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Introduction

In the contemporary workplace, the significance of effective communication and motivation cannot be overstated. These two elements are pivotal in shaping a productive, harmonious, and dynamic organizational environment. Communication serves as the lifeblood of any organization, enabling the seamless exchange of information, fostering collaboration, and ensuring that every team member is aligned with the organization’s goals and values. On the other hand, motivation is the driving force that inspires employees to perform at their best, encouraging engagement, creativity, and commitment to the organization’s mission.
Effective communication in the workplace involves not just the transmission of information but also the creation of an environment where open dialogue is encouraged, feedback is valued, and misunderstandings are minimized. It bridges the gap between different levels of the organization, ensuring that everyone from top management to front-line employees is working towards common objectives. Without clear and effective communication, even the most well-conceived strategies can fail to achieve their intended outcomes.
Similarly, motivation plays a critical role in the workplace by directly influencing employee performance and satisfaction. Motivated employees are more likely to be productive, innovative, and loyal to the organization. They are driven by both intrinsic and extrinsic factors, ranging from personal growth and job satisfaction to rewards and recognition. Understanding what motivates employees and implementing strategies to enhance motivation is essential for managers who aim to boost morale, reduce turnover, and drive organizational success.
This assignment will look at the intricate relationship between communication and motivation, exploring their individual and collective impacts on workplace dynamics. Through a comprehensive analysis, it highlights the importance of these elements in the work environment and achieving organizational excellence. By examining real-world examples, theoretical frameworks, and practical applications, this assignment provides insights into how effective communication and motivation strategies can be implemented to enhance overall performance and employee well-being.
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The communication cycle is the framework that outlines the stages involved in the exchange of information between individuals. This cycle helps in understanding how messages are sent, received, and interpreted, emphasizing the dynamic nature of communication. The key components of the communication cycle include encoding, the message, the medium, decoding, feedback, and noise. Here's a detailed example of each element:
1. Sender:
The person that initiates the communication process and are responsible for creating and sending the message.
2. Message:
The content of the communication, which can include information, ideas, tasks, thoughts, or feelings ect. The message must be clear and concise to be understood correctly.
3. Encoding:
The process by which the sender translates their thoughts or information into a form that can be transmitted. This can involve selecting words, symbols, or gestures to convey the message. Effective encoding considers the receiver's background, language, and context to ensure clarity.
4. Medium (Channel):
The medium is how the encoded message is transmitted from the sender to the receiver. Examples include spoken words, body language, written texts, emails, phone calls, video conferences, and social media it’s a good thing to keep in mind that the choice of medium can affect the effectiveness of the communication.
      5. Receiver:
The person for whom the message is intended.The receiver's role is to interpret and understand the message.
      6.Decoding:
The process by which the receiver interprets or translates the encoded message back into a form that they can understand. Effective decoding depends on the receiver's ability to understand the symbols, language, and context used by the sender.
    7.Noise:
Noise can cause interference or distraction that can distort or disrupt the message during transmission. Noise can be physical (e.g., background sounds, poor connection), psychological (e.g., preconceived notions, emotional states), or semantic (e.g., language barriers, jargon).
Recognizing and minimizing noise is crucial for effective communication.

[bookmark: _Toc171463715]Example of the Communication Cycle in Action

Imagine a manager (sender) needs to inform their team about an upcoming project deadline.

Encoding:
The manager decides to communicate the deadline via email (medium). They carefully craft the message to include all necessary details, such as the deadline date, tasks, and expectations.
Message:
The email contains the information about the project deadline.
Medium:
The email is sent through the company's email system to the team members (receivers).
Decoding:
Each team member reads and interprets the email (decoding). They understand the tasks and the deadline.
Now this is a one example how noise can effect the decoding 
If one team member has a poor internet connection (physical noise) or misunderstands a technical term used in the email , it could affect their understanding of the message and may miss the deadline of task. By being aware of potential noise and its impact on communication, individuals can take steps to minimize its effects, leading to more effective and efficient exchanges of information.
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Shannon & Weaver
The Shannon and Weaver Model, developed in 1948, conceptualizes communication as a linear process involving an information source, transmitter, channel, receiver, and destination, with noise as a potential disruptor. Strengths that are found would be the clarity and simplicity the model provides a clear and straightforward representation of the communication process, making it easy to understand. It also introduces the critical concept of noise, acknowledging that various forms of interference can affect message transmission and reception. Well-suited for technical communication and telecommunications, where the focus is on signal transmission and reception. However there are weakness within this model also. The model treats communication as a one-way process, which oversimplifies the complexity of human interactions that are typically more dynamic and interactive.  It also does not incorporate the concept of feedback, which is essential for ensuring that the message has been understood as intended and for facilitating two-way communication. Lastly the model does not account for the influence of context, culture, or the personal background of communicators, which can significantly impact the interpretation of messages. 

[image: ]                          (Wikipedia Shannon -Weaver model)


Berlo
Berlo's SMCR Model, introduced in 1960, breaks down communication into four components: Source, Message, Channel, and Receiver. It emphasizes the influence of the sender's and receiver's skills, attitudes, knowledge, social system, and culture on the communication process. The strengths on this emphasis would include the detailed breakdown of the communication components, allowing for a deeper understanding of each element’s role. Also the emphasis on Context it recognises the impact of the sender’s and receiver’s personal and social contexts on effective communication. This particular model is also somewhat versatile it is applicable to various forms of communication, from interpersonal to mass communication. Despite its detailed components, it still treats communication as a linear process without incorporating feedback, limiting its ability to fully capture the interactive nature of communication. The detailed analysis of each component can make the model appear complex and less practical for quick or straightforward applications in some workplaces.

[image: ]

(Communication Theory.org)

Schramm
Wilbur Schramm's Model, developed in the 1950s, presents communication as an interactive process involving feedback and shared fields of experience between the sender and receiver. Unlike the linear Shannon and Weaver Model, Schramm’s model recognizes communication as a two-way process with feedback, reflecting the dynamic nature of human interactions. It introduces the concept of shared fields of experience, highlighting the importance of common ground and context in effective communication. The model can be applied to various communication scenarios, including interpersonal, group, and mass communication. However the model assumes significant overlap in fields of experience for effective communication, which may not always be the case in diverse or multicultural settings. It also lacks the clear structure of linear models, which can make it more challenging to systematically analyse specific communication processes. This model would be effective in complex and interactive communication scenarios, such as interpersonal and organizational communication workplaces, where feedback and context are critical.
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Each communication model offers distinct advantages and limitations for workplace communication. The Shannon and Weaver Model provides a foundation for understanding basic communication processes and potential barriers. Berlo's SMCR Model offers a detailed view of the factors influencing communication, making it useful for diverse teams. Schramm's Model, with its emphasis on feedback and shared context, is best suited for dynamic and interactive workplace communication. By understanding and applying these models, managers and employees can enhance their communication effectiveness, leading to improved collaboration and organizational success. In a workplace setting, the Shannon and Weaver Model is useful for understanding and troubleshooting basic communication processes, particularly in scenarios involving technical instructions or straightforward information dissemination. However, its limitations make it less suitable for managing complex interpersonal interactions or team collaborations. Berlo's SMCR Model is valuable for understanding the negative factors that affect communication, such as cultural differences and individual communication skills. This can be particularly useful in multicultural organizations or teams with diverse backgrounds. However, managers might need to complement this model with strategies that incorporate feedback to ensure two-way communication. Schramm's Model is ideal for managing interactive and ongoing communication processes, such as team collaborations, feedback sessions, and conflict resolution. Its emphasis on feedback and shared context helps ensure that messages are understood correctly and that any misunderstandings are promptly addressed. 
In a salon, Schramm's Communication Model is particularly effective. The beautician and client continuously exchange messages and feedback throughout the treatment. Initially, the beautician asks the client about their desired outcome of treatment, and the client shares their preferences. As the beautician begins the procedure, they regularly check in with the client to ensure satisfaction. If the client requests any adjustments, they provide feedback, and the beautician makes the necessary changes. This iterative process of communication ensures mutual understanding, resulting in a successful salon experience. Schramm's model fosters a comfortable environment where communication flows easily, allowing the beautician and client to collaborate effectively to achieve the desired result.
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Tone, language, and formality are crucial in the workplace because they influence how people feel and understand each other. Tone refers to how we convey our messages. A kind and respectful tone makes people feel valued and positive, whereas a harsh tone can lead to feelings of upset or anger. Using clear and simple language enhances mutual understanding, avoiding confusion that can arise from complex words or slang. The level of formality should be appropriate for the situation; being too formal can create distance, while being too casual might be inappropriate. Striking the right balance ensures that everyone feels comfortable and respected. By paying attention to these aspects, we foster a workplace environment where communication is effective, individuals feel appreciated, and teamwork thrives.

Different modes of communication

Different modes of communication in the workplace are essential because they facilitate connection and information sharing in diverse ways. For instance, face-to-face communication allows us to observe each other's facial expressions and body language, enhancing mutual understanding. Written communication, such as emails or messages, is excellent for conveying detailed information and maintaining records. Phone calls are useful for quick conversations or real-time clarification. Each mode has its strengths and weaknesses, so it is important to select the appropriate one for the situation. For example, while face-to-face communication is effective for building relationships, it might not always be feasible, particularly in remote work scenarios. Having multiple communication methods ensures that everyone remains connected and informed, regardless of location or activity.
In a salon, various communication methods are vital for smooth operations and exceptional customer service. Direct interaction, or face-to-face communication, is crucial as it enables salon staff to understand clients' preferences. Phone communication is valuable for scheduling appointments, confirming bookings, and providing timely updates to clients.

Formality 

Formality in the workplace can be both beneficial and challenging. On one hand, it is important because it proves professionalism and respect for others. Using formal language and behaviour helps people feel understood and vauled, and it establishes clear rules and structures for communication, which can prevent misunderstandings. However, excessive formality can sometimes make people feel uncomfortable or distant. It might hinder creativity and teamwork because people may feel reluctant to speak up or share new ideas. Therefore, while formality is crucial for showing respect and professionalism, it is also important to find the right balance so that people feel comfortable and can collaborate effectively.
Formality in a beauty salon can offer several benefits, contributing to a professional atmosphere and maintaining high costumer service standards. Using formal titles and professional language when addressing clients, for example, can significantly enhance their customer service experience and satisfaction giving them a feel of a professional environment to relax in.

Language
Language in the workplace is crucial because it is the primary means of communication. Using clear and respectful language ensures that everyone understands each other better and collaborates effectively. For instance, if instructions are given using confusing jargon or slang, it can lead to misunderstandings and mistakes. Conversely, overly formal or complex language can also hinder communication, making people feel distant or intimidated. They may be less likely to ask questions or share their ideas. Therefore, while language is essential for effective communication, finding the right balance between clarity and friendliness is key to creating a positive and productive workplace environment.

In a beauty salon, appropriate language is vital as it helps create a comfortable and welcoming atmosphere for clients. For example, beauticians might use friendly and polite language when greeting clients, such as saying, "Hello, welcome to our salon!" This approach makes clients feel valued and relaxed. When discussing beauty treatments or preferences, using clear and descriptive language is crucial to ensuring that clients receive the service they desire. For instance, a beautician might ask, "Would you like a facial or a full makeover today?" This helps avoid misunderstandings and ensures clients leave the salon satisfied with their experience. Overall, using appropriate language in a salon contributes to a positive experience for clients and builds trust between them and the salon staff.

Structure
Structure in the workplace is essential because it helps ensure smooth operations. A clear structure means everyone knows their responsibilities and deadlines. For example, set working hours and schedules help staff plan their day and ensure they are available when needed. Structure also clarifies reporting lines and points of contact for assistance. However, overly rigid structures can sometimes stifle creativity and flexibility, making people feel constrained. Therefore, while structure is important for organization, it is also necessary to maintain some flexibility to adapt to changes and new ideas. Finding the right balance is crucial for creating a positive and productive work environment.

In a beauty salon, structure is critical to ensuring everything runs smoothly and clients receive the best service possible. For example, having a set appointment schedule helps organize the day and ensures each client is seen promptly. This structure allows the salon to manage time effectively, preventing clients from waiting too long or overlapping appointments. Additionally, designated stations or areas for different services, such as facials, manicures, and waxing, streamline the workflow and ensure each beautician has the necessary tools and space to work efficiently. Overall, structure in a salon ensures organized operations, prompt service, and a positive experience for both clients and staff.

Content
Content in the workplace is vital because it keeps everyone informed and helps them perform their jobs well. For instance, content can include important information like company policies or project updates. Good content also supports learning and motivation. However, too much content or content that is difficult to understand can be overwhelming and stressful. Therefore, while content is important for keeping everyone informed and engaged, it is essential to ensure it is clear, relevant, and easily accessible. Finding the right balance is key to creating a positive and productive work environment.

Tone
The tone used in the workplace significantly impacts how people feel and understand each other. A friendly and respectful tone fosters a positive and supportive work environment where everyone feels valued and appreciated. This can enhance morale, teamwork, and productivity. In contrast, a negative or harsh tone can make people feel upset or discouraged, leading to conflicts and misunderstandings. Therefore, while tone is crucial for effective communication and relationship-building, it is essential to be mindful of how we speak to others and choose our words carefully to create a positive atmosphere.

In a beauty salon, tone is critical in creating a welcoming and positive environment. For example, a beautician might greet a client with a warm and welcoming tone, saying, "Good morning! Welcome to our salon. How can I assist you today?" This friendly tone helps clients feel comfortable and valued, setting a positive tone for their salon experience. It shows that the beautician cares about their clients and wants to make them feel at ease. A welcoming tone also encourages clients to open up and communicate their preferences, which helps the beautician understand their needs better and provide excellent service. Overall, tone in a salon is important because it creates a welcoming and positive atmosphere that enhances the client experience and builds rapport between the beautician and the client.
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	Communication Type
	Verbal Communication
	Written Communication

	1. Client Consultation
	Discussing client preferences, needs, and expectations face-to-face.
	Recording client details, preferences, and any allergies on consultation forms or software.

	2. Service Explanation
	Explaining procedures, treatments, and products to clients.
	Providing treatment descriptions, aftercare instructions, and product recommendations in pamphlets or handouts.

	3. Scheduling Appointments
	Speaking directly with clients to schedule appointments.
	Using a booking system to confirm appointments and send reminders via text or email.

	4. Marketing and Promotions
	Discussing promotional strategies with team members or clients.
	Writing social media posts, creating flyers, or drafting newsletters to promote services and specials.

	5. Handling Client Concerns
	Addressing client complaints or issues in person.
	Writing incident reports or follow-up emails to document resolutions and ensure client satisfaction.



This table provides an overview of different  verbal and written communication styles in a salon workplace from the perspective of a manager.
[bookmark: _Toc171463720]Advantages and disadvantages.

	Communication Type
	Verbal Communication Advantages 
	Verbal Communication
Disadvantages 
	Written Communication
Advantages 
	Written Communication
Disadvantages

	1. Client Consultation
	Immediate feedback and clarification from clients.
	Potential for miscommunication due to different interpretations.
	Legal protection in case of disputes.
	Misinterpretation due to absence of non-verbal cues (e.g., tone).

	2. Service Explanation
	Speaking directly with clients to confirm its what they want.
	May lead to misunderstandings if details are not clear.
	Less reliance on verbal confirmation, reducing misunderstanding errors.
	Potential for miss understanding.

	3. . Scheduling Appointments
	Personalized service for clients regarding availability.
	Requires clients to be available for scheduling calls.
	Convenient for clients to confirm and reschedule appointments.
	Technical issues with delivery of reminders (e.g., email delivery).

	
	
	
	
	



This table overviews of the potential advantages and disadvantages of verbal and written communication styles in a salon.
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Motivation is the internal drive that propels individuals to pursue their goals and objectives. It acts like a fuel that sustains people in their endeavours. In the workplace, motivation is crucial as it inspires employees to perform their duties effectively. Employers invest in fostering motivation by offering incentives such as bonuses or promotions, and by cultivating a positive work environment that values and supports its workforce. Additionally, opportunities for training and career development are provided to enable employees to acquire new skills and advance professionally. Motivated employees tend to exhibit higher productivity, job satisfaction, and overall performance.

Intrinsic motivation occurs when individuals engage in activities because they find them inherently rewarding or enjoyable. They derive satisfaction from the task itself, such as painting for the joy of creativity or volunteering to experience the fulfilment of helping others.

 Extrinsic motivation involves performing tasks to obtain external rewards or avoid negative consequences. This type of motivation revolves around factors like financial incentives, praise, or the avoidance of criticism. For instance, working overtime for extra income or studying hard to achieve good grades and avoid disappointing others exemplifies extrinsic motivation.

In summary, intrinsic motivation is driven by personal enjoyment or fulfilment, whereas extrinsic motivation is influenced by external rewards or consequences. Both types play significant roles in shaping individual behaviors and outcomes across various personal and professional contexts.
We are now going to look at the 4 types of motivational theories.

[bookmark: _Toc171463722]McGregor's Theory X and Theory Y:

[image: ]

(The Enterprise Diary 2020)

McGregor's Theory X and Theory Y are contrasting perspectives on human behaviour and motivation in the workplace, proposed by Douglas McGregor in the 1960s.

Theory X suggests that managers traditionally assume employees are inherently lazy, dislike work, and need to be closely monitored and controlled. According to Theory X, people are primarily motivated by external rewards and punishments. Managers who subscribe to Theory X tend to use strict supervision, hierarchical structures, and a carrot-and-stick approach to motivate employees.

Theory Y, on the other hand, proposes that employees are self-motivated, enjoy work, and seek responsibility. According to Theory Y, individuals can be ambitious, creative, and capable of self-direction if given the right conditions. Managers who embrace Theory Y believe in empowering their employees, fostering a collaborative work environment, and providing opportunities for personal growth and development.

In essence, McGregor's theories highlight different assumptions about human nature and how those assumptions influence managerial practices. Theory X emphasizes control and external motivation, while Theory Y emphasizes trust, autonomy, and intrinsic motivation. These theories continue to influence organizational management and leadership approaches, encouraging a shift towards more participative and empowering management styles.

Maslow’s hierarchy of needs


[image: A rainbow pyramid with text
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Maslow's Hierarchy of Needs is a psychological theory that suggests human motivation is driven by a hierarchical arrangement of needs. It proposes that individuals are motivated to fulfill basic physiological needs like food, water, and shelter first. Once these needs are met, they strive for safety and security, followed by the need for love and belonging, such as through relationships and social connections. After fulfilling these social needs, individuals seek esteem and respect from others, as well as self-respect and recognition for their achievements. At the highest level of the hierarchy is self-actualization, where individuals pursue personal growth, fulfillment of their potential, and meaningful experiences. Maslow's theory implies that as lower-level needs are satisfied, higher-level needs become more prominent motivators in shaping human behavior and aspirations.

Herzbergs two factor theory 

[image: ]
(blue donkey 2019)
Herzberg's Two-Factor Theory, also known as the Motivation-Hygiene Theory, is a psychological theory that suggests there are two sets of factors that influence employee motivation and satisfaction in the workplace.

Hygiene Factors: These are factors that, if absent or inadequate, can lead to dissatisfaction among employees. Examples include salary, job security, working conditions, company policies, and interpersonal relationships at work. Herzberg argued that improving hygiene factors can prevent dissatisfaction but does not necessarily lead to increased motivation or satisfaction.

Motivational Factors: These factors are intrinsic to the job itself and contribute to job satisfaction and motivation. Examples include recognition, achievement, responsibility, opportunities for growth and advancement, challenging work, and the opportunity to contribute to meaningful outcomes. According to Herzberg, enhancing motivational factors can lead to increased job satisfaction and motivation among employees.

Herzberg's theory suggests that while hygiene factors create a baseline level of satisfaction and prevent dissatisfaction (often referred to as "maintenance factors"), true motivation and satisfaction at work stem from the presence of motivational factors that engage employees in their roles and provide opportunities for personal and professional growth. Therefore, managers should focus on both improving hygiene factors to prevent dissatisfaction and enhancing motivational factors to promote job satisfaction and motivation among employees.


Vrooms Expectancy Theory

[image: ]
(slide bazaar 2024)

Expectancy Theory, proposed by Victor Vroom, is a motivational theory that suggests individuals are motivated to behave in certain ways based on their beliefs about the likelihood of achieving desired outcomes.In essence, Expectancy Theory posits that people make decisions about their actions by considering three key factors:
Expectancy: This refers to the belief that effort will lead to performance. Individuals assess whether they have the capability and resources to successfully accomplish a task or achieve a goal. If they believe their effort will result in successful performance, they are more likely to be motivated to exert effort.
Instrumentality: This factor pertains to the belief that successful performance will lead to desired outcomes or rewards. Individuals evaluate whether achieving performance goals will result in tangible rewards, such as salary increases, promotions, recognition, or other valued outcomes. The stronger the belief in this link between performance and outcomes, the more motivated individuals are to exert effort.
Valence: Valence refers to the value or importance that individuals place on the anticipated outcomes or rewards. It reflects personal preferences and motivations. If individuals perceive the outcomes as valuable and desirable, they will be more motivated to pursue them.
In summary, Expectancy Theory suggests that motivation is influenced by the perceived likelihood of success (expectancy), the belief that success will lead to rewards (instrumentality), and the value placed on those rewards (valence). It emphasizes the importance of clear performance expectations, meaningful rewards, and the alignment of individual goals with organizational objectives to enhance motivation and performance in the workplace.


[bookmark: _Toc171463723]Factors that may effect motivation in the work place 

Motivation in the workplace is shaped by various critical elements that can bolster or diminish employees' drive and eagerness to perform effectively. Below are the primary factors that impact workplace motivation:
Recognition and Rewards: Employees feel motivated when their hard work and accomplishments are acknowledged and appropriately rewarded. This can include bonuses, promotions, praise, and awards that recognize their contributions to the organization.
Job Design and Responsibilities: The nature of the job itself significantly influences motivation. Roles that are challenging, meaningful, and offer opportunities for growth and skill development tend to inspire employees more than repetitive or mundane tasks.
Workplace Culture and Environment: A supportive and positive workplace culture fosters motivation. This encompasses respectful communication, teamwork, trust between employees and management, and a sense of community within the organization.
Leadership and Management Style: Effective leadership that inspires, supports, and empowers employees plays a crucial role in enhancing motivation. Leaders who set clear goals, provide constructive feedback, and encourage open communication contribute to a motivating work atmosphere.
Career Development Opportunities: Motivation thrives when employees see prospects for advancement, learning new skills, and progressing in their careers within the organization. Training programs, mentorship opportunities, and structured career growth plans can significantly boost motivation.
Employee Recognition and Feedback: Regular feedback on performance and opportunities for improvement are essential for sustaining motivation. Constructive feedback helps employees understand their strengths and areas for development, fostering ongoing growth and motivation.
Work-Life Balance: Organizations that prioritize work-life balance and offer flexible work arrangements demonstrate care for employee well-being. This approach often results in higher job satisfaction and increased motivation among employees.
Fairness and Equity: Perceptions of fairness in decision-making, promotions, and distribution of rewards profoundly impact motivation. Employees are motivated when they perceive that they are treated fairly and equitably compared to their colleagues.
Organizational Goals and Mission: Employees are more motivated when they understand and align with the organization's mission, vision, and objectives. Clear communication of these goals helps employees connect their work to broader organizational success, fostering a sense of purpose and motivation.
Intrinsic Factors: Lastly, internal motivators such as autonomy, the desire for mastery (improving skills), and a sense of purpose (finding meaning in work) play a significant role in driving motivation. These factors inspire employees to engage deeply in their tasks because they find them personally fulfilling and rewarding.
In conclusion, workplace motivation is influenced by a blend of factors that cater to both external rewards and internal satisfaction. Organizations that prioritize these elements cultivate a motivating work environment where employees are engaged, productive, and committed to achieving organizational goals and success.
[bookmark: _Toc171463724]Conflict in the workplace 

While conflict is a natural part of organizational life, proactive management and resolution strategies are essential for maintaining a positive and productive work environment. By addressing conflict constructively, organizations can harness its potential to foster growth, innovation, and stronger relationships among employees. :Conflict can stem from various sources, such as differences in communication styles, competition for resources, misunderstandings, personality clashes, conflicting priorities, or organizational change. The organization's culture and leadership play significant roles in how conflict is perceived and managed. A supportive and inclusive culture that values open communication, respect, and collaboration can minimize destructive conflict and encourage constructive resolution.
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	Goal
	Actions
	Timeline
	Monitoring and Evaluation

	Skill Enhancement
	Attend advanced training workshops or courses in skincare, makeup techniques, etc.
	Short-term (3-6 months)
	- Assess progress through feedback from trainers and colleagues.

	
	Keep updated with industry trends through online resources and professional networks.
	
	

	Customer Service Excellence
	Attend customer service workshops or seminars.
	Short-term (3-6 months)
	Track client satisfaction scores and feedback.

	Networking and Professional Development
	Attend industry events, trade shows, networking meetings.
	Medium-term (6-12 months)
	Track participation in professional associations and forums.

	Self-Care and Wellbeing
	Establish a self-care routine (rest, nutrition, exercise).
	Ongoing
	Monitor personal health indicators (e.g., energy levels, stress levels).

	
	Practice stress management techniques (meditation, yoga).
	
	Assess balance between work demands and personal life.

	
	Take breaks to prevent burnout and maintain mental wellbeing.
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	Question
	Answer

	How would you rate the clarity and effectiveness of my written communication (e.g., emails, memos)?
	4 out of 5. Emails are usually clear, but sometimes more details could be helpful.

	How would you rate the professionalism and tone of my written communication?
	5 out of 5. Your emails and memos always come across as professional and respectful.

	How would you rate the clarity and effectiveness of my verbal communication (e.g., team meetings, client interactions)?
	3 out of 5. Sometimes in team meetings, it’s a bit unclear what the next steps are.

	How would you rate my ability to listen actively and respond appropriately during conversations?
	4 out of 5. You generally listen well and give thoughtful responses.

	How would you rate my overall communication skills in terms of fostering a positive work environment?
	5 out of 5. Your communication style really contributes to a positive atmosphere in the salon.



Notes:
The ratings are on a scale of 1 to 5, where 1 is the lowest and 5 is the highest.
Natile Smith my employee completed the questionnaire.
Although I am overall pleased with my feedback I shall strive to better communicate with clarity and direction verbally In my next team meetings and client interactions. 
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