regular performance reviews, encouraging collaboration through team meetings, and enforcing salon policies and procedures. These structured approaches help ensure smooth operations, enhance teamwork, and maintain professionalism and consistency in service delivery.

Tone
Tone may express a speaker's attitude, feelings, and intentions. Things that words alone frequently cannot. It is a vital part of communication because the same words can be interpreted differently depending on the tone used, it helps to clarify the meaning of a message. Tone plays a crucial part in the development and maintenance of relationships by reflecting the speaker's emotional state and aiding the listener in understanding the speaker's feelings about the issue or the listener. Tone has a big influence on how effective persuasive communication is. A passionate and confident tone can inspire and engage the audience, whereas a monotonous or indifferent tone doesn't. The appropriate tone establishes the general tone of the conversation, increases interest, communicates intentions, and aids in understanding.




Range of Written and Verbal Communication in the workplace
Below is a range of tables describing the pros and cons of verbal and non-verbal communication in the workplace. I will discuss how certain factors of communication are used in the workplace and the advantages and disadvantages these may have. 
Verbal Communication
	Communication Style
	How is it used?
	Pros and Cons of method

	
Face to Face
	To give instructions and build connections and trust
	Most effective communication method, though some may feel intimated

	
Teams
	To have a meeting where everyone can participate
	Can have all employees at one time wherever their location, though poor Wi-Fi can affect this

	
Phone Call
	To talk to an employer whilst they are off ill, or to discuss a return to work
	Manager able to stay in touch with employee but unable to assess their wellness in person

	
Video Call
	To give clearer instructions visually when person is not available 
	Convenient when manager is not available but can be seen as unprofessional 



Written Communication
	Communication Style
	How is it used?
	Pros and Cons of method

	
Email
	To send policies or agendas for upcoming work events
	One of the most professional forms of communication in the workplace but not the most used method with the younger generation

	
Letter
	To send information to employees regarding pension or disciplinary 
	An employer has the letter to keep for future reference if needed but is a one-way form of commutation and not environmentally friendly

	
Text
	To change/swap shifts with one another
	Quick and easy method for employees but not procedure in a professional setting

	
Job Descriptions
	To inform people of a job vacancy and what the job entails 
	Makes applying for employment easier for people but can sometimes have limited information



Upon the research I gathered from the above communication styles, although face to face is the most effective form of communication as it gives the manager the ability to really engage with their employees, I would personally consider using a more informal approach with my workforce, such as texting and messenger because the younger generation are very social media orientated.  Forms of communication such as Phone calls and Emails can intimidate some employees because with emails, they are unable to perceive a person's tone but with phone call, they are unable to see a person's face. My recommendation for my employees would be to use a mix of verbal and written communication to benefit everyone. 

Motivation
Psychology Today, (date unknown) defines motivation as “The desire to act in service of a goal”, which suggests that it is one of the driving forces behind human behaviour to continue striving toward success, meaning and purpose. Motivation can be categorised by to 2 factors, which are Intrinsic and Extrinsic. Ryan and Deci (2000) say Intrinsic motivation is defined as the doing of an activity for its inherent satisfaction rather than for some separable consequence, which for some, their intrinsic motivation may be their children. Whereas Levesque and Deci (2010) say extrinsic motivation underlies behaviours performed to obtain separable rewards or avoid negative outcomes, which for some could be wages earnt from work. It is safe to say that intrinsic motivation lasts longer but takes longer and extrinsic motivation is quicker but shorter lasting. 

Motivation Theories 
Mclelland’s Three Needs Theory
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According to McClelland's Three Needs Theory, which was initially presented in the 1960s, three basic needs, accomplishment, affiliation, and power are what motivate people. The urge to excel and achieve difficult goals is known as the need for achievement, the want to build and keep warm relationships is known as the need for affiliation, and the desire to control and influence others is known as the need for power. Although this theory is praised for its practicality and acknowledgment of individual variations, it is criticised for Its measuring issues and possible cultural biases. In contrast to theories such as Herzberg's and McClelland's, which I will discuss below, it does not follow a rigid hierarchy and instead considers intrinsic motivators. It is nevertheless a helpful example for understanding motivation in corporate settings, despite its shortcomings.


Herzberg Two Factor Theory of Motivation Hygiene (1959)
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Based on a distinction between hygienic elements and motivators, Herzberg's Two-Factor Theory of motivation was created in the 1950s. While they don't directly boost job happiness, hygiene elements like pay, workplace policies and working conditions might if they're not up to standards for employees. Motivation and job happiness are directly increased by motivators such as achievement, recognition, and personal development. The theory's strength is that it emphasises the significance of intrinsic elements while concentrating on enhancing job design to increase employee engagement. It is criticised nevertheless, for its oversimplified contrast of bias introduced by the self-reported data, and the overlap between hygiene and motivational variables. Herzberg's theory continues to have an impact on organisational development and human resource management despite these drawbacks.






McGregor X – Y Theory (1960)
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Two opposing theories of worker motivation and management are described by McGregor's Theory X and Theory Y, which were developed in the 1960s. According to Theory X, a hierarchical approach to leadership results from the assumption that workers are essentially lazy, require continual supervision, and are driven primarily by financial incentives and job security. In contrast, Theory Y advocates for a participative management style by asserting that workers are self-motivated, crave responsibility, and find fulfilment in their work. The theory is frequently attacked for its simple and straightforward approach of human behaviour and practicableness, even while it emphasises the influence of managerial attitudes on employee behaviour and promotes more humanistic management techniques. Even yet, McGregor's model continues to be an essential component of management theory, influencing modern theories of organisational development and leadership.

Although I feel my staff and I would benefit from all three theories discussed above, I would be able to operate a beauty salon effectively by utilising McClelland's Need Theory, as long as I strike a balance between the three needs. In order to improve service quality and client satisfaction, I would aim for excellence and innovation if I had a high need for achievement. However, I would have to be careful not to establish unattainable goals that would result in staff burnout. If the need for affiliation is what motivates me, then I would concentrate on building a cohesive and encouraging work environment, encouraging staff morale, and making clients feel welcome. However, I would find it difficult to enforce policies or deal with performance concerns. Lastly, I could successfully lead the team and propel the salon's performance if I had a great demand for power.




Factors that affect motivation in the workplace
There are multiple factors that affect motivation in the workplace, below are a set of bullet points that explain what and why.
Job Satisfaction:
· High satisfaction boosts beauty therapists' creativity and customer service.
· Dissatisfaction can lead to poor client experiences and high turnover.
Recognition and Rewards:
· Recognising excellent service and providing incentives motivates staff.
· Lack of recognition can make therapists feel undervalued and demotivated.
Work Environment:
· A clean, well-organised, and supportive salon enhances motivation.
· Poor conditions and a negative atmosphere reduce morale and performance.
Leadership and Management Style:
· Supportive and participative management increases staff motivation.
· Powerful and unfair management can lead to resentment and decreased motivation.
Work-Life Balance:
· Flexible scheduling helps maintain therapists' motivation and well-being.
· Overworking staff can cause burnout and reduce their effectiveness.
Relationships at Work:
· Positive relationships with colleagues and managers boost team spirit and motivation.
· Conflicts and poor relationships can lead to a toxic environment and demotivated staff.



Conflict in the workplace
[bookmark: _Int_omzsA5UX][bookmark: _Int_lU2CIVrs][bookmark: _Int_HmyzLmE1][bookmark: _Int_VuGNaOd7][bookmark: _Int_dDr3W7eW]I've found that using a collaborative approach to problem-solving works well for handling disagreements at the beauty salon in order to keep things pleasant and satisfy customers. I start by determining the problem, which might be disputes between therapists, schedule difficulties, or client complaints. I then listen to everyone engaged in order to acquire information, making sure that everyone is respected and feels heard. Encouraging transparent conversation enables us to comprehend one another's viewpoints and identify points of agreement. We then collaborate to come up with ideas while taking into account everyone's demands and the goals of the salon. After reaching an agreement, I make sure everyone is on board and lay out exactly what needs to be done and who has to do it. Keeping track of the situation and offering assistance along the way encourages learning and development for my staff and myself which in turn will create a happy, healthy and motivating work environment. 

Personal Communication
In reflecting on my communication skills, I've identified several areas for improvement. I realise that while I can listen well when interested, I need to enhance my ability to listen and understand any conversation. Additionally, I acknowledge that I may sometimes come across as too abrupt when giving criticism and aim to deliver feedback in a clearer, kinder manner. Furthermore, I recognise my discomfort with public speaking and aim to build confidence and manage nerves in front of large audiences. Lastly, I understand the importance of improving my attention span and focus to actively engage with others' discussions without daydreaming. These insights highlight my commitment to personal growth and enhancing my communication effectiveness in various contexts.
Please see appendix A and B below for reference. 
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Appendices 
Appendix A : PDP
	Area 
	Current State
	Desired State
	Areas to work on

	Listening Skills
	Able to listen when interested in topic
	Able to listen and understand whatever the conversation is about
	Listen well and understand what is being said before moving on

	Giving constructive criticism 
	Can give criticism but may come across as too abrupt
	To be able to give constructive criticism in a clear, kind and understanding manner
	To be able to kindly explain and discuss constructive criticism with staff without them feeling I am singling them out

	Public Speaking 
	Not confident to speak in front of a large crowd
	To be able to speak confidently and in front of a large group of people 
	Learn to calm the mind and body, by managing anxiety and nerves in front of a large audience 

	Attention
	Unable to keep attention on topic for long periods of time, can pretend to look like I am
	To be able to pay attention and understand everything that is being said without daydreaming
	Learn to focus on one thing at a time and try my best to engage properly with what people are saying 














Appendix B : Questionnaire 
1. How do you like to communicate at work?
· Speak up and be clear
· Listen and collaborate
· Balance talking and listening
· Prefer writing over talking
2. How do you handle disagreements in meetings?
· Speak up and defend my ideas
· Try to find common ground
· Avoid conflicts and keep peace
· Let someone else handle it
3. How do you give feedback to others?
· Be direct and helpful
· Be kind and constructive
· Prefer giving feedback in private
· Avoid giving feedback
4. How do you like to receive feedback?
· Honest, even if critical
· Kind and helpful
· Prefer feedback in private
· Don't like feedback
5. How do you contribute to team communication?
· Lead and listen to everyone
· Listen and encourage ideas
· Join in when needed
· Stay quiet
6. How do you adapt to different people's communication styles?
· Adjust to match their style
· Keep my style consistent
· Find it hard to adjust
· Let others handle it
7. How do you make sure others understand you?
· Be clear and check for understanding
· Use visuals or writing
· Prefer face-to-face communication
· Struggle to make things clear
8. How do you prefer to communicate important information?
· Clearly and directly
· Using visuals or writing
· Face-to-face
· Not sure
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