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1. Introduction
Communication is used daily from talking, texting, email and even written form and it is a vital aspect of human interaction that enables individuals to share ideas, information and emotions effectively. There are many ways to communicate, and they play a vital role daily in building relationships with others whether its personal, business, education or socially. Effective communication promotes collaborations, reduces misunderstanding and strengthens relationships
“Communication is the transactional use of symbols, influenced, guided, and understood in the context of relationships” Duck, S & McMahan, D.T, (2015), p.5.
There are three elements of communication and they are vocal, being able to express vocally by the rate, quality and variety of the message. Then there is the visual element which can also impact what is being said even when you're not talking this is because body language, posture, eye contact and facial expression all play a part in what is being said like the expression If my mouth doesn't say it, my face will. The final element is verbally expressing thoughts and ideas.
The communication Hippo analogy explains about a person's behaviour is a small visible part of them and what people say and do is often influenced by other factors that are underneath them such as their thoughts, feelings, emotions, motives, values and attitudes. This model is highlighting the importance of understanding the underlying factors are important when communicating and rather than judging behaviour alone we can develop the skills to improve empathy, communicate more effectively and build better relationships.
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There is also barriers to communication such as non-verbal communication and how this is influenced in a way people form impression and perceptions on others and this suggests that communication is not just about the words we use its how they are said with the tone of voice, the facial expression that is also being used, what sorts of gestures and body language you are using.  Overall communication is effective if it involves a combination of all tone, words, body language and gestures to work together to shape relationships and better understanding.

2. Management in communication
“Humans are active, growth‑oriented organisms who naturally seek out challenges and new experiences.” — Ryan & Deci (2000, p. 68) 
Communication within management is the process through which managers exchange information, make sure that expectations align and build relationships to support growth of the organisation and this involves downwards communication where they share policy updates, instructions and feedback and upward communication such as employee concerns, performances, and suggestions. Having effective communication is essential in a team for building trust, improving teamwork, and ensuring that goals are clear and able to be understood throughout the team so that they are achieved. Communication supports all management areas such as planning, leading and organising so that when they are clear with the information it flows accurately with minimum misunderstandings preventing mistakes from happening. Having a transparent form of communication with employees will have a positive impact on their work performance because they are receiving the information to be able to carry out tasks confidently and efficiently. “Leadership is the capacity to translate vision into reality”. (Bennis 2009, p. 3)



3. Communication Models 
Examining at a variety of communication models that are used and if they are effective or if they identify any barriers that could limit a person's communication. Looking at this model it looks at how the communication process is used and how information is shared between people and that communication is a cycle involving a sender with a message and how they will communicate that message whether is verbally, a message, telephone or online platforms and a receiver that gets the message now has to decode the message with their interpretation and they then have to respond and send their feedback to the original sender. 
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There are many barriers to communication such as environmental, psychological, content, personal, physiological and perceptual barriers and This model demonstrate the importance of clear communication and how to reduce misunderstandings by ensuring information is exchanged effectively in a personal and professional setting. This model also demonstrates the barriers for people with disabilities that can occur at different stages of the communication cycle. The sender stage, a physical or cognitive impairment such as a person with cerebral palsy could find some of these forms of communication wouldn't be practical as it affects a person's speech, ability to write or even expressing themselves clearly. At the message encoding stage this could have barriers for people needing braille, large print or easily read materials that people that are visually impaired would need. Another barrier could be for the technology or media side for a person who is unable to access or read on screens. The receiver stage of the cycle could produce barriers for people with hearing impairments who could need a sign language interpreter, visual impairments or inability to understand the message if someone needs a language interpreter. At the feedback stage a barrier could be a person's attitude and respond defensively, lack patience or not have great communicational skills.
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The Shannon-Weaver Mathematical Model 1949 was initially designed by Claude Shannon in 1948 to improve the efficiency in the telephone systems and was further developed with Warren Weaver in 1949 and was originally designed to be used through the communication channels of telephone and computers. This communication model is a one-way process of communication which a message is transmitted from the sender through a channel where the message would be sent to the receiver with the potential of interference from various forms of noise and there is no feedback from the receiver to the sender.
It outlines the different factors, with the information source/sender who has a message or information to start the process of what the message is and who is the message going to and what channel they will use to relay the message. The transmitter is the person or machine that will convert the message into signals or codes like radio waves that can then be sent to the receiver. The channel is the infrastructure that gets the information from the sender and transmit the message to the receiver. Noise is where the message gets interrupted or misunderstood and there are two types of noise known as internal noise that happens when the sender makes a mistake in the message and external noise is when the sender or receiver has no control of what happens to the message or how the interference has happened. In this model it was made with it being used for telephones so a device is needed to be able to put the code back into a format that can be understood by the receiver/decoder. The destination is where the message is meant to get to the receiver and this model shows that messages can be misinterpreted between the sender of the message to the receiver. Shannon’s goal was to identify where communication was getting distorted. “The fundamental problem of communication is that of reproducing a message sent from one point, either exactly or approximately, to another point” (Shannon, 1948, p. 379).

[image: ]Berlo,D.K.(1960).
Looking at the Berlo communication model also known as S-M-C-R, it shows that there are four factors to communication, the source where the sender is creating a message to send, the message itself that is being sent, the channel of which the message will be sent through and also the receiver who will get the message.
This model is like the Shannon-Weaver model with it being a one-way message and having noise factors to communication like the skills set, social and cultural. Berlo believes that effective communication depends on the sender and the receiver being similar and is influenced by factors such as their skill set, attitudes, knowledge, social systems and cultural backgrounds. The message contains the content, structure and code needed to communicate their ideas while the channel they use refers to senses like touch, sight, hearing to transmit the message forward. The receiver then needs to decode the message based on their communication skills. Berlow believed that misunderstandings occur because the sender and receiver differ significantly and effective communication works only if they are similar to improve the transfer of the data. 
While both Shannon-Weaver and Berlo models are similar Shannon-Wever are focused on the technical side of communication with the signal flow and noise interference and how its transmitted, while Berlo is more based on the human interpretation of how messages are formed by how we understand on a personal, social, cultural factors impact communication.
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The Schramm model of communication was developed in 1954 and was one of the first two-way process of communication rather than it being a linear process it is a cycle as it’s a message from the sender to the receiver and then they decode that message and then also send a message back to the original sender so that it's a full cycle of communication. 
Schramm (1954) believed that there are three factors to communication and they are the encoding, decoding and the interpretation of the message. In the process of interpretation, a lot of meaning can be lost through transmitting and that is called semantic noise or barriers and that is believed to be because of values, beliefs and background knowledge.
Like Berlo’s theory Schramm also believed that the sender and receiver should have the knowledge, attitude, and cultural understanding that encases the message as they will have a greater understanding and would minimise misunderstanding between the pair.
Unlike the Shannon-Weaver and Berlo’s theories Schramm believes that feedback is an important factor in communication and adapted his model for “mass communication, noting that feedback becomes slower when communication flows through media channels”. (Schramm, W. 1955)
“In fact, it is misleading to think of the communication process as starting somewhere and ending somewhere. It is endless. We are really switchboard centres handling and re-routing the great endless current of information.” (Schramm, W. 1955)
[image: ]Morgan, P. (2020)
Peter Morgan’s work on communication focuses on helping students and professionals develop the practical skills needed for effective communication in academic, workplace, and organisational settings and he emphasises that communication is a core employability skill that plays a vital part of working in a team, problem solving and being a leader. 
In this model Morgan, P. (2020) believes that “the quality of relationships we have with others tends to be influenced by several factors”. He argues that communication is not a simple exchange of information but a purposeful process and need these factors for effective communication are to have clarity, structure and active listening to ensure the understanding.
Morgan emphasises that effective communicators reflect on their own strengths and limitations, tailoring their language, tone, and approach to suit academic, interpersonal, and workplace contexts. Through this lens, communication becomes a strategic skill that supports collaboration, problem-solving, and professional credibility.
Morgan’s approach is practical, offering activities, tasks, and self assessment tools to help learners build confidence and competence to further their communication skills in real‑world communication situations.






4. Language through verbal and non-verbal communication
[image: ] Mehrabian (1971)
Mehrabian (1971) suggested that the communication language is more than just spoken words, and it's the importance on non-verbal language such as the tone in voice and the facial expressions in emphasising the meaning and emotion there. Mehrabian also suggested that when there is conflict between verbal and non-verbal messages, people usually rely more on the non-verbal cues to interpret the communicators true feelings, and he done this by using his 7-38-55 rule indicating that only 7% is from your words, 38% is the tone in your voice and the majority of it is your body language or facial expressions. Mehrabian based these findings apply to specific situation where verbal and non-verbal cues are incongruent and the person giving the spoken message isn't matching their emotions or body language, this often leads to distrust in the spoken words as opposed to the non-verbal signals.
Verbal communication refers to “the things that we say”, while the non-verbal cues are the behaviours, gestures and expressions “The things that we don't say” that can show through what is said and if they align with each other or replace the words altogether Mehrabian (1971).  An example of this model could be someone verbally saying that they are happy while their body language and facial expressions are showing something else. “Nonverbal communication is any symbolic activity that communicates a message other than words. This definition covers a wide range of topics such as facial expression, hand movements, dress, tattoos, jewellery, physical attractiveness, timing of what happens, distance, tone of voice, eye movements, the positioning of furniture to create atmosphere, touch, and smell – and that is not an exhaustive list.” Duck, S. & McMahan, D. (2015) p.89.
Paralinguistics is about vocal behaviour that accompany speech and form how a message gets interupted, adding layers of meaning further than just the words spoken. The speed of how someone speaks can determine if there is urgency, hesitation or an emotional element if they are speaking fast or slow. Volume has a big part in form of verbal communication as this portrays how we could be feeling if you are talking loud it could indicate that you are angry or being assertive where as if you are using a softer calm speech it could indicate that you are unsure or restraint.
Actively listening is important form of communication as if you are not fully listening then this will cause barriers and you won't be able to gather all the information accurately. Barriers could occur from psychological, environmental, and linguistic factors that distort understanding, for instance distrust of the other person undermines openness and attentiveness, personal energy and motivation will influence a listener's ability to concentrate while uncertainty regarding non-verbal behaviour can create confusion or misunderstanding. Barriers highlight the complexity of human communication and the need to be self-aware and show empathy to achieve understanding in interpersonal exchanges. “Active listening is the active search for an accurate understanding of another’s message, through the interpretation of verbal and non-verbal messages”. (Morgan, P. 2017)
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5. Trust, conflict and resolutions 
Relationship trust is fundamental factor of an effective leadership as it promotes communication, collaboration and employee engagement. According to Covey (2006), trust is built through a series of consistent behaviours that demonstrate reliability and integrity. Clear communication, being honest, showing respect for others builds a great foundation. Leaders can strengthen trust by acknowledging and correcting mistakes that shows loyalty to colleagues, confronting reality and not avoiding the difficult decisions and holding themselves and others accountable for their action. Conflict can arise if there is poor communication, misunderstandings, difference in personalities or could be the result of difference in goals values or needs. According to Stephen P. Robbins and Timothy A. Judge, workplace conflict can stem from communication barriers, structural factors within organisations, and personal differences between employees. An effective way to resolve professional conflict requires a structured approach where you are impartial to encourage constructive communication and a sustainable outcome and to do this it should take place in a neutral environment so discussions can start in private area to encourage a safe place to be able to communicate. It's important not to blame anyone and just to listen to both sides express their views without them feeling criticism or attacked. The focus should be on the objective facts and not on the person's character and once a potential solution has been identified a manager should review and evaluate to ensure that there are no underlying issues and that they are formalising the resolution through a clear and practical agreement from all parties to minimise future conflict arising. Finally, the manager should schedule a follow up review to assess the effectiveness of the agreement and to make any adjustments needed for those involved. Roger Fisher and William Ury argue that conflict resolutions should focus on interests rather than positions and emphasise the importance of separating people from the problem. (Fisher, Ury & Patton, 2011).
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6. Motivation
“It is the driving force behind human actions” Ryan, R. M., & Deci, E. L. (2000).
There are two types of motivation, and they are intrinsic motivation where you are motivated to do something because you like doing them and it makes you happy. You strive towards personal goals for accomplishment. The other is extrinsic motivation and it's the things that motivate you because you benefit from it, whether it's from an outside demand or an obligation it requires achievement of a goal. 
There are three major motivator factors, and they are the need for something whether its physical like hunger or thirst or physiological friendship, fear or love. The values are what is important to us such as family, wealth, good manners or health. Finally, its goals and what we work towards to get the sense of accomplishment like achieving a qualification.
Herzberg’s Motivation/Hygiene Theory, also known as the two-factor theory, argues that job satisfaction and dissatisfaction occur because of the motivators that give the sense of achievement, responsibility and the opportunity for growth with job satisfaction and the other is the hygiene factor where the conditions of your work, your salary or the companies policy do not align with personal motivation. (Herzberg, 1968).
McGregor’s Theory X and Theory Y explain that the manager has basic beliefs have influence on how the organisation is run and the other is a manager's assumptions about others behaviour are a central factor. Theory X assumes that employees avoid responsibility, are lazy and require supervision to ensure they perform. Theory Y assumes that employees are motivated and capable to direct themselves and seek the responsibility under the right circumstances. (McGregor, 1960).[image: ][image: ]
Appendix 

Personal Development Plan 
	What do I want to do?
	How can I do it?
	What resources do I need?
	How will I measure success?
	Target date for review

	Grow my business and open a shop
	Build my confidence, gain knowledge and get experience 

	I will need support from family. Completing my university course
	Keeping track with pdp, use my gap analysis and use swot 
	Summer 2027

	
	Open a website and get sales
	
	Keep charts of how the business is growing and reflect on what works and what doesn't 
	





Gap Analysis			
	Objective

	Current Position
	Deficiency
	Action

	What do I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?

	Grow the business and myself. 
	I can run my business online.
	Confidence.
	By coming onto the applied leadership and management course.

	I want to open a shop with my business.

	I can attend stalls to promote.
	
	Gain knowledge and attend courses to help improve.
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