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The purpose of this assignment is to explain the importance of effective communication within the workplace. Using and implementing the correct methods to achieve and maintain a motivated team and successful workplace. I will assess the appropriate methods of communication within management and look at the theories of motivation within my workplace, this will then enable me to look at my own communication and skills and improve where needed. 
From this assignment I will hope to have improved the way I communicate with my employees and hope to have learnt to communicate effectively by staying positive, clear on communication., listening and understanding , asking for feedback and setting realistic and achievable goals for my employees. 


The Relevance Of The Communication Cycle For Effective Communication In Management. 

The communication cycle is a model that highlights the stages of the process of communication. In a book published by Berlo, D.K. (1960) : The process of communication; an introduction to theory and practice, New York , Berlo’s (1960) theory includes four key stages these being: source, message, channel, and receiver. It’s so important to understand the communication cycle as it is essential for effective communication in management and business, it helps managers to ensure that their messages are clearly understood by their employees and customers/clients.  

The communication cycle is a way for managers to talk to people in an effective way. Berlo’s ,(1960), theory is a very important model that helps managers/business owners decide what to say, who to say it to, and how to say it. Using simple language as they need to make sure that their messages are easy to understand and that they use the right body language and tone to talk to their staff. Employees who get the message need to understand it correctly, and it's always a good idea to have the employees to relay the message back to them. This then ensures that managers make their message known. There should always be a follow up meeting with employees to make sure that what ever has been discussed is either resolved or talked about again to see how it can improve further.

Good communication is important for business owners and managers. It helps them share and process information, set targets and goals, give feedback, share ideas, and build solid relationships with their employees. The communication cycle is a way for managers to plan what they want to say, share it in the best way, and then hear back from people about what they think. This helps to stop misunderstandings, slander and gossiping, mistakes and bad attitude. Using the communication cycle also lets managers talk to all kinds of employees and team members in a way that makes sense to them. It can also help create a work environment where people trust each other and feel good about working together team moral will naturally boost. It can make people feel happy, motivated, and they will be inclined to work better and harder.  Therefore, the communication cycle is a useful tool for managers to do well, create stronger teams, and help gain success for the company.  Author Stephanie Faris (March, 2019) from smallbusiness.chron states that ‘’ Communication is the foundation of any productive business.’’ S.F (2019) continues to talk about how important communication is to a company to avoid issues such as bullying and harassment from miscommunication which can also lead to legal action and big fines. S.F (2019) mentions that most issues come from bad communication and understanding and realising the ways to use different communication styles as a manager. 



The Important Of Selecting An Appropriate Tone, Language And Level Of Formality In Communications

Along with the use of words, it’s important to use appropriate tone, language, and level of formality in management communications. If not communicated appropriately and in an effective manner the receiving party may misunderstand or misread the situation which can lead to further issues. The important of healthy communication within the workplace is vital to running a smooth successful business, as it keeps staff motivated and happy in work. It also opens up communication from both sides as if staff know you communicate well they will be much more likely to come to you when there is a problem in the workplace. This will then eliminate staff talking amongst themselves which could make a significant difference within the work environment. BrightHR , (2023)  state that ‘’Gossip at work can ruin productivity, spread paranoia, and hinder your ongoing success.’’ BrightHr, (2023) stress that although staff have a freedom or speech in work most the time chitchat can cause a lot issues, most the time staff end up getting malicious and nasty. These then go on to cause bigger problems such as low morale, destroyed trust levels and undermining your authority and credibility. 

It's important to ensure your tone matches what you are saying as per the communication cycle. There are many ways to communicate so if you are delivering positive comments or feedback your body language and facial expressions needs to match this.  
For example, if I were to text one of my cleaners 
“Joe Bloggs, can you please make sure the carpets have been cleaned correctly this time as last time they weren’t done properly!” 
This may not be the best method of communication as Joe Bloggs might take offence however if I explained in person or via phone call, he would be able to explain maybe why it hadn’t been done or raise any concerns or issues he had. I would then be able to have a conversation with my client to explain the situation properly overall, just choosing the best method of communication can go such a long way. 
The negative effects of poor communication can be detrimental to the workplace as it can lead to the staff members feeling depression, having decreased productivity in the workplace, reduced quality of work, lateness for work, inappropriate sick leave, and absenteeism. If a manager is not communicating well with staff, you can see how this could have a huge impact on the company and daily running of the business. Opensouchedworkplace.com (2023) have stated that toxic workplaces can lead to emotional stress and increased anger levels. This can then be worryingly detrimental to employee’s mental health and wellbeing. If it’s not sorted it can eventually cause chronic stress which can have a long term effect on employees resulting in sick days and time off work. 


The Effectiveness Of A Range Of Verbal And Written Communication Methods

As there are many ways to communicate within the work place it’s important to assess the effectiveness of communication methods as for different situations different communication methods will be suitable. For example, if someone is to receive a disciplinary this needs to be done in the correct procedure to be effective to ensure policies are met, there is correct documentation and across the business everyone is treated fairly and appropriately. There will be written communication associated with this. However, for example, if the employer were to communicate with via letter to employee who made a minor mistake this would be too formal and may cause upset as they may take this the wrong way. By writing a letter or email the employee wouldn’t be able to read the managers body language or gauge their tone or emotion. 
Verbal communication is most effective if an immediate response or clarification is needed. If verbal communication is being used in the workplace factors such as background noise and language barriers need to be recognised so communication isn’t misinterpreted leading to future issues.  



Theories Of Motivation Relevant To My Workplace

Due to the nature of my business (Air BnB / Short stay accommodation management company) it is vital my staff are motivated and are happy in the workplace. The nature of the job is an extremely physical role so their mindset and the way they feel towards work is important. We are aiming to proving a 5* service to clients. If standards aren’t met we will receive several complaints from clients and guests which have a massive effects the business in a very negative way.  When these problems arise it also leads to my mood and methods of communication being affected , this is then a cycle and important that everyone is communicating efficiently. 
[bookmark: _2bn6wsx]In order to keep motivation up and staff morale at a high, I have employed a HR manager who runs a monthly meeting which rewards employee of the month and gives feedback on all the positive things that have happened throughout the month, it also gives the staff members a chance to discuss anything they have on their minds. My staff trust this HR manager and we have noticed improvement across the team since we have brought communication method in. By just having a team meeting and bonding session it makes my employees feel heard and important, It also praises good performance and all round just a positive method of communication throughout the business. 
We have set up a reward system where the employee reward each other tokens to their co- workers on good work.  Throughout the month it’s a friendly competition and also a way to praise their fellow team. I have noticed that this keeps my team highly motivated as it’s something to work for and as a bonus the winner at the end of the month receives a gift. 
Indeed, Editorial team, (2022), have stated in their recent article that when offering a reward scheme to employees it can instantly boost team moral, It keeps employees happy and encourages them to work harder. Reward or incentive schemes can also help your organisation stand out from others and it’s also appealing for better quality staff. 


The Principal Factors That May Affect Performance And Motivation In The Workplace
-There are several factors that can affect performance and motivation in the workplace. 

-These would include employees who are struggling to maintain a healthy work life balance. This can lead to burnouts and struggling at home with family time. 

-Staff members that are bickering or gossiping that’s effecting work performance and this could lead to it effecting home life. 

-Communication throughout the team and managers. Being open and honest about how you are feeling but not being heard. Feeling as though you don’t get the recognition you deserve. 

-The workspace and equipment, is the space big enough or clean enough to work in? If the space isn’t comfortable then staff will not be able to concentrate. Do the staff have the correct equipment to carry out their job effectively. 
-Is there enough growth and development avenues within the company that staff can work towards or as a team or alone?

There are many factors that can affect employee motivation and performance. It is very important that employers address there matters to create a positive work environment that promotes team moral, a safe space to work and a solid team who will ultimately grow with the company. 
[bookmark: _3as4poj]
Theory of motivation 
We were tasked to select a theory of motivation and apply it to the workplace and then evaluate the impact. I decided to base my theory of motivation around incentive motivation as I feel this suits my business best and the motivation style needed. 
I came up with a token based theory, so each member of staff had a bank of 10 tokens per month where they could award another member of staff a token the person with the most tokens at the end of the month wins a gift, I felt this was empowering to all team members as not only did they feel appreciated by me but also their colleagues. This has a huge positive affect on everyone in the business as people get excited to give out tokens, and even more excited to receive one. It also has increased team productivity because everyone is working towards the goal of tokens. This has been very successful and has had a very good impact on business. The person with the most tokens over the month wins a gift so this has really made everyone get involved. 

Feedback On Own Verbal And Written Communication Skills 

We were tasked to undertake a questionnaire with our staff to analyse how we communicate and discover in which ways we can improve our communication skills in the workplace. I created a questionnaire and got my staff members to complete it, I then gathered the answers and analysed the outcome. 
I asked serval questions around the way I communicate as a manager and asked for feedback on how they think I could communicate better with them as a team and individually. 

For example here is one question I asked in the questionnaire 
On a scale of 1-10 how confident do you feel when communicating with me? 
In answer to this question the average response was 7. 
Do you find it easy to articulate your thoughts and ideas clearly to me? 
In answer to this question the average answer was 8 
On a scale of 1-10 how heard do you feel when talking to me? 
In answer to this question the average answer was 7. 
On reflection and gathering further evidence it was clear although my staff can communicate with me in an effective manner and feel listened to and heard it’s clear that there is room for improvement. I have undertaken a further study on how my staff feel I can communicate better.
When asking my staff for further feedback they were all pretty much in agreement that sometimes it can be difficult to communicate with me as I’m busy and my mind is on other issues within the business. This is something I recognise and I’m trying to work on as I know as a manager of a business there can be lots going around but I need to ensure I can listen and communicate well with my staff. I have also employed a member of staff that will be a point of contact for the staff, who is an excellent communicator and someone I can communicate very well with. This has had a huge impact on the business as everyone seems motivated and happy at work. This is extremely important to me as I care deeply about my staff. However, more positively my staff expressed how much they felt I cared about them as a team and individually, they felt valued within the business and knew the importance of their role. They felt I strongly communicate how important they are to the business and how important their role is. They also mentioned that I take good care of their well being which makes them motivated and happy coming to work. 
From the questionnaire I feel I received positive feedback in regards of being open to ideas from my staff, they all said how comfortable they felt in talking to me about new ideas and the way their ideas could improve the running of the business. I’m very glad this is the case and my staff feel open about this as this will have a positive impact on the running of the business, and lots of ideas will help us change where necessary. 
Overall, the results of this questionnaire didn’t really surprise me however they did make me aware of areas I could improve on my communication skills. 

Identifying Strengths And Areas For Improvement 
[bookmark: _147n2zr][bookmark: _3o7alnk][bookmark: _23ckvvd][bookmark: _ihv636][bookmark: _32hioqz][bookmark: _1hmsyys][bookmark: _Toc129177898]After speaking to my employees and learning about Berlo (1960) model I have realised that I do need to make some changes to the way I communicate.
I have Attention Deficit Hyperactivity Disorder (ADHD ) and running a business and managing staff can sometimes be overwhelming and stressful. I often find it difficult to stay focused during conversations as I have a lot going on around me. This can lead to misunderstandings and mistakes. I realised that I take on extra tasks myself because it’s easier for me to do them than for me to communicate with my team and delegate. This could make my team feel incapable and feel as If I don’t trust them to carry out the work. 
Another side effect of ADHD is that I tend to jump conversations or interrupt.  Jose Schrijver, (2023) from Wanderingminds.worlds article reads that ‘’ People with ADHD sometimes experience communication difficulties because we express the new thoughts right away.’’ I can understand this can be quite frustrating and seem like I am being rude to staff, I will try to hang back and make sure I allow my staff to voice their ideas and issues. 
 I have realised that I need to sit down in a quiet environment with minimal distractions whilst talking to staff. I think I would benefit from taking notes and making sure I get a follow up meeting booked straight in. I will continue to ask my work colleagues for feedback on my communication and areas I can improve In. I feel I do care deeply about my team and how they are feeling, I want them to enjoy coming into work. I also care about the success of my company and I know the happier my team are the more successful my business will become. 
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