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[bookmark: _Toc722290906][bookmark: _Toc663092076][bookmark: _Toc937136414][bookmark: _Toc883923054]Introduction 
The purpose of this report is to explore the concepts of communications and motivations the report also we will be doing a self-evaluation on what our communication styles are in the workplace, we are then going to create a personal development plan to create smart goals to improve our communication weaknesses. We will also be looking at the concepts of motivation in the workplace including different motivation theory is and what motivates us. 
[bookmark: _Toc1118930266][bookmark: _Toc488595717][bookmark: _Toc1558951354][bookmark: _Toc1325859114]Communication 
[bookmark: _Toc1031180942][bookmark: _Toc492012811][bookmark: _Toc658487127][bookmark: _Toc2014675724]Explanation of communication cycles 
During any sort of communication cycle there are multiple steps that need to be taken for effective communication to be made, such as think of what you want to say and to what audience , encode the message, choose the write channel for delivery, deliver the message in whatever form you choose, when the recipient receives then decodes the message they can then provide feedback to you. 

There are many different communication cycles such as Comms cycle, Shannon weaver,Schramm Berlo. According to schramms (1954) communication cycles happen within our self or two people; each person acts as both sender and receiver and hence use interpretation. It is simultaneously taking place e.g. encoding, interpret and decoding. Semantic noise is a concept introduced here it occurs when sender and receiver apply different meaning to the same message. It happens mostly because of words and phrases for e.g. Technical Language, so certain words and phrases will cause you to deviate from the actual meaning of the communication. 
[bookmark: _Int_tDxq6YFL][bookmark: _Int_EJMzvl5Q]Communication is a process that happens in different ways such as orally, non-verbal and written and in what way the message is being sent and in what context that its being sent and received, both the sender and recipient can then respond to each other in different ways and roles this then becomes cyclical process. For a communication to work successfully, the message sent must be understood and interpreted clearly and aligned with the real intention of both the sender and the recipient of the message. Thus, it is important that the barriers to communication are addressed and considered. The communication “killers” are those which are defined to be the barriers to effective communication. Some of the most common barriers to communication are (Gibson and Hannah, 1992):
Importance of verbal and non-verbal communications
There are many ways of verbal and non-verbal communication all have their own different benefits, if you are verbally communicating with someone you can get your answerers and feedback there and then and will be able to get a understanding of the context of the communication such as their tone, body language and the way it is being delivered to you , where as if `the communication is non-verbal it could be seen in more of a professional way and could be put out there not with intention for response and can also be beneficial to wider audiences. According to Lyon (2018) The difference between one-way communication and two-way communication is the difference between a monologue and a dialogue and the difference between no response by a listener or viewer and a response. In the former, one person speaks, or a message or information is conveyed in only one direction...as in the examples cited by the other answers, such as printed advertisements that convey a message or information to the reader. In instances of one-way communication, there is no immediate response from the listener or the reader.
Workplace communication methods
Within my workplace we use a multitude of different communication tools , being used mostly would be verbal as working in the care setting its very important you have good verbal communication skills with the service users, families and other staff and management etc, we have different lots of handovers with each other a day we discuss what's gone on throughout our shift if there has been any problems and things that need to be done for the other shift to take over, we use a Tanoy system to call colleges over and use phones to ring to the other units when needed.  We also have different forms of written communication in our workplace its particularly important that we always document things correctly we use iPad that have all the service users' details and what help and interaction they have received throughout the day. We have notice boards with our shifts printed out so we can see what we will be working and if there are any different events or notices that need to be seen by us. Our mangers will sometimes use email or message to contact us also if we are not on shift or in the building. 

To improve on some of these i would suggest having more staff chats instead of the odd meeting where no one wants to stand up and say anything if it was more in a relaxed environment and not seen as being so formal the staff may feel more comfortable to express their feelings and thoughts with the mangers and other staff. I think with some of the written communication some written or non-verbal improvements could be made such as putting our shifts on a online portal so we could check that frequently and also when we are not in work instead of having to see it on the notice board and we would then be able to see if any changes have been made to our shifts while we are not there. 

[bookmark: _Toc1186496287][bookmark: _Toc780972365][bookmark: _Toc1696226122][bookmark: _Toc116845884]Motivation 
To be motivated the workplace is something that excites the employees to have job satisfaction, have a proficient level of enthusiasm and bring good energy and commitment to the job and organisation daily. Everyone will have different motivational factors within the workplace and varied reasons for them to want to achieve their goals. According to Souders (2020) All motivation comes from within, whether it is triggered by rewards or endeavour's that enhance our self-image or intrinsically motivating activities that we engage in for no reward other than the enjoyment these activities bring us. The topic of employee motivation can be quite daunting for managers, leaders, and human resources professionals. Organizations that provide their members with meaningful, engaging work not only contribute to the growth of their bottom line, but also create a sense of vitality and fulfilment that echoes across their organizational cultures and their employees’ personal lives. 
There is intrinsic motivation which means that what we are achieving is naturally satisfying and interesting to us and therefore allowing us to perform at our absolute best and enjoying the internal rewards that we get from it. Then there is the extrinsic motivation which is driven by external factors such as relationships in the workplace and the biggest being money or rewards and recognition, promotions. According to Hearn (2024) While intrinsic motivation is powerful and can result in important levels of satisfaction and productivity, it is important to remember that a balance of both intrinsic and extrinsic motivators often creates the most effective workplace environment. Not all employees are the same, and while some may thrive on intrinsic motivation, others may respond better to extrinsic rewards. A blend of both types of motivation allows you to cater to a diverse workforce with different personal drives and goals.
There are multiple motivators in my workplace including the intrinsic motivation of feeling good about helping our service users in their day-to-day needs and being there for them when needed. This then gives me job satisfaction. My extrinsic motivators are having a good working team within my workplace and making money to be able to support my son and household. And be recognised for all my hard work when necessary 

Theories of motivation 
There are several different motivational theories' that can be used in the workplace, for business a common one would be the Mcllelands three needs theory, which includes creating personality tests to determine and figure out what motivates their employees, including achievement, affiliation, or power. This will help managers to learn more about individuals and get to know what they expect and need from their workplace. 
Maslows Hierarchy of needs is another commonly used motivational theory explaining human motivation based on the various levels of needs, this theory states that we are motivated to satisfy our needs in a order of importance from the most basic to the most advanced. With the end goal being the achievement of the fifth level self-actualization. There are five main levels to maslows theory.
· 1-Physiological needs 
These are the most important basic needs such as water, food, shelter, health, warmth, rest this level is your instinct to survive.

· 2-Safety needs
This is the need for security and to feel safe and secure in your life and surroundings and the need for law, and protection from dangerous, unpredictable situations. 

· 3-Love and belonging needs 
This is the need to feel loved, needed and have a sense of belonging, intimacy, friendships and family bonds, we as humans have the need to have a feeling of belonging and to give and receive love.

· 4-Esteem needs 
This is the need to feel respected, gain recognition and status. The need of respect from others fame and recognition and from yourself freedom, dignity, and independence. 

· 5-Self-Actualization needs 
This is the realization of your full potential, and then you can then strive to be the best you can be. 
Another motivational theory we looked at was the Herzberg two-factor theory. Influenced by Maslow’s hierarchy of needs (Jones, 2011), Herzberg concluded that satisfaction and dissatisfaction could not be measured reliably on the same continuum and conducted a series of studies where he attempted to determine what factors in work environments cause satisfaction or dissatisfaction (Herzberg 1966) . Maslows theory looks at two sets of factors hygiene and motivation factors with good motivation boosting performance but can also get negative factors from several reasons in their environment. It recognises the satisfaction that can be gained from the job and when problems arise can often be external to the job. 
Factors that impact motivation 
There are several factors that can affect motivation in employees 
· Reward and recognition
· Work environment
· Relationships with workmates  
· Opportunities for growth promotion
· Financial gain 
· Achievements 


 These can be seen as positive motivational factors, if staff are happy and satisfied in the workplace, they are more likely to work better, faster and get more done and are more likely to stay with that organization with an increased employee commitment and drive.
There are also multiple negative factors that can impact motivation in the workplace
· Lack of confidence in management 
· Uncomfortable relationships in the workplace 
· Boredom 
· Un-manageable workload 
· Public humiliation 
· Fear of job loss 
These can be some of the negative motivators in the workplace, which can be recognised among staff who are not happy and content whilst at work therefor could lead to a multitude of problems for the organization and create conflict and tension at the workplace. 

Application of motivational theory 
In my workplace the main part of my motivation is the feel-good factor and happiness I feel when I help and care for the services users i look after and the close bond and relationship's i make with our service users and their family's as we become such a huge part of their everyday lives. I also get a lot of my motivation from good workmate relationships as we spend so much time together. 
[bookmark: _Int_FMb6SkDA]We do not get an awful lot of motivation from our managers in this workplace unfortunately the main motivator's is the self-progression and how we feel about the job there could be many more things as a company they could do to motivate even to as little as some recognition for the challenging work we do. I think more incentives for staff would also be a positive move to make and would most certainly boost staff morale, as we only are told about the negatives of the work, we do instead of all the positives which more than out way any of those. I think they could speak to the service users ask those who they feel go above and beyond whilst looking after them, that could then lead to a rewards system for those staff such as bonuses or extra days off etc. 

Self-evaluation
We conducted a communication style quiz to understand what our communication style is and how we are perceived by others when we communicate, the four types of communication styles are
· Passive communication 
· Aggressive communication 
· Passive-aggressive communication 
· Assertive communication 

My communication style was assertive this means that i express my feelings and needs in a direct but respectful manner i am not scared to speak up in a polite way but also would not push my perspectives on anyone in an aggressive manner 
According to (., Pipas & Jaradat, 2010; Bishop, 2013). There are many benefits to having an assertive communication approach Here are a couple listed below. People who practice assertive communication are more likely to have… 
· A more positive self-image 
· Greater self confidence 
· Greater self-control
· Greater self-worth
· Reduced depression and anxiety
· Greater self-disclosure
· Increased ability to avoid social conflicts
· Better health
· More effective communication styles 
· Less disrespect and more understanding for others’ opinions


Whilst looking at my own communication styles verbal and written i think being open honest and direct with my approach is one of my strengths as I can explain clearly what i mean and what i need and expect to be done whilst leaving the conversation open for feedback in a respectful manner. I also think that i am good listener and will always be happy to resolve any conflict by talking things out, i also enjoy speaking and learning about new people and building new relationships wherever possible and building trust and confidence when in the workplace. Some weaknesses with my communication i believe to be using social media apps as my main way of communicating  instead of speaking in person where it might be an easier and faster way to communicate i don't feel you get the best understanding of a conversation as you are not able to see the other person's body language and tone etc and can't get a then and there response as you would in person or by speaking on the phone that then leads to some cases of miscommunication when it could be avoided within the workplace and in my personal life. 


I conducted a communication quiz with some friends on how I communicate I have attached some of the results below [image: ][image: ]

Below I have attached a PDP on how I want to improve my communication weaknesses moving forward.

	What do I want to do
	How can I do it
	What resources will i need 
	How will I measure success 
	Target date for review 

	Listen more 
	Take more time in conversations
	Time 
	Feedback from friends and workmates 
	1st June 2024

	Write things down 
	Take time to write things down 
	Pen and paper or phone notes 
	Having my notes and lists to go off 
	1st June 2024

	Think before i speak 
	Take more time to listen 
	Time 
	Having a better understanding of the conversation 
	1st June 2024 

	Use less social media 
	Communicate more in person 
	More time and effort
	Having more in person conversations 
	1st June 2024 



Conclusion 
In this report i have gained a good understanding on communication styles and cycles on how i communicate and others within my personal life and within the workplace, by looking at the various communication styles such as Shannon weaver,Schramm Berlo, This gives a good insight on what various communication styles mean to different people and how there are different levels of importance to every individual you communicate with. I also looked at the negative and positive communications within my workplace i also added some of the improvements that i think could be made to make communication better within my workplace. I also completed a communication style quiz which showed that i am an assertive communicator and what that means for me and others i communicate with. I also looked at a few motivational theory's such as  Mcllelands, Maslows and Herzberg explain how different motivational theory's work and what motivates me and others within the workplace and the diverse levels of importance those theories have on every individual. I explored what motivates me within my workplace and produced a few ideas to improve motivation and some factors that could improve staff morale and job satisfaction. I came to the conclusions that my main motivation in my workplace was intrinsic motivation which means i gets most of my motivation from being naturally satisfied with the work that i do looking after people rather than the extrinsic factors. 
I put together a communication quiz which i shared with some friends for some feedback on how I communicate I also attached the copy of those response's.
Finally, I have attached a PDP on certain communication weaknesses i would like to improve on in the future and set review dates and how i think i will be able to improve on these moving forward and what will be needed to do so. 
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