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 In this assignment I am going to be discussing the four different types of communication models with their strengths and weaknesses, I will also be talking about the importance of language, tone and formality and where they should be used and the different range of communication in my workplace. Then followed by the different types of motivation including extrinsic and intrinsic motivation and the motivation theories including their strengths and weaknesses and using my experience at my workplace to help me support the work and get a better understanding. I will then create a PDP with my results from a questionnaire of areas that need to be improved.
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There are 4 communication models which are 
· Communication cycle 
· Shannon & weaver 
· Schramm
· Berlo 
Communication cycle 
The communication model is a a process of getting a message from sender to the receiver.
This cycle has 7 stages: 
1. Sender: who is expressing the information. Verbal or non verbal.
2. Message: the message the sender is expressing.
3. Encoding: this is how the message is presented such as voice tone, gestures or any other way the speaker uses to convey the message. 
4. Channel: how the information is presented such as oral, media, texts. 
5. Receiver: the sender directs the message to the receiver. They collect the information and decode it or understand it. 
6. Decoding: how the receiver interprets the message. 
7. Feedback: the way the receiver responds to the message. 
[image: ]Here is a diagram of the communication cycle 
Shannon & weaver 
Shannon & weaver is a communication model is a model where it reduces communication to a process of transmitting information (Chandler, 1994). Shannon & weavers model consists 6  elements 
1. Information source, produces the message.
2. Transmitter, encodes the message into signals.
3. Channel, signals are adapted for transmission. 
4. Receiver, decodes the message from the signal. 
5. Destination, where the message is received. 
For the 6th element is noise source… the noise that can cause an interference to the message being sent such as crackling noise to a phone. 
Here is a diagram. 
[image: ]
(Shannon & weaver, 1949) 

Schramm
Schramms model is a model where the communication between the sender and receiver is in a circular form rather than a linear form. By being a circular model the sender and receiver continuously share information. This model was created by Will Schramm (1954). 
This model consists of 
1. The sender, who encodes and sends the message 
2. Message, what is being shared between the parties 
3. Receiver, who decodes the message 
4. Semantic barriers, backgrounds, beliefs, experiences or barriers. 
The messages travel back and forth to the sender and receiver. The sender can deliver one message and then become the reviver getting the message. 

[image: ]
(Schramm, 1954)
Berlo 
The Berlo communication model (1960) was created by David Berlo. This model consists of several factors under each element. 
1. Source, encodes
2. Message 
3. Channel, decodes
4. Receiver
Under sources the list emphasises the skills, attitudes, knowledge, social system and culture of communication which can cause a problem with the communication process. 
This can be seen in the diagram below 
[image: ]
(Berlo, 1960)

Differences between the models 
The communication cycle and Schramms models is different to the other two models because they  aren’t linear model where it’s a straight line it’s circular so communication is constant after the messages is received the person receiving the message then becomes the messenger. Shannon and weavers model has noise that can be an interruption to the message for instance if you was on the phone and the phone crackled due to poor connection it would cause an interruption to the message being sent but the communication cycle had noise in the cycle but if something is miss heard due to the noise it can be corrected. 

In my work place we use the communication cycle. This model works best because it is a circular model rather than a linear model so communication is consistent. I talk to clients they tell me what they want, I use that information and I do their hair colour and then they give me feedback which is a constant cycle of communication. Shannon and weaver model wouldn’t work best in work because when taking phone calls to book appointments if noise interrupted the phone call what the message isn’t received properly it would cause an issue. 




[bookmark: _Toc934586542]Tone, language and formality.
There are many important factors of tone language and formality when communicating. Formality is important because depending on what you want to put across is how the message is delivered such as if someone stood tall and presented themselves smartly for example, a police officer to have a formal conversation with someone who’s been pulled over it reflects professionalism and respect. If you were speaking to a friend or a child, you would speak informally. 
The importance of language is different depending on the audiences such as technical language and normal language. The use of technical language would be for certain audiences as some people may not understand the technical language. For instance, if a hairdresser was using technical terms to clients, they wouldn’t understand most of the conversation whereas a hairdresser's colleague would understand so you would have to use less technical language and explain different to suit all audiences. 
Structured conversations would be important if you were buying my business such as what you want for it, what the business consists etc. structured conversations are important if you want to get to the point and let people know what they need to know. However, you would have a different structure to a conversation if you were asking someone how they were feeling. 
The importance of content is that you would need to consider if it was relevant to say or not. For example, you wouldn’t tell the tax man everything. You wouldn’t tell your nemesis everything that’s going on in your life whereas you would tell your best friend ever little detail. 
The modes of communication with different audiences will be important because it’s how your conversation is put across. If you wanted a reply quicker than a text message or email you would ring them instead which is Informal but then you would email and wait on reply to be formal. 
The importance of tone when communication depends on conversation and how you want to present yourself in the conversation such as an uplifting tone, serious tone, telling off tone, happy tone and so on. Communication will come across better with appropriate tone. Tone is a reflectance of your professionalism and will be linked to how people judge you and the company. 
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In my work place we use a range of written communication methods, and we also use a range of verbal communication in the organisation. This will be presented below in a table with the advantages and disadvantages in my workplace.  


Verbal                                                       Advantages                                                 Disadvantages 
	1 to 1 meeting 
	This works best because we get to speak face to face with each other and discuss anything that we need to. 
	We don’t have enough time to have face to face meetings so they are very quick and sometimes they can turn into arguments if things are taken the wrong way. 

	Phone calls 
	We have phone call conversation with clients about appointments and what they want done 
	Sometimes it’s hard to speak over the phone with clients and find their availability against your availability. 

	Facetime meetings
	Facetime meetings we sometimes use in work which are good to use when everyone is busy and face to face meetings are unable to happen.
	Connection is sometimes bad so it causes an interruption to the meeting and what is said sometimes can be taken out of proportion due to lack of communication and tone in the communications.

	Consultations 
	We use consultations so Clients can come in and have a face-to-face conversation about their hair and we get a better understanding of what they want done. 
	Clients expect you to know what they are talking about when sometimes it doesn’t make sense and when they call to the salon for a consultation sometimes you don’t have enough time to have them change their mind about what they want. 













Written communication.                         Advantages                                               Disadvantage 
	Emails are used in work to communicate between each other when sending over information or when having a complaint 
	This is an advantage because it keeps it formal, and emails can be kept separate to texts when talking. 
	Sometimes they can be sent into junk folders which can cause a delay, or notifications may not go off. 

	Text messaging is used in my workplace so I can talk  to colleagues but also used for messaging clients and confirming appointment times. 
	The advantage to this is that you can always keep in contact and it’s an easy way to communicate. You can get hold of each other out of hours. 
	The disadvantage to this is that there may not be service of there can be a delay in messaging back. 

	WhatsApp is used in work so we have a work group so we can communicate between us. 
	We use WhatsApp in work to have a work group where we communicate and ask questions in the group it’s the best way to keep each other up to date with what’s happening. 
	The disadvantage to this is that when you finish work you don’t get down time as there’s always something that can be put in the group about appointments. 

	Facebook is a good way to communicate between everyone. 
	I use this to communicate because it’s the best way to communicate with clients or people through social media. When having appointment dates, I use the power of Facebook to allow people to see my availability and then they contact me through the post. 
	Sometimes when using Facebook its linked to a bigger range of audiences and it's easy to find your personal life. 




To improve my workplace, I would suggest certain times where we don’t reply to people, so we have some down time to ourselves. I would also maybe have frequent group meetings in work so we can discuss anything that we need to discuss instead of doing it over text or emails. 
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Motivation is the need and interest that energises and direct behaviours (Neil, J. 2015).  There are two types of motivation which is intrinsic and extrinsic motivation. Intrinsic motivation is where a person is moved to act for the fun or challenged entailed rather than external motivations such as products, pressures or rewards, however extrinsic motivation is a construct that pertains whenever an activity is done in order to attain some separable outcome (Oudeyer & Kaplan, 2007). 
There are four motivation theories such as:
· Maslow, Hierachy of Needs
· McLelland, Needs Theory.
· Herzeberg, Two Factor Theory of Motivation Hygiene.
· McGregor, X-Y Theory.
Maslows Theory
The Maslow, Hierarchy of Needs is arranged in a hierarchical pyramid with phycological needs at the bottom and self-actualisation at the top. The phycological needs (air, food, drink, shelter, clothing etc. These are all things needed to survive) is what needs to be satisfied before moving up higher in the hierarchy. Then moving up the hierarchy is safety and security, love and belongings, self-esteem and then self-actualisation. When moving higher up the hierarchy it is harder to satisfy the needs because of barriers (McLeod, 2024).
[image: ]
(Maslow, 1943)
The strengths of this model is that you can use this model in personal development. It also is an ease of understating. However, the weaknesses are that it ignores external factors, it doesn’t include different cultures and you can move between the different levels and not complete one before moving on to the next.
McLelland Theory
The McLelland, Needs Theory is a three needs theory which is power (like to take control and be in charge), achievement (like to solve problems and be achieve goals) and affiliation (more reserved and don’t like to stand out or take risks). We do not inherit these we discover and develop these through experiences. Mclelland states that people see achievement as a strong need to set and accomplish challenging goals. They like to receive regular feedback on their progress and achievements. They Often likes to work alone. However, for Affiliation, people want to belong to the group. They also want to be liked and will often go along with whatever the rest of the group wants to do and they don’t like high risk or uncertainty. People who like Power want to control and influence others. They Like to win arguments They also enjoys competition and winning and enjoys status and recognition.
[image: ]
(Mclelland, 1987)
The strengths to this model are that it is a very specific model that identifies the key motivational theories. The model will reduce the excuse for poor performance due to work being assigned to individuals that is most suited to. By using this work can get given to employees appropriately which suits the employee's motivation. Weaknesses are that the theory fails to consider people’s basic needs such as food, shelter or safety. This model is oversimplified when it comes to motivation as it’s only three main needs

Herzberg- Two factor theory 
The Herzbergs two factor theory has two factors which are motivators and hygienic factors. 
The motivator factors motivate, and the hygienic factors don’t motivate but prevent dissatisfaction. 
The motivator factors are:
· Achievement 
· The enjoyment work itself 
· Responsibility 
· Advancement 
· Growth and recognition
The hygienic factors are: 
· Fair and clear Policies 
· Quality of leadership (management and supervisors)
· Fair Pay 
· Relationships with people in the job
· Work conditions 
· Status 
· Security within the job
Hygiene factors are important as they prevent employee dissatisfaction and prevents employee from leaving. These factors could possibly not improve motivation and job satisfaction as much as motivators can.
[image: ] 
(Herzberg, 1959)
The strengths to this model are that it emphasises motivators such as recognition and achievement which will help increase job satisfaction and improved performance. Also. This model encourages company’s to design specific jobs that enhance motivators for employees. There is a clear understanding of between factors that will improve and lead to job satisfaction and those that will prevent dissatisfaction. The weaknesses to the model are that it does not consider different individuals and their personalities such as introverts and extroverts who will find satisfaction different in all aspects of work. Also, the model don’t consider that individuals are motivated in different ways and what may be a motivator for an individual may be a hygiene factor for another. 


Mcgregor X-Y Theory 
The McGregor X-Y Theory divides management attitudes and assumptions about worker motivation into two categories. The Theory X is seen as negative, and the Theory Y is seen as positive. This theory is about managers assumptions and their employees and how they motivate them. 
‘X managers’ assume that employees are lazy, avoid responsibility, dislike work, they need to be directed and are resistant to change. The X managers like authoritarian and have tight control. 
‘Y managers’ assume that employees do not dislike work, they are committed to working towards organisational goals, seek responsibility and that they are motivated by recognition, achievement and job satisfaction. Y managers want their employees to do their best and help provide better performances. 
[image: ]
(McGregor, 1960)
The strengths to this model are that it helps managers to reflect on their own approach and helping lead managers to more effective management. Helps managers understand the different motivation strategies. Allows managers to apply the theory x or y when needed. The weaknesses to this model are that managers may not give enough guidance or structure to employees or teams if they favour theory Y. 
In my workplace the x-y theory works best because my manager  “Y” which means she employees want to learn and develop. However if she was an “x” manager using more authority that will cause employees to not have a good relationship with the manager. By using the “y” as a softer approach and more supportive the company will have less employee turn over and employees will thrive more. 
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Motivation in the workplace plays a vital role in the development of organisations because motivation increases employee productivity and effectiveness (Vo, Tuliao, & Chen, 2022)
The key factors of motivation in my workplace are shown below in a table.
	Factor 
	The effect on performance and motivation
	My workplace example.

	Job Satisfaction
	Employees find their jobs fulfilling, challenging and meaningful can affect their motivation levels. 
	In my workplace I always have feedback from customers if they like their hair. Every day I am doing something different, and it makes my job more motivating. 

	Work-Life Balance.
	Organisations promote work-life balance through flexible working hours and suggesting remote working options to give employees freedom. 
	I am a self-employed hairdresser. I rent a chair off my manager, and I can come and go as I please, my hours are my working hours not a fixed day of work. 

	Relationships at work. 
	Good interpersonal relationships at work enhances job satisfaction and motivation. 
	Me and my colleagues get along very well and hardly any clash of personalities, so it makes me more motivated to go to work. 

	Work Environments.
	A supportive and positive work environment that encourages collaboration and communication enhances motivation. 
	In my workplace as a team, we are very supportive of each other, and we always try to encourage people and motivate each other. 

	Goals and Objectives. 
	Clear and achievable goals can motivate employees by giving them something to strive towards. 
	In my workplace I started as an apprentice, I knew I wanted to qualify so I made sure to pass all exams. Once i completed exams my next goal was to build up my clientele and once that was done I started my journey of being self-employed. 



From my motivational questionnaire that I completed I discovered that in my workplace the things that motivate me is that we are a happy team, and we all get along with each other which makes work easy to attend. Customers are always nice and east to get along. Also, having good feedback motivates me because i know i have done a good job on the client's hair. The things that de motivates me is having a messy salon and workplace, clients that are awkward, salon phone that don't stop ringing and having complaints de motivates me. To motivate myself I clean the salon and when having complaints i reflect so i can improve my techniques and then motivate myself to do better. 
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Peninsula (2024) suggests that conflict in the workplace is when there are disagreements between colleagues that may occur due to different beliefs, interests and ideas. 
Some examples of conflict are 
· Clash of personalities that can cause disruption in the workplace.
· Appraisals can cause jealousy amongst colleges. 
· Disagreements over job standards. 
· Different styles of working can cause problems due to it may not be done the way someone else would.
· Job bonuses can cause problems if one person gets a bonus, and another person didn't. 
When there is conflict in the workplace there should be a conflict management resolution strategy used to defuse the situation. The conflict resolution strategy is a step-to-step approach on how to resolve the situation in the correct manner. These are the steps 
1. Identify the problem: you would identify the problem and define the issue.
2. Prepare for the conversation: Gather facts and evidence and think of the desired outcome you want.
3. Communicate effectively: use “I” statements (Gordon & Chen, 2016) and active listen and remain calm.
4. Explore Solutions, think of possible solutions.
5. Agree on a plan: Decide on the best course of action and follow up. 
By using this step by step guide it will reduce situations getting out of hand and will reduce conflict time. 
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I produced a communication questionnaire and had 2 colleagues to fill it out truthfully. From this I discovered areas of my communication I needed to improve such as engaging when having a conversation, my tone when I speak to my colleagues and my adaptability when having certain conversations with certain people. My stronger areas were able to identify non-verbal cues, the use of body language to support my verbal communication and clarity of being clear and concise during meetings. My feedback was also rated clearly. However, listening, approachability and overall communication wasn't bad but wasn't good so theres areas of improvements. This questionnaire can be found in appendix A.
I used the results of my questionnaire to produce my PDP. Before I created my PDP, I created a Gap analysis which helped me know my areas of improvements using the SMART Objectives. 
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In conclusion, from what i have discovered, communication and motivation play a huge role in a workplace. If the motivation and team dedication isn't there then a team won't thrive. If there are barriers when communicating the can be a problem with how the message is being received. From the x-y theory I discovered my manager is an “y” which means that they want their team to thrive. From the questionnaire i have produced i now know my areas to improve and I have measurable targets to work towards to make me a better employee and help me in the future. 
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1. Clarity:
· How clear and concise are my verbal communications during meetings?
· Very Clear
· Clear
· Somewhat Clear
· Unclear
· Very Unclear
2. Tone:
· How would you describe the tone of my voice when I am speaking to the team?
· Always Positive and Encouraging
· Often Positive and Encouraging
· Neutral
· Occasionally Negative or Discouraging
· Frequently Negative or Discouraging
3. Body Language:
· How effectively do I use body language to support my verbal communication?
· Very Effectively
· Effectively
· Neutral
· Ineffectively
· Very Ineffectively
4. Listening:
· How well do I listen and respond to your concerns or questions?
· Very Well
· Well
· Neutral
· Poorly
· Very Poorly
5. Engagement:
· How engaged do you feel I am when we are having a conversation?
· Very Engaged
· Engaged
· Somewhat Engaged
· Disengaged
· Very Disengaged
6. Feedback:
· How clearly do I provide constructive feedback?
· Very Clearly
· Clearly
· Somewhat Clearly
· Unclearly
· Very Unclearly
7. Approachability:
· How comfortable do you feel approaching me with questions or issues?
· Very Comfortable
· Comfortable
· Somewhat Comfortable
· Uncomfortable
· Very Uncomfortable
8. Non-Verbal Cues:
· How accurately do I pick up on and respond to your non-verbal cues (e.g., facial expressions, body posture)?
· Very Accurately
· Accurately
· Somewhat Accurately
· Inaccurately
· Very Inaccurately
9. Adaptability:
· How well do I adapt my communication style to different situations and people?
· Very Well
· Well
· Somewhat Well
· Poorly
· Very Poorly
10. Overall Communication:
· Overall, how would you rate my communication skills?
· Excellent
· Good
· Average
· Below Average
· Poor
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	Area.
	Areas to improve.
	Goal.
	Specific actions I need to do to improve.
	Support or resources needed to achieve the gaol. 
	When do I plan to achieve it.

	Listening skills.
	Listening skills and communication skills 
	Better at listening and taking in what people are saying. 
	Make sure I listen properly and understand everything I'm listening to.
	Look into online resources to find ways to practice my listening skills and how to improve.
	Once I've focused on my listening skills try and do that for 2 months and ask for feedback of how i have done. 

	Engagement when in conversation 
	Engage more when having a team conversation.
	To be able to express my feelings in team meetings. 
	Write down what I want to say I team meetings and when there is a next meeting i will be able to engage more. 
	Pen and paper to write down notes of what I want to say.
	The next team meeting which will be 3 months.

	Tone when speaking
	Improve the use of tone in conversations rather than one set tone so people can tell if your emotions whether your happy, sad, excited etc.
	To be able to speak with specific tones to suit the conversation. That will stop the problem of being misunderstood. 
	When having a conversation, I will try and understand what tone is needed whether it was a serious conversation or not.
	Use online resources to try and understand the different types of tone and use them in conversation.
	Ask for feedback on the use of tone in my conversations after 6 months.

	Adaptability when in certain conversations
	To improve my confidence when having to face adapting conversation to suit. Such as i have a deaf client and i struggle communicating.
	Be better at adapting communication when needed and be able to be confident when doing it. 
	Prepare on how i would react to certain conversations and use facial expressions if needed. 
	Write down on paper where I am at and what I need to improve when adapting.
	Use strategies to communicate. Work on my communication methods and then review in 1 month.

	Overall communication skills
	I need to improve my communication skills to become a better hairstylist so I can understand and communicate with clients, so they get the look they wish for. 
	Be able to do a detailed consultation and ensure i am on the correct page when communicating with clients.
	Work on my communication skills and make sure i understand what clients want done.
	Practice my communication skills at home and write down a step-by-step consultation form using pen and paper.
	Review after 2 weeks to see if there's any improvements and then another review in 3 months.
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