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Introduction
Using communication models and cycles, I will be critically analysing the importance of communication and motivation in a workplace environment. I will do this by explaining, assessing and evaluating the effectiveness of the different models and cycles, applying theories and ideas through research. Communication is the transactional symbol, influenced, guided and understood in the context of relationships (Duck & McMahan 2015, p.5). 
Communication Cycles and Models
The Shannon-Weaver Model (1949) is one of the first and most influential linear models of communication, initially published in the 1948 paper titled ‘A Mathematical Theory of Communication’ written by Shannon & Weaver (1949). This model has 5 elements: a source, a transmitter, a channel, a receiver, and a destination. This model offers a straightforward and linear method for locating and evaluating the essential elements and variables in any communication process. It works well for outlining the obligations of both the sender and the recipient and assessing how well the message was transmitted and received.[image: ]
Berlo’s Communication Model was developed by Berlo, D. K. (1960) an American communication theorist, known for the SMCR model of communication. In Berlo's SMCR model, communication is reduced to four steps: a message is encoded by the sender (source), sent through a selected channel, and decoded by the recipient. The recipient's understanding is influenced by the sender's intent, the message's encoding, and the channel they choose. Effective communication, in Berlo's opinion, happens when the sender and the recipient of a message are at least somewhat similar. (Hartin 2023).
[image: ]
Wilbur Schramm’s Model of Communication is a theory by Schramm & Roberts (1954) that outlines communication as an interactive process, involving the exchange of messages between senders and receivers. Schramm’s circular model emphasises the mutual nature of communication, highlighting the active roles played by both parties in encoding, decoding, and responding to messages. The source (sender), message, channel, receiver, feedback, and noise are some of the main parts of the model. Together, these elements support the interpretation and transfer of information. This model recognises the complexity of human communication processes and takes into account elements like context, culture, and individual differences that affect how effective communication interactions are. According to Schramm's model, communication happens in a circle. It is implied by being circular that the sender and the recipient switch roles and take an equal part in communication. This differentiates it from other models, which view communication as linear (Chapel 2023).
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Barnlund’s Model of Transactional Communication (1970) explores immediate feedback using real-time communication between people. The multi-layered approach implies that different factors play a critical role in determining a conversation's effectiveness. Cues can affect how we speak, for example private cues, which are influenced by a person's background, public cues, which are influenced by the environment, and so on. According to the Barnlund transactional model, it is the mutual responsibility of the message sender and recipient to make sure the discussion ends with the intended result. This model also suggests noise, such as external disruptions and channel issues can cause differences in how we perceive things. Barnlund’s circular transactional model can be effective and useful for companies using messaging tools where cues like cultural or environmental factors can alter the meaning of a message (Skortcheva 2023).
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Models and Cycles: Comparison
The Shannon-Weaver, Berlo and Shramm models are similar, each consisting of a source, encoding a message through a channel and the message then getting decoded by the receiver.  Comparing Barlund’s and Shramm’s models, they both include noise and are circular, the other models are linear, being the main difference between all the models. Shannon-Weaver's model in comparison to Shramm’s model, assume that communication is a linear and one-way process, that doesn’t involve any feedback or interaction between the sender and receiver. According to Barlund’s model external disruptions and channel issues can cause differences in how messages are perceived. Both the receiver and sender of the message in this model are responsible for ensuring the conversation leads to the right outcome, using cues to effectively communicate whereas, with Berlo’s model a channel is chosen to influence the sender's intention with the encoded message and the receiver's understanding to decode, which compares to Shannon-Weaver's model, explaining how messages can become lost or distorted. These models all identify the barriers to communication and develop strategies to overcome them. Nonverbal communication involves the conscious and unconscious processes of encoding and decoding. Encoding is defined as our ability to express emotions in a way that can be accurately interpreted by the receiver(s). A para-linguistic cue is any type of oral behaviour which adds meaning to the words of a message. This is relevant to all communication cycles as we use non-verbal behaviours and para-linguistic cues all the time, but the way we use them in combination with our words can radically change the meanings Morgan (2017). Overall, the models compared want the same outcome of getting messages across efficiently and effectively, with minimum barriers using similar techniques.
Communication Models: Workplace
Barlund’s model of communication is used for effective communication throughout my workplace. This model has an emphasis on the importance of communication skills such as verbal and non-verbal behaviours, listening skills and the ability to interpret and respond to feedback. An aspect of Barlund’s model is the context of communication referring to physical, social and cultural environments, which can affect how a person is perceived and interpreted. In my workplace we use face to face communication, actively exchanging thoughts and emotions. Example of 2 colleagues at my workplace using Barlund’s model: Ameilia is collaborating with Andrew on a project. Andrew receives an email from Ameilia requesting his opinion on a specific project element. In his reply, Andrew provides a thorough analysis of Ameilia's writing. In response, Ameilia feels misunderstood and frustrated. The communicators are Andrew and Ameilia. To the communication process, they each contribute their distinct viewpoints and life experiences. Ameilia initiates the process with an email, and Andrew replies with a message that serves as a response to Ameilia's initial communication. In this case, effective communication is also crucial. Andrew's unhelpful feedback may have resulted from Ameilia's email message being unclear or not specific enough. Ameilia might have become irritated due to Andrew's overly critical feedback message Similarly, Andrew’s feedback message may have been too critical, causing Ameilia to feel frustrated. The context of the communication is also important. Email communication can be prone to misunderstandings because it lacks the nonverbal cues that are present in face-to-face communication. The project’s context, such as the deadline, can affect how Ameilia and Andrew communicate (Lyon 2023). Overall, this model works in my workplace when used face to face, however, it wouldn’t work as good with workplaces that work remotely and communicate through emails, texting etc. due to lack of in person interaction.
Importance of Language, Tone and Formality
Language – Using correct words and phrases when communicating is important for people such as employees to feel heard and understood. Using everyday phrases like ‘lets hit this one out of the park’ can confuse audiences from other cultures (Buhler 2013). It's important to eliminate these phrases, when necessary, to avoid others not understanding the language and primarily causing miscommunication. These phrases and ‘slang’ words can only be used when all audience members have a significant understanding of the language used.
Tone - In the workplace, tone plays a huge role in productivity. If a manager or colleague sounds irritated, disinterested, or bored when providing supervision or suggestions, they are displaying a negative tone. This can impact how employees see their manager or colleague, damaging overall morale and engagement. Tone is important as using an unclear tone could cause miscommunication. Different audiences such as cultural or those with hearing impairments, can get confused if the tone used is incorrect. The 55/38/7 Formula is a communication model breaking down the components of a face-to-face conversation, according to Mehrabian (1967) communication is 55% nonverbal, 38% vocal and 7% words only. ‘It’s not what you say, it’s how you say it’ (Mehrabian 1967).
Formality - Formal language is less personal than informal language. It is used when writing for professional or academic purposes like graduate school assignments. Formal language doesn’t use slang or first-person pronouns like “I” or “We.” Informal language is more casual and carefree. In a workplace, formal communication is used for official information about the business such as reports, business letters, purchase orders. Informal communication works best in a workplace on a telephone or in person conversations. The importance of formal communication is to fulfill organisational objectives, whereas informal communication is intended to meet personal interests and needs (Kandlousi 2010).
Structure - Organisational structures are essential to a business's ability to make decisions effectively. They accomplish this by giving lower-level workers specialized responsibilities, which in turn enables businesses to make better decisions more quickly. In the workplace, structure gives workers direction and clarity, which helps them understand their roles and responsibilities within the organisation. Showing clear expectations on how tasks are completed and how decisions are made reduces employees' uncertainty (Bonifacio 2024).
Content- Content conveys a message precisely because it provides context to what is being discussed. This type of communication is beneficial for businesses and organisations because it provides exposure and accessibility and lets them reach more people. It can lead to a more extensive customer base and more money for the business (The Strategic Advisor Board Team C 2022). Using all the contents of information required in a workplace bridges the gaps between ideas and pulls everything together to make it easier to understand. Content can include texts, radio and films/videos. To understand the project being discussed or goal expectations, all employees and managers must be provided with information on what is happening, who they are talking about, and why these conversations are meaningful or relevant. 

Different Modes of Communication - Depending on the situation, a particular communication method may be more appropriate or more cost-effective in terms of impact, time, and impact than another. For most situations, it would be more efficient to call someone who works in an office located far from you, rather than making the trip to the office to have a face-to-face conversation. However, this is also where appropriateness enters the picture. It would be more appropriate to speak with that person in person rather than over the phone if you were giving them some bad news, like not getting the promotion they applied for. The reason for this is that people value face to face communication the most as it allows you to observe the other person's body language, which can help you to understand how they really feel about something (Edebe 2013).  In a workplace environment, there are many different communication methods, how and when you use them will significantly impact the effectiveness of these methods.













Verbal and Written Communication

Written communications should be clear, concise, accurate, professional, including all necessary information. Ways to improve written communication in the workplace is to identify and clearly state your goal. Effective written communication has an obvious goal that you convey to the reader. Have a colleague proofread your writing to gain feedback.



	Written Communication
	Used in the workplace
	Pros
	Cons

	Reports
	Contracts between managers and employees
	Transparency and accountability using a structured report
	Reports are time consuming to create

	Emails
	Using emails for work related practices such as schedules
	Permanent records that can be stored, retrieved and referred to anytime.
	Lack of immediate feedback. Cultural and language differences

	Notes
	Used in meetings to record all information retained
	Promotes active listening and extends attention span
	Difficult to customise and correct mistakes



Verbal communication refers to all forms of speech-based communication between two or more people. This includes spoken words, sign language, written messages and all coded information referring to a particular language system. Ways to improve verbal communication in the workplace are to use an active voice and the right tone. Consider your audience, using the correct language, tone and formality will enhance communication to the best of your ability.


	Verbal Communication
	Used in the workplace
	Pros
	Cons

	Spoken Communication
	Annual performance reviews on employees
	Motivates employees by showing progress overtime
	Responding to judgement defensively

	Sign Language
	Using pictures/signs. Eye contact and gestures
	Raising inclusivity and linking communication gaps
	Non-verbal communication can be vague and imprecise causing miscommunication

	Meetings
	Team building/decision making meetings
	Enhances productivity and communication within the team
	Unless notes are taken, nothing in the meeting is recorded






Theories on Motivation
The term motivation describes why a person does something. It is the driving force behind human actions. Motivation is the process that initiates, guides, and maintains goal-oriented behaviors. Motivation is the biological, emotional, social and cognitive forces that activate human behavior, it causes you to act in a way that gets you closer to your goals (Cherry 2023). 
Intrinsic Motivation comes from within.  Engaging in activities because you enjoy it, getting personal satisfaction from doing it. An example of intrinsic motivation is trying to do your best at work, because your tasks and mission provide fulfillment and satisfaction, regardless of extrinsic factors such as pay and benefits.
Extrinsic Motivation is doing something to gain an external reward, financial gain, promotion, praise or approval, or to win a competition. Depending on the situation, extrinsic motivation can come from positive reinforcement, such as a reward, or negative reinforcement, such as a punishment.
The difference in extrinsic and intrinsic motivation is extrinsic is external and intrinsic is internal. Extrinsic is good short term, giving pay rises or something to drive motivation runs out eventually. Intrinsic is more about needs, values and goals, getting internal satisfaction.
3 Theories of Motivation
Maslow’s Hierarchy of Needs is a model for understanding the motivations for human behaviour. These include physiological needs, safety, love and belonging, esteem, and self-actualisation. This hierarchy was developed by Maslow in 1943, and each level corresponds to a distinct human need. He thought that until people had mostly met the needs in the lower levels of the pyramid, they could not concentrate on the needs higher up. Maslow also believed that satisfying needs on all five levels leads to a fulfilled life. In 2015, Henwood (2015) conducted a study which revealed weaknesses in this theory concerning the hierarchy's order of needs. While it makes sense to prioritize physiological needs above all else and self-actualization last, some critics contend that people do not always seek out or fulfill these needs in that order. Although Maslow encountered individuals who prioritized self-worth over love, he didn’t consider the exact order of needs to be inflexible.
[image: ]
McClelland’s Need Theory was created by McClelland (1961) who built on the work of Maslow ‘s theory with the approach of people’s needs. He named three needs that he thought are common to all people: the need for power, the need for affiliation, and the need for achievement. Depending on which motivator they find most compelling, people will exhibit distinct traits. These motivators are learned, according to McClelland, which is why this theory is sometimes called the Learned Needs Theory. According to McClelland, each of us has three motivating factors, and one of these will be our primary motivator regardless of our gender, culture, or age. This prevailing motivator is heavily influenced by our upbringing and experiences in life. Afterwards, you can apply this technique to modify how you create objectives, offer criticism, and inspire and recognise your team. A weakness within this theory is, it doesn’t focus on extrinsic motivations.
[image: ]
McGregor X-Y Theory was created by (McGregor 1960). Theory X is the belief that workers are unmotivated, lack ambition, only work for a paycheck, and require continual supervision. The tenets of Theory Y are that workers desire to work, are willing to assume responsibility, and require little to no supervision. Managers that apply Theory X typically have direct employee supervision. They often provide guidance and criticism in addition to supervising their staff's work. On the other hand, Theory Y supervisors typically have a great deal of faith in each team member, which permits workers to be free and open with their ideas. The main disadvantage with both theories is that not all employees will neatly fit into either category – the workplace is not a “two sizes fit all” environment. Maslow's Hierarchy of Needs can be used alongside this theory for managers to conclude motivation from all aspects of different people, taking into consideration people’s different needs and what results they aspire to achieve in work.
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In my workplace the McGregor X-Y model works as the best way to motivate employees.  An example based on skill level is an entry level employee who will naturally require more supervision (Theory X) due to learning new tasks. Mid and senior level employees require less supervision and are expected to complete their work and assume responsibility (Theory Y). This allows a flow of giving help where needed and independence to those who know their responsibilities. Although it works for most, there have been incidents of stereotyping which can overload a person who a manager assumed was Y, due to believing they have enough experience to do the work expected by themselves, when they may need extra support and guidance on tasks. McClelland’s theory could be useful in my workplace by prioritising performance and achievement, using motivational tactics with different individuals to see what works best for them.
In conclusion, each theory has advantages, disadvantages, insights and limitations when applied in isolation. Effective management often requires combining aspects of multiple theories to fully motivate and understand employees.


















Factors Affecting Motivation: Workplace

	Factors
	Factors Affecting Motivation and Performance
	Workplace Evaluation

	Recognition and Reward
	Research has shown that when employees are recognised and rewarded for their efforts, they are more likely to be productive and engage in their work. By providing employees with recognition and rewards, companies create a positive work environment that encourages employees to do more (Çözümü 2018).
	In my workplace we have a cash reward for being promoted, with a photo of ourselves put onto a wall in every store, to see who’s climbing the ladder. This helps others strive towards getting promoted. Everyone is offered an opportunity to be promoted after 3 months which helps employees seek getting higher if ready to do so.

	Work-Life Balance
	It is important that employees have a good work-life balance. Not only does it improve their mental health, but it benefits the business too. Employees with a good work-life balance are more efficient, productive and motivated. Ensuring such a balance isn’t the sole responsibility of employers, you can do a lot to help by establishing supportive policies and realistic expectations (Clark 2005).
	In my workplace we don’t get much of a work-life balance. We get given a set number of hours, the lowest being 30 hours a week. I personally believe work-life balance is needed to keep employees motivated. People who can’t fully commit to 30 hours, due to things like childcare, would miss out on a job they want due to lack of flexible hours.



Workplace Conflict
Workplace conflict is often a disagreement or difference in opinions between employees amongst themselves, or employees and managers. The key to any kind of conflict, personal or professional, is how you resolve it. An example of workplace conflict is one team member getting promoted over others. With 3 employees putting in the same effort to gain promotion, to them finding out only 1 of the 3 got promoted, this will cause tension. The 2 employees not promoted will question why they haven't been recognised after working there for the same period as the promoted person, feeling low and wondering why their hard work didn’t pay off. On the other hand, the promoted person, whilst ecstatic at the new promotion, will worry how the others will react. A professional conflict resolution strategy must take place to resolve the conflict and escalation of emotions. The manager holds a team meeting, praising all participating employees for their hard work, then it is made clear why only one person got promoted, a specific skill set was needed for the new role. The non-promoted are reassured that their efforts have certainly been recognised, with the company having their backs for future growth opportunities. Moving forward, the manager sets up a clear and precise criteria for promotions to make it as clear as possible what is expected to get the role. Planned team meetings about employee's career aspirations can help employees feel on the same page. The team now feels positive, taking away promotions to evolve and grow within the company, with an open and honest manager, helping the team pull together and diminishing any tension caused, making a success of the business and a pathway for employees to work their way up the ladder.

Personal Communication
Assessing my own communication, I've produced a questionnaire (see Appendix A) and a PDP (see Appendix B) to gain feedback on my communication style. In my PDP, I recognise that I can my communication style always has room for improvement. Finding weakness within my strengths can help me find ways to improve and use my communication skills to their best ability. I personally believe in being more informal and open with employees to establish trust, loyalty and positive vibes throughout the workplace. I particularly like Barlund’s transactional theory, with both employee and manager communicating until the right outcome is reached by using cues to communicate effectively. Improving on my own personal behaviours will amend how I can be perceived, paving the way for employees to improve their communication skills, bettering ourselves and having a clear, concise work ethic.
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Appendix A
Communication Improvement Questionnaire
Instructions: Please rate your agreement with the following statements on a scale from 1 to 6, where 1 means you strongly disagree and 6 means you strongly agree.
Clarity
The information shared is clear and easy to understand.
1 2 3 4 5 6
Instructions provided are straightforward and unambiguous.
1 2 3 4 5 6
The purpose and objectives of communications are clearly stated.
1 2 3 4 5 6
Tone
The tone of communication is consistently appropriate and professional.
1 2 3 4 5 6
The tone used in emails and written communication is respectful and courteous.
1 2 3 4 5 6
Verbal communication is delivered with a positive and encouraging tone.
1 2 3 4 5 6
Language
The language used in communication is easy to understand and free of jargon.
1 2 3 4 5 6
Technical terms, if used, are explained clearly to all team members.
1 2 3 4 5 6
The language used is inclusive and free of biases.
1 2 3 4 5 6
Body Language
Body language during meetings is open and positive.
1 2 3 4 5 6
Non-verbal cues, such as eye contact and gestures, support the spoken message.
1 2 3 4 5 6
There is consistency between verbal messages and body language.
1 2 3 4 5 6
Frequency
Communication happens often enough to keep everyone well-informed.
1 2 3 4 5 6
Updates are provided regularly and in a timely manner.
1 2 3 4 5 6
There are sufficient opportunities for feedback and questions.
1 2 3 4 5 6
Medium
The chosen communication channels (e.g., email, meetings) are effective.
1 2 3 4 5 6
Digital communication tools (e.g., messaging apps) are used appropriately.
1 2 3 4 5 6
Face-to-face communication is utilized effectively when necessary.
1 2 3 4 5 6
Engagement
Team members actively participate in discussions and meetings.
1 2 3 4 5 6
There is a strong sense of involvement and inclusion during communications.
1 2 3 4 5 6
Everyone’s opinions and inputs are valued and considered.
1 2 3 4 5 6
Responsiveness
Responses to questions or concerns are prompt and helpful.
1 2 3 4 5 6
Feedback is addressed constructively and promptly.
1 2 3 4 5 6
There is a consistent follow-up on communicated issues or requests.
1 2 3 4 5 6
Effectiveness
Communication helps in resolving conflicts effectively.
1 2 3 4 5 6
There is a noticeable improvement in performance due to effective communication.
1 2 3 4 5 6
Communication contributes to a positive work environment.
1 2 3 4 5 6
General
Overall, the communication within the team/organization is effective.
1 2 3 4 5 6
I am satisfied with the current state of communication.
1 2 3 4 5 6












Appendix B
PDP 
	Strengths
	Weakness’s
	Improvement

	Good with use of tone
	Can come across too loud
	Use correct tone 
Achieved by knowing my audience
Use formal and informal judgements for a realistic outcome
Learn as I go along

	Resolve conflicts effectively
	Time-consuming process
	Use a professional conflict resolution strategy
Do employee reviews to measure employees' feelings to avoid possible conflict making their feelings relevant
Time bound if not solved as soon as possible



	Appropriate use of body language
	Can use ‘closed’ body language unintentionally 
	Stop folding arms for comfort when addressing an employee
Know when to be formal and informal
Record myself to analyse my body language
Change body language when necessary 
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