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Communication Modules

The Shannon and Weaver Theory of Communication 1943

Shannon was an electronic Engineer and Weaver was an American scientist. Together they wrote an article in “Bell System Technical Journal” called “A Mathematical Theory of Communication”. 
This mode of communication is a mathematical theory of communication that argues that human communication can be broken down into six key concepts. These include- sender, encoder, channel, noise, decoder and receiver. 
This is the foundation of most current communication theories. The good thing about this model is that it can be broken down into understandable parts.
However, it is important to note that although this model helps the communication process, that it also has its limitations. 
Furthermore, it emphasizes the importance of feedback in effective communication.
This originally was a linear model. A one directional system that perhaps doesn’t serve well as people can be complicated. Misunderstandings can occur between the sender and the receiver.
Another factor to consider is that noise can affect the communication process, such as environmental disruptions
This model serves as a foundational tool in understanding and enhancing the communication process.
Created with the telegraph, telephone and radio in mind.

Shramms Model of Communication 1954

Wilbur Shramms Model of Communication published in 1954. Also knows as “Osgood – Shramm Model of Communication.
This model emphasizes the importance of encoding, decoding and also includes feedback in achieving effective communication.
It is made up of eight sections which are as follows- 
Sender, encoder, decoder, receiver, message, feedback, media and finally noise.
Shramms model is different from the Shannon – Weaver model as it incorporates a feedback loop that the previous linear models didn’t. So that being said, this model stresses the fact that till the sender get the feedback from the receiver, that the communication is incomplete.
This model was actually derived from the Shannon – Weaver model, but was presented as a circular model rather than a linear one.
The model highlights that communication is dynamic and requires not only the transmission of a message but requires a live awareness and participation of both sender and receiver of the perception and interpretation of receiving the message.
This is versatile since both the sender and receiver create and send messages to one another.
Also the sender can quickly figure out if the receivers have received, translated and understood the message due to the communication models feedback system. 
This would prove to be a far more effective model of communication for the workplace of this day and age due to the systems components.

The Importance of Demeanour in the Workplace

When in a professional environment, using the incorrect tone, language and level of formality can damage and impact the relationships between colleagues. 
No matter whom somebody is communicating with, the tone of voice is a critical factor in building and maintaining healthy, strong working relationships. 
For instance, if a manager of a company takes a more relaxed approach to their role and responsibilities, it could cause numerous issues in the workplace. A Managerial role is one that requires leadership skills, provides security and gains respect through the correct tone, manner and presence.
Without upholding these traits can cause confusion within the workforce and for there to be a lack of resect and distrust. 
Tone can betray true intensions. There may well be a good point being made, but if it’s delivered with condescension or contempt, it will never land correctly.
How things are said matters just as much as the words that are being said. 

Personal Example
I was previously working in an office-based environment where a team leader on our section of the office took a much more relaxed approach to his role.
His demeanour was overly friendly, used slag words, always laughing and joking around and didn’t seem to have a consistent level of focus regarding outlaying the team deadlines and stats that we had to work towards and excel in. 
To which I feel resulted in in more than one occurrence of the consequences of not upholding a good level of leadership skills.
I feel that in a managerial role, the formality in which one speaks, the language used, and the structure are all of great importance.
One day there was a personal dispute between two other team members. The members of the team involved were spoken to in the public office space about the dispute which I found inappropriate. He was laughing and shrugging points they both had off. So, when the team leader eventually took a different approach and tried to calm the situation no one paid any attention to him or what he was saying. 
My colleagues respect had been lost has they had no authoritative figure to look up to or to respond to. 
If the correct steps were taken and the tone, structure and environment were more appropriate, it could have resulted in the dispute being resolved and the workspace and headspace of myself and my colleagues not being further disrupted. 
Secondly what I found with this leadership figure was that when we had numbers and deadlines to work towards, the lack of a person running the team efficiently meant that the not so work driven members of the time had no sense of urgency to complete these tasks we were being set. Where they wouldn’t out do themselves, they would achieve just about what was required, as they received no encouragement or support. Ultimately directly affecting the overall team performance. I got a sense that if we had a highly motivated individual leading us that was more professional that the whole company’s success could have been elevated. 

Verbal Communication in the Workplace

Verbal communication plays a vital role in how a company functions. Effectively using verbal communication is useful in being clear and concise, to be able to organise complex concepts, avoiding miscommunication and misunderstandings, in being able to express specific needs to others, also being able to convey information in an organised receivable way.
There is a need for verbal communication to be able to express thoughts, feelings, ideas, emotions and experiences.
Interpersonal Communication involves the exchange of information between people whether it be face to face, or virtually through virtual calls, webinars and group meetings. 
Being an effective verbal communicator involves choosing words carefully, to ensure clarity and a good delivery of information. When listening or speaking, making sentences clear and void of complexity, being an attentive listener, keeping points simple, avoiding the use of filler words and slang, keeping the standard of formality to a high level, tone and body language all plays important parts of the success of the delivery.
Engaging in active listening is also of great importance. It helps to gain an accurate understanding of other individual’s messages through the interpretation of verbal messages.
Although in the case of verbal communication, it has its difficulties in resolving situations or allocating duties based on speech because either party could take it back or refuse to recognise it. 

Written Communication in the Workplace. 

Written Communication involves using text or written words.
This can be used using various methods including emails, reports, business letters and memos.
When writing choose a good topic sentence, develop the body and content of the message, then the conclusion are all key elements.
The acronym “FAST” plays a role in this form of communication. Format, Audience, Style and Tone.
The information age has provided us with many benefits and challenges when it comes to writing. 
Effective written communication is crucial for building strong working relationships.
Conciseness and clarity are of upmost importance. Being direct ensures a high level of information. Before sending the information, proofreading and editing for spelling, grammar and punctuation errors. It requires a good level and understanding of language and vocabulary.
In a business setting it’s important to uphold and maintain a good level of formality.
When written communication occurs a permanent record is the created.
Therefore, when needed, important information can be easily collected from the preserved documents. It can also be used for referencing. 
Also, with the longevity as it can be preserved and stored easily and for a long time.
Through the documentation of written communication, information can be presented more accurately.
It can also assist the authorities to delegate power and authority to the subordinate. It’s more exact than verbal forms and can be used as legal defence as it shows accurate documentation.
It aids in the establishment of clear principles and policies for the operation of an organisation.
However, this type of communication can create lag as it takes time and unlike verbal communication feedback is not instantaneous. It is a continuous mode of communication. 

Motivation

What is Motivation?

Motivation is the driving force behind actions and behaviours. It’s the process that initiates achieving goals
Motivation is conceived as the activities which involve the satisfaction of an individuals need to act in a desired manner, though, motivation is viewed, conceptualised and interpretated in similar but varied ways depending on their perception (Cole and Kelly 2011)
There are two types of motivation and are as follows-

Intrinsic Motivation

This type of motivation is the driving force behind actions for needs of your own gratification and self-worth. It’s internal. The curiosity to explore, to challenge yourself and the soul purpose of learning and mastering a subject or task. It’s a feeling of achievement and happiness resulting in efforts mad and work invested.
Factors include purpose, integrity, mastery, self-respect, curiosity and pride.

Example
If an employee of a company achieved a good position in a company and was paid generously, but the role gave no room for growth or learning then that intrinsically motivated individual would feel a sense of unfulfillment, then feeling unaccomplished would soon follow.
If the employee were in a role that allowed for expanding knowledge and skillset then it would be a more effective path to success of this type of individual.
When research into motivation was undertaken from the mid-twentieth century, two views of human nature underlay the research. The one, with its echoes of Taylorism, viewed people as basically being lazy and work shy, and held that motivating them is a matter of external stimulation. The other view, with all its echoes of Hawthorn findings, suggests that people are motivated to work well for its own sake, as well as for the social and monetary benefits they received, and that the motivation is internally stimulated. 
The major researchers into motivation – whose work is still taught to business students – were Maslow (1954), Herzberg et al. (1959), Vroom (1964), Alderfer (1972), McClelland (1961), and Locke et al. (1981) (Basset-Jones 2005)

Extrinsic Motivation

This type of motivation is based more upon the need to meet external goals, gathering approval and praise from external parties. 
Winning and receiving rewards is another factor or an extrinsically motivated individual.

Example
An extrinsically motivated employee is an individual that would help a team mate out in work unlike the intrinsically motivated individual for the pride or gratification for helping another, but for the hope and assumption that then in the future they would then be owed a favour or some expertise when it was needed in return. 

Maslow’s Theory of Motivation

Maslow’s theory is based upon the idea that unmet needs motivate us to rise higher and to be satisfied they need to be completed. 
The theory states that we have an internal desire to fill every need until eventually the top stages of the scale are reached. 
This theory is made up of 5 categories of human needs which dictate an individuals behaviour.
Those needs are as follows- psychological needs, safety needs, self-esteem needs, then finally self-actualisation needs. 
It has become a mainstay of business and psychological analysis. It is a profoundly influential theory. Maslow seen psychology as the discipline that would enable him to get the answers that were needed. 
This theory being written in 1943, even 80 years later still holds a significant relevance in the modern-day workplace setting. 
For employees to feel motivated, the fundamental needs of the individual need to be met. Addressing specific needs can ensure a productive and successful workforce. 
However, with the psychological needs being placed above basic, physical needs, Maslow’s theory of Hierarchy marginalizes individuals who may be struggling with psychological issues. 

McClelland Three Needs Theory

McClelland’s theory of motivation is made up of 3 sections.
These include the need for achievement, the need for power and finally, the need for affiliation. 
The theory states that each individual has a different balance of those three needs and for most of us one of those three needs will be greater. 
The more familiar co-workers are with one another, the better the understanding of what will motivate each of those individuals. 
If the primary need of the individual is understood, then the way the individual is motivated can be tailored to that individual specifically. 
It’s the most practical needs theory as its set out this way and specifically fits individual needs.
However, with the theory concentrating on traits like power, affiliation and achievement, it then overlooks many aspects of an employees more basic needs. 
This includes things like food, shelter and safety. 

Herzberg’s Theory of Motivation
This is a theory that assumes the key factors that determine an individual’s motivation and satisfaction in the workplace are based on 2 categories. 
These 2 factors include Motivators and hygiene factors. Herzberg suggests that its down to the working environment if workers aren’t happy and when employees are happy its due to feeling motivated and fulfilled
Motivators like achievement, success and recognition lead to higher satisfaction.
Hygiene factors such as wages, company policies and working environments.
This theory suggests that managers must address both hygiene factors and motivators to create a truly motivating and satisfying working environment. 
Behaviour, can only be predicted based on the knowledge of the psychological situation (Bassett-Jones 2005)
However, Herzberg’s theory has also been criticized for not regarding the role of each individual such as age, gender, job role etc in determining job satisfaction and how these preferences change over time and differ among demographic backgrounds (Wiley 1997) 

McGregor’s Theory X and Y
This motivational model was based upon the belief that managers have a profound influence on the way organisations are run.
This theory was broken down into 2 parts- Theory X and Theory Y

Theory X
This theory states that human beings have a dislike to work and can only be made to get results at the work by application of coercive methods and by direction.

Theory Y
This theory advances the view  of authoritarian style leadership within the workplace where the results are the focus of leadership and is more work- centered than people-centered.

Some authors consider McGregor’s work as a basic theory of motivation, whereas others feel as though it is a philosophy of human nature and fits more logically into a discussion of leadership than basic motivation theories. (Montanna and Charnov 2000).


Principle Factors that can affect performance in the workplace

There are numerous factors that could affect an employees performance in the workplace ranging from environmental issues such as bad working conditions, damp, old unmaintained working spaces, a low level of cleanliness, to more personal aspects such low morale, a lack of professional growth opportunities, having no recognition and no development options or perhaps disputes with co-workers.
Factors like recognition, trust, empowerment, autonomy and interesting work can influence it.
Harrison (2005) defines recognition as “the timely, informal and/or formal acknowledgement of a person behaviour, effort or business result that supports the organisations goals and values and has which been beyond normal expectations”. Recognition is an expression of management appreciation and acknowledgment of employees’ performance, personal dedication and engagement at all times (Nyakundi et al 2012)


The theory applied to workplaces in my experience is the Herzberg Motivation theory. It was a calm and harmonious environment to work in. There were incentives constantly, in form of wages, household items, even the ability to win holidays and breaks away. There was a sense of pride achieving our targets and goals and were praised and recognised for our efforts as teams and as individual workers. Giving plentiful opportunities to grow and to climb the career ladder and to be promoted.
It was an encouraging and motivating environment to be a part of.

Communication Questionnaire

1. Am I effective at being a good communicator? 
2. Am I clear in what I say?
3. Do I listen attentively?
4. How are my non-verbal behaviours perceived?
5. How are my written communication skills?

ANSWERS
Colleague 1

1. Yes, most of the time. 
2. Yes, I feel as though you try to make sure what you’re saying is understood
3. Yes, I think you listen carefully and expect the same kind of response
4. On first impressions I misunderstood your bad eyesight and lack of your glasses for giving funny looks. 
5. Sometimes good but most of the time there are typos
Colleague 2
1. Yes, I think so
2. Yes, you try to gain an understanding that what you’re saying has been heard
3. I see signs of active listening you seen to pay attention to points being made
4. Sometimes you seem rushed
5. There aren’t typos in work settings but then with texts etc there are always spelling mistakes and can be difficult to understand
 

Colleague 3
1. Overall, I’d say yes
2. Yes, you try to be clear and try to apar
3. You’re empathetic so I’d say yes
4. Sometimes you need to slow down as you’re fast paced
5. At times the messages are scrambled



Personal Development Plan



What I identified was that I need to pace myself, work on my time management and give myself appropriate time and space to complete every task I have to a high level. 
I have learned that I’m perceived to be an active listener which is a key element to be a good communicator. Language and grammar is also important which is something that needs to be worked upon. 
What I will do to achieve this is to study, learn and grow. Read up on topics. Manage my time and tasks correctly.
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