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INTRODUCTION
Sumaiya et al., (2022) state effective communication helps individuals understand procedures and field-specific skills in today's competitive corporate environment. Furthermore, they state, communication may deepen relationships, build trust, respect, collaboration, improve social and emotional wellness and enhance problem-solving abilities.
Communication in the workplace is a way to convey a message to another person either verbally or non-verbally, or through visual methods. In business, it is imperative to be an effective communicator as a leader. According to research there are four models of communication in this report I will compare each cycle and what they have in common. the circular cycle is one element they have in common, working in conjunction with sender, message, channel receiver. Through connection and sharing of needs and experiences, communication helps people build relationships; language enables thoughts, feelings, and facts, to be expressed making it vital to life.
The cycle of communication begins with the sender composing a message, responsible for encoding the concept that he/she wishes to convey in a manner that may be comprehended by the recipient. Messages could be in a form of ideas, voice, symbol, sign, or gesture.
The main communication cycles, Shannon & Weaver, Schramm, and Berlo are broken into the key parts of Sender, Message, Channel, and Receiver. Sender  formulates the message, message describes the data that is being communicated from the sender to the recipient, channel is the mode or medium that communication travels through to reach its destination connecting the sender and recipient, receiver is the one who decodes the message. Channel is the mode or medium that communication travels through to reach its destination. Connecting the sender and recipient. There can be benefits and drawbacks to each channel Berlo's method, considered the receiver is impacted by communication skills, attitudes, knowledge, social systems, and culture in a manner like that of the sender. (Berlo,1960) an example of the Shannon-Weaver model would be a phone call is one instance of the Shannon-Weaver model. In this case, the caller is the sender, and the phone acts as the encoder, transforming the message into a format that can be transmitted across wires.
An illustration would be a pupil attending a seminar. How they perceive the material will depend on their interest in the subject, background, and attention span. (Berlo,1960).
Feedback The dynamic and interactive Osgood-Schramm model of communication places a strong emphasis on context and feedback in the exchange of ideas. In a professional setting, it entails a sender—a manager, for example—delivering a message to recipients—the team, for example—about a new project. (Schramm & Osgood, 1954).
Berlo’s model has been criticised for being linear, one way, it did not allow for what could be going on under the surface, thoughts, attitudes, feelings, emotions, and values.
Modern theorists now consider different concepts of communication, linear, interactional, and transactional.  Berlo’s and Shannon and weaver’s model original model were examples of Linear, one way, and after a decade Schramm developed the interactional model, Human-machine interaction is a prime example of the interactive communication concept in action. Workers at a workplace have everyday conversations with each other. In the interactive model, for instance, two employees interacting about a project at work will be both senders and receivers.
In social, relational, and cultural contexts, communicators create social realities through the process of communication, according to the Transaction Model of communication. Under this paradigm, nurses communicate not only to convey information but also to: Build rapport. Establish cross-cultural partnerships.

The other theorists had an extra problem to consider noise. Berlo’s original model was created in the 60’s, and then adapted in 1978.  Schramm & Osgood’s Model, had the sender, message, channel and receiver as well as noise to consider. Noise interpreted could be anything that causes interference during the model's channel stage is referred to as noise. A receiver may find it difficult to hear a message due to background noise or be distracted by other things, which makes it difficult for them to concentrate on the conversation. Each Model has pros and cons to consider today for example Berlo’s model did not consider psychological and noise barriers he based his model no distractions and did not address non-verbal communication. However, he listed factors that affected the sender and receivers, for effective communication depends on all elements of the cycle. When you deliver anything for the first time, the Communication Cycle can help you ensure that you do not forget anything important and enables you to make the most of the effect of what you provide.
In my future business, the communication cycle I would use would be the Shannon Weaver model because it allows for interaction and feedback from the receivers. 
Communicating with employees to understand their values is how managers establish the importance of communication. Receiving rewards that people desire as opposed to irrelevant or uninteresting ones will greatly increase employee motivation.

A theory about how to communicate emotions is known as the 7-38-55 rule. According to the rule, spoken words convey 7% of meaning, voice tonality conveys 38%, and body language conveys 55% of communication. Albert Mehrabian, a psychology professor at the University of California, Los Angeles, created it and presented the idea in his 1971 book Silent Messages. Effective communication as a leader in business needs to consider formality, language and structure, content, tone and different modes of communication. Example police dealing with a suspect.  The culprit is a law-abiding, normative citizen who, in the heat of a heated debate, lost his cool and killed his neighbour. He fled the crime site, terrified of what he had just done. Upon initial questioning by law enforcement, he refuted having any knowledge or involvement in the offence. After several weeks and a thorough police investigation, he was contacted for another interview. He is now overcome with regret for his actions, self-blame, and sadness. He is willing to confess after a protracted interrogation. "Have you killed Joe?" the investigator asks him for the hundredth time. The suspect feels an internal struggle as they prepare to confess The suspect has a conundrum as he prepares to confess: on the one hand, he is prepared to acknowledge, but on the other, he is afraid of what will happen next—the investigation, the disgrace and publicity that would befall him and his family, and the penalty. Therefore, when he responds to the question, "Yes, I did," his voice is uncertain, and his body language reflects his internal conflict: he shifts in his seat uneasily, avoids making eye contact with the investigator, covers his face, etc. The skilled investigator recognises all of these indicators as well as 97 cues known as "The 7/38/55 Ratio Rule," according to urban legend. Being a strong proponent of the 7/38/55 rule, he determines that it’s a false confession! Prof. Mehrabian, the creator of the 7/38/55 ratio rule, will actually disagree with the investigator's conclusion if it appears irrational and illogical for him to ignore the confession. To put it in his own words, "My findings... have received considerable attention in the literature and in the popular media." 
Note that these and other equations pertaining to the proportional weight of verbal and nonverbal cues came from studies examining the transmission of attitudes and feelings (like-dislike). These formulas are irrelevant unless the communicator is discussing their emotions or opinions.
However, the formula became so well-known at this point that Mehrabian cautions and clarifications were ignored, despite his explanations. (masterclass, 2019) There can be barriers in communication to consider, environmental barriers, Physiological barriers, linguistic barriers, Physiological barriers, Perceptual barriers, content barriers, personal barriers Individuals need to be treated and spoken to according to the environment. For example a formal tone would be used when speaking to aan Officer from the army, or informal tone when speaking to a mechanic. 
In my own business, I work with different suppliers to order makeup products, and tools, when communicating with suppliers, I would use a friendly tone when placing an orders or speaking to clients either verbally or written. 
The table below shows examples of written communication used through different platforms in my own business. It indicates the strengths and weaknesses of the communication style. 
	Written
	Example
	Strengths 
	Weaknesses
	In my business

	Email
	Bookings, quotes or invoices
	Quick, can send more than one 
	Could get lost in spam folder, can go to the wrong person
	Could use emails for suppliers or setting up appointments

	Text
	Hi, can I book a make-up consultation?
	Quick
	Tone can come out wrong, not always delivered straight away
	Quick consultations, bookings, and to distracting.

	Im/Dm
	Messenger, WhatsApp
	Quick, direct 
	Can receive messages at all hours, no boundaries
	WhatsApp and messenger and Facebook could all be used

	Verbal
	Phone, face to face, video calls, voice notes
	Quick, direct
	Body language tone could be misunderstood, tone, or my voice not heard as I have voice issues
	Phone, face to face, video calls, voice notes could all be used



Motivation
What is motivation in the workplace? 
According to Maslow, individuals are motivated by needs, values and goals. Needs refer to psychological and physiological needs such as workplace breaks, access to water, over being treated fairly, or with respect at work. Values good manners, family, health, and wealth. Goals, achievements, qualifications or saving for something (See Appendix A) 
Herzberg categorised the elements influencing people's attitudes towards work into two dimensions. According to the first concept put forth by Herzberg and his colleagues, job satisfaction and discontent were influenced by two distinct sets of circumstances, making it impossible to evaluate both accurately on the same continuum (Herzberg et al., 1959; Stello, 2011).
According to Baron (1983), worker productivity and behaviour are impacted by motivational rewards. Motivation stands out as the most consequential when weighed against every other effective strategy for boosting worker productivity. Incentives or rewards from outside sources are related to extrinsic motivation. Rewards like cash, recognition, advancement, and professional chances are examples of this. Put otherwise, it is an objective that needs to be pursued by an employee and is often something material. Humans are naturally motivated, not because of outside forces. When someone is driven from within, they will finish a task because it piques their interest. Curiosity, interest, involvement, or a constructive challenge are related to intrinsic motivation. People are intrinsically driven when their actions seem self-sustaining and significant for them personally (Edwards and Johansen, 2015 cited by Rogti, 2021). 
The underlying tenet of Vroom's expectation theory is that worker effort will lead to performance, and that incentives will follow from improved worker performance (Vroom, 1964). Positive or negative rewards are the two possible types. Positive rewards are associated with a higher chance of extraordinarily motivated workers; negative rewards are associated with a reduced likelihood of motivated workers.
I would apply Vrooms theory in my work place because McClelland's desire for achievement theory, Herzberg's two-factor theory of motivation, and Maslow's hierarchy of needs theory are all clearly related to one another. This link illustrates how higher-level requirements and motivators overlap with lower-level needs and hygiene in a proportionate way. To prevent job discontent, Herzberg's parallel hygiene criteria must be satisfied, and lower needs must be satisfied before higher-order wants can have any motivating power. Maslow's theory of hierarchy of needs postulates that people are motivated by their intrinsic needs, which aligns with Herzberg's theory of motivational factors. 
Motivation Analysis Quiz
Having completed the Motivational analysis quiz by David McClelland and John Atkinson, I found that I am an achiever according to Atkinson and McClelland motivational analysis, my communication style is Assertive, and I agree with these findings. (See Appendix B)
[bookmark: _Hlk169108416]On reflection of my daughter’s questionnaire, I found it to be very similar to my own analysis of my motivational analysis style, her answers almost mirrored my own. The strengths of an achiever are being well organized, Innovative, initiative, planning and problem solving, and the weaknesses of an achiever are struggles with delegation, process (can be impatient) valuing relationships and team perfection, sensitivity, Risk-taking (only calculated) Needs, feedback, Challenge and Opportunity to grow, high standards, unique accomplishments, deadlines, responsibility, Checklists (and crossing them off!) 
Conflict resolution Strategy
What is conflict?
[bookmark: _Hlk169096440]People typically hold strong beliefs, which is what motivates them to hold such beliefs. There will inevitably be conflicts in belief systems when people are brought together and have different perspectives on life. Unhealthy conflict can arise in the workplace because of the interdependence of employee relationships and the practical effects of decisions made there (e.g., raises, hours, bonuses, and promotions can affect one's capacity to afford their lifestyle and self-esteem) (Mediator Journal, 2018). 

Communication is both the root cause and the solution of conflict.  Finding the appropriate communication style might be challenging, though, given that 60% of workers have never had basic dispute resolution training, particularly considering most people's innate propensity to shun or disregard disagreement. (Mediator Journal, 2018).

There are 5 main conflict resolution strategies known to organisations, Sir Thomas Kilman's theory as mentioned in the Harvard Business Review (2020) include: collaborating, competing, avoiding, accommodating, and compromising. In terms of assertiveness and cooperativeness, the confronting/collaborating technique scores highly. According to McShane and Von Glinow (2000), it has the maximum degree of win/win orientation. It entails information exchange, candour, and issue clarification at the disputed site to arrive at a solution agreeable to all parties. 

A compromise strategy is a give-and-take approach to conflict resolution. Everybody forfeits something that the other party desires. When this approach is used, positive attitudes and behaviours at work may emerge. When one side uses the opposing tactic to pressure the other to take a certain stance, this is known as the forcing or competitive style. A win-lose attitude is adopted when using a forceful style with a very high assertiveness rating and a low cooperativeness rating. This could have detrimental effects. A method of preventing conflict is the smoothing strategy. Smoothing styles score highly on cooperativeness and low on assertiveness. Points that both parties agree on are underlined, rather than differences. Positive attitudes and behaviours at work may also arise from this approach. Instead of attempting to immediately address the issue, a participant it may choose to abstain from it or to ignore it entirely. This is known as the withdrawal method Tuvya T. Amsel,(Amsel, (2019)
According to various studies Omoluabi, (2001) This workworks style has the potential to produce counterproductive work behaviour.
A common conflict in the workplace is when someone takes it upon themselves to be a leader, which can lead to divisions, conflicting leadership. Everybody responds to different leadership philosophies in a different way, and each has their own unique approach. There are bold and dynamic leaders, and there are those who are relaxed, peaceful, and gentle. Although some people follow tight norms and procedures, others could be more authoritative. Divergent leadership philosophies can lead to conflict. Employees who value their independence may become irritated with a supervisor who micromanages them, for instance. 

Highlight the importance of respecting individual differences among all staff members as a means of resolving leadership disputes. Motivate your leaders to exercise caution in how they handle their teams' work practices and personalities as well as how they communicate with them. Despite any potential leadership gaps, they must adapt and establish a connection with their subordinates.

Individuals differ in their work methods, just as they do in their approaches to leadership. Some people work best and are most productive when working in groups, yet some people prefer to work alone and undisturbed. Some people need to be led almost every step of the way, but some people know how to push themselves and can finish a task without assistance. Even though some people enjoy finishing their work as soon as possible, others perform better under duress. 

You also need to demand that all of your employees respect and tolerate one another when there are problems over work styles. Teams are necessary to complete a variety of tasks, and workers must work together to share ideas and solicit feedback from all parties.
Cited by Indeed (2024). Conflicts in the workplace frequently arise when different groups come together to work. Professionalism demands the ability to handle disputes in the job. It is possible to foster a more positive business culture and strengthen connections with your coworkers by being aware of the various disputes that may occur in the business and knowing how to handle them. To help you hone your conflict resolution abilities, we examine workplace conflict instances in this article and provide some viable solutions that you may use in your own professional settings.
A scenario for a work place conflict could be Conflict: During your weekly team meeting, you're choosing which marketing approach to use for your upcoming project. Regarding the optimal path, you and your colleague cannot agree. While your colleague believes that option two is advantageous to both firms, you believe that solution one provides the greatest benefits to your client. The conversation gets intense, and they start to lose patience. Seek to reach a compromise that addresses both of your concerns. Resolution: Taking a step back from the problem can help you stay calm and gain perspective as a first step. You could propose to your colleague that you revisit this after the meeting or that you all take a five-minute break so that everyone has time to reflect. Take this moment to focus on yourself and breathe. By providing time and space to revisit the issue with a new perspective, this small action helps all sides. By taking action early on, you may easily stop this kind of conflict from getting worse. Citied by Indeed (2024).
For this report a Personal Development Plan and Communication questionnaire have been created to assess my communication skills, I downloaded and printed off the questionnaire for my daughter to fill in. See appendix
Personal Development Plan
	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target date for review

	I would like to retrain to do Makeup, how to develop my business for online as well as working from home
	Enrol in university, do make up courses, enrol on computer literacy, build a brand, practice my skills
	Make up, money, resources tools equipment, insurance space to run business from
	Feedback, money earnt, graduation 
	6 monthly

	I would like to develop a good business practice, and as a sole trader
	Retrain to do Make up get all my qualifications need for me to start my business, learn how to run the business online, learn how to film my work
	Support from family and friends, pass my assignments, and modules for make-up and computer courses
	Feedback, passing each task, reviews, and questionnaires
	12 monthly

	Become and effective business owner, be successful online
	Apply myself to finish my studies, practice my skills frequently and take on any additional courses to stay relevant
	Support from family and friends, university, outside resources
	Sales, profit, and hours I work 
	12 monthly



Conclusion
Communication has a great impact on people’s motivation, great motivation comes from great communication, it’s a manager’s responsibility to make staff perform. The purpose of the report It was to demonstrate my understanding of effective communication and non-verbal communication, informal and formal communication and develop effective communication skills as a reflective manager. 
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Appendix B
MOTIVATIONAL ANALYSIS QUIZ
(Based on Motivation Theory by John Atkinson and David McClelland)

Each of the following groups of statements has three choices. Choose the one in each set which most closely fits your own motivations. Remember, there are no wrong answers. Place an “X” before the letter of your choice.

1.  	a. When doing a job, I seek feedback.
 	xb.  I prefer to work alone and am eager to be my own boss.
 	c.  I seem to be uncomfortable when forced to work alone.

2.  	a. I go out of my way to make friends with new people.
 	b. I enjoy a good argument.
 	xc. After starting a task, I am not comfortable until it is completed.

3.  	a. Status symbols are important to me.
 	b. I am always getting involved in group projects.
 	xc. I work better when there is a deadline.

4.  	xa. I work best when there is some challenge involved.
 	b. I would rather give orders than take them.
 	c. I am sensitive to others - especially when they are mad.

5.  	a.  I am eager to be my own boss.
 	xb.  I accept responsibility eagerly.
 	c. I try to get personally involved with my superiors.

6.  	a. I am uncomfortable when forced to work alone.
 	b. I prefer being my own boss, even when others feel a joint effort is required.
 	xc. When given responsibility, I set measurable standards of high performance.


Page 1 of 6




7.  	x	a. I am very concerned about my reputation or position.
 	b. I have a desire to out-perform others.
 	c. I am concerned with being liked and accepted.

8.  	a. I enjoy and seek warm, friendly relationships.
 	xb. I attempt complete involvement in a project.
 	c. I want my ideas to predominate.

9.  	a. I desire unique accomplishments
 	b. It concerns me when I am being separated from others.
 	xc. I have a need and desire to influence others.

10.  	xa. I think about consoling and helping others.
 	b. I am verbally fluent.
 	c. I am restless and innovative.

11.  	a. I set goals and think about how to attain them.
 	b. I think about ways to change people.
 	xc. I think a lot about my feelings and the feelings of others.

MOTIVATIONAL ANALYSIS KEY

1. a. Achievement	7. a. Influence
b. Influence	b. Achievement
c. Affiliation	c. Affiliation

2. a. Affiliation	8. a. Affiliation
b. Influence	b. Achievement
c. Achievement	c. Influence

3. a. Influence	9. a. Achievement
b. Affiliation	b. Affiliation
c. Achievement	c. Influence

4. a. Achievement	10. a. Affiliation
b. Influence	b. Influence
c. Affiliation	c. Achievement

5. a. Influence	11. a. Achievement
b. Achievement	b. Influence
c. Affiliation	c. Affiliation

6. a. Affiliation
b. Influence
c. Achievement



# of Achievement 8	

# of Influence 1	

# of Affiliation 2	


“Achiever” Characteristics

Interests:
Goals and how to achieve them Problems and how to solve them Strong performance and success

Strengths:
Well organized	Innovative
Takes initiative	Planning & problem-solving

Struggles and Weaknesses:
Delegation to others
Process (they can be impatient) Valuing relationships and team Perfectionism
Sensitivity
Risk-Taking (only calculated)

Needs:
Feedback (they don't like to fail) Challenge and opportunity to grow
High standards, unique accomplishments Deadlines
Responsibility
Checklists (and crossing them off!)

Best Types of Jobs:
Fundraising	Board of directors Training	Administration Data gathering	Finance

Has: An elaborate iPad


“Influencer” Characteristics
Interests:
Impact, influence on behalf of others (Social Power)
What's in it for me? Keeping the power I have (Personal Power) Leadership, prestige, and job status (both kinds of power)

Strengths:
Door openers Strategic thinkers
Fundraising from individuals Teachers, trainers
Work through hierarchy

Struggles and Weaknesses: Dominating Argumentative Outspoken
Intimidating (especially to Affiliators)

Needs:
Position of leadership and influence public recognition
Prestige and job status


Best Types of Jobs:
Advocacy Policy making Fundraising Political Action
Speaker, trainer


Media Representative Board Chair or Chair of powerful task force or committee


Has: Impressive recognition plaque wall


“Affiliator” Characteristics
Interests:
Interpersonal relationships Feelings (theirs and others) How they can help

Strengths:
Good listener	Good barometers of "climate"
Sensitivity	Team players

Struggles and Weaknesses: Over-sensitive Unaware of time Dealing with conflict
Needing much affirmation Being alone or with strangers

Needs:
To help and be needed
To be with friendly people To feel included, liked
To be supervised by a "leader-friend" Personal recognition
Opportunities to express feelings

Best Type of Jobs:
Direct client services	Public relations
Group or family activities	Leading support groups Planning / giving recognition

Appendix C
Communication Style Questionnaire 
This questionnaire is designed to help you assess your
preferred communication style.
Thinking about your behaviour at work, write a score against each statement to represent which best typifies your behaviour where:
4 = agree strongly, 3 = agree somewhat, 2 = disagree somewhat, and 1 = disagree strongly.
As with all questionnaires, the level of your honesty and self-awareness will impact on the accuracy of the outcome…so, be truthful to yourself!
1. I express my opinions in an honest and appropriate manner.
	[bookmark: _Hlk163824776]         4
	       3x
	     2
	     1


2. I can get angry and let this show. 
	4
	3x
	2
	1


3. I find it difficult to say ‘no’. 
	4
	3
	2x
	1


4. If I do not agree with a task that my boss has given me, I find a way of dragging my feet on it.
	4
	3
	2
	1x


5. I feel comfortable in asking for help from someone if they know more than me.
	4
	3
	2x
	1


6. I feel guilty if I leave on time for a valid reason and other people are still working. 
	[bookmark: _Hlk163824969]4
	3x
	2
	1


7. I can be sarcastic. 
	4
	3
	2x
	1


8. I think my way of doing things is better than other people’s. 
	4
	3
	2x
	1


9. If someone takes advantage of me, I find a way of evening the score. 
	4
	3
	2
	1x




10. I feel I have a right to say no to other people’s requests and to negotiate a compromise. 
	4
	3
	2x
	1


11. If I am in a large meeting, I find I do not speak up. 
	4
	3
	2x
	1


12. I like to be in control of a situation. 
	4
	3
	2x
	1


13. I stare people down. 
	4
	3
	2x
	1


14. I make good eye contact with other people. 
	[bookmark: _Hlk163825176]4
	3
	2x
	1


15. If I am unsure about a task that I have been given, I find it uncomfortable to ask for help. 
	4
	3x
	2
	1


16. I talk about other people behind their backs. 
	4
	3
	2
	1x


17. When I have to deal with someone in authority, I find it difficult to look them directly in the eye. 
	4
	3
	2x
	1


18. I am a good listener and equally other people listen to what I have to say. 
	4
	3x
	2
	1


19. Rather than confronting someone about an issue, I would rather give them the cold shoulder or drop hints to other people that I am not happy. 

	4
	3
	2x
	1


20. I am not afraid to be direct with someone, even if they think I am being rude.
	4
	3x
	2
	1




Self-Assessment: Results
To assess your preferred communication style, transfer the scores you have given to each statement to the boxes below.
Then total each column downwards.
Look at the column where your score is the highest.
This is the communication style you use most of the time.

	
Q1
4                    3
	
Q3
4                  2
	
Q4
1                    1
	
Q2
4             3

	
Q5
4                    2
	
Q6
4                   3
	
Q7
3                    2
	
Q8
1              2

	
Q10
3                    2 
	
Q11
1                   2
	
Q9
1                    1
	
Q12
2              2

	
Q14
4                    2
	
Q15
1                   3
	
Q16
1                    1             
	
Q13
1              2

	
Q18
4                    3
	
Q17
1                   2
	
Q19
1                    2
	
Q20
4              3

	19
Total
                 12
	11
Total
                12
	7
Total
                 7
	12
Total
             12

	
Assertive

	
Passive
	
Passive Aggressive
	
Aggressive





My preferred communication style is: ____assertive ______________
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