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Section 1: Communication
Communication defines the meaning of sending and receiving information between two or more people. To communicate, is being able to share information with another person or other persons. (Cambridge Dictionary, n,d), Chbaly et al (2021) extend this definition stating that communication refers to the process of sharing a message through the exchange of knowledge, information, ideas, and feelings through speech, gesture, or writing. What is clear is that communication is the exchange of information between two or more people using a variety of mediums.
As shown, communication means to be able to communicate well, using different tools and techniques, in order to share information with others, particularly in the workplace.  Often employees will communicate to share progress and provide updates on a specific task or project, for example, in my workplace I communicate with the pharmacy via email and telephone. Both are indicated as communication channels. These communication channels allow for two different types of communication. Telephone being spoken communication and email being a form of written communication. Other types of communication include face to face with examples such as talking one to one, meetings with two or more people and online meetings such as teams. Another being social media platforms, messaging platforms and application tools such as Jamboards which all fall under a form of written communication. Physical letters through the post are also categorised as a written form of communication. Communication is an important lifelong skill needed in everyday life and the workplace.  (Daastan, 2022). 
“Whilst every effort is made to communicate effectively, there are a number of factors that can impact the achievement of effective communication” (Chbaly et al, 2021). “Communication is the transactional use of symbols, influenced, guided, and understood in the context of relationships” and Duck & McMahan (2015) believes “Communication is the transactional use of symbols, influenced, guided and understood in the context of relationships”. Therefore, I believe that communication is when a message is delivered and understood by the receiver, irrespective of the channel and method chosen to deliver, effective communication is when the right method and channel is fit for purpose and the message is understood, following the feedback provided afterwards. 
Table 1: Some barriers to communication 
	Barriers 
	Explanation 

	Language
	Communication can be difficult to understand if a different language is spoken or written or the ability to understand one another should slang words be used within the communication or abbreviation. 

	Time 
	When time is unavailable, ensuring the communication is delivered effectively can be difficult as feedback cannot be given to make sure that it has been received correctly. 

	Cultural Barriers 
	People often familiarise themselves with similar likes and dislikes within the workplace and in everyday life. This can affect communication by being able to understand someone’s views, notions, customs to name a few. 



This table identifies the barriers to effective communication. One being a language barrier, making it difficult to understand the message. From experience, plain english was encouraged in written and verbal communication, to understand the message. Written communications would be bilingual due to residing in Wales, allowing the reader to read both Welsh and English. Challenging times often occurred if jargon was used and not everyone could understand. This was a learning curve during the first year of employment. Time is considered to be effective when communicating. Less time sending messages meant more time for other important tasks. Without time, feedback cannot be given. It seemed that email was favoured within the organisation I worked for due to the effectiveness of time to send and receive. However, for emails to be read correctly, it meant that the sender had to consider their grammar, punctuation and the intended message. Cultural barriers affect communication. Such as having different viewpoints and opinions, making the ability to understand communication hard at times for cultural differences. 
1.1 Explain the relevance of the communication cycle for effective communication in management 
The communication cycle is a process where the message is sent to the receiver involving key stages. The message and its aim, encoding, transmission, receiving the message, encoding and finally, making any changes. Its relevance within management is to ensure the communication is understood correctly and if not, how it can be improved, following the cycle. From experience, the manager communicates in meetings using verbal communication. The employees listen and interpret the information given. Our meetings end with questions and answers to clarify understanding and ensure everyone understands their role. If the manager uses jargon, this can affect the task being completed correctly. If feedback is not provided, the manager may assume the team has understood the information and can lead to poor delivery of the task. It also helps to maximise its effectiveness within the workplace by allowing changes to be made and a chance to improve from the feedback given. Argyle (1972). This should support confirmation that the receiver has received, decoded, and understood the message. Included is non verbal communication such as facial expressions. Asking questions to confirm understanding. An example of misunderstanding or miscommunication in an email from my previous manager, led to tasks being completed incorrectly. Poor punctuation was used, along with jargon and the urgency of the task was unclear. This led to the task being delayed. If a message is misunderstood, responsibility often falls on the sender. However, effective communicators proactively change their messages, considering the receivers knowledge and ensuring they have understood. 
The Shannon and Weaver (1948) model introduces key stages of the communication process, such as: The sender who is the  originator of the message. The encoder which converts the message into signals. The channel which the message travels through. The receiver that receives the message. Decoder, decoding the message. Any noise that may interfere and distort the message. This linear line model is believed to be a one-way process of 6 elements. These being a source, a transmitter, a channel, a receiver, a destination, and noise. The model places less emphasis on the feedback, which is crucial for confirming and decoding the message correctly. Effective communication requires a clear message for it to be understood. For example, in the workplace my manager may choose an appraisal meeting, to provide constructive feedback and set goals. The language is clear and jargon-free, the layout organised, the style professional yet approachable, and the tone supportive, friendly and calm. If feedback is not relevant or not sent on time, this can affect the effectiveness of the communication. For example, delivering an appraisal right after a significant project can allow for timely feedback. This model does not allow for feedback and it can be difficult to improve the communication performance without feedback. The only way to know if successful would be an end result. For example, if the message was asking for a task to be completed and the task was completed. If the task was not completed, this could indicate a problem receiving the message.  Linkdin (2024)
It is clear that both models demonstrate the need for a clear and relevant aim within the communication. The communication cycle focuses on the need for feedback and communication being able to adapt in different situations whereas the Shannon and Weaver model suggests that communication is a linear line. The problem with a linear line approach is that communication is one sided and unable to act or change upon any feedback received. Therefore, when managing others, this can be difficult if the message is not delivered effectively. It is important to consider written and spoken communication, if the correct language is understood by all those involved. The right tone used and if spoken, is it loud enough to hear. Was the message delivered in time allowing the message to be interpreted and acted upon? Feedback would be helpful for managers to decide on future communication delivery. 
1.2 Explain, with examples, the importance of selecting an appropriate tone, language, and level of formality in management communications       
In management communications, using the right tone, spoken and body language, and level of formality helps to build clarity on the message being delivered. This will help to interpret the message accurately, build positive relationships, and align with the receivers expectations. The tone of the sender in their communication can depend on the situation and their relationship. Tone may be formal to informal. The manager often used a formal tone in 1-2-1’s. This shows professional practice, respect and clarity for feedback and improvement, as well as respect from the employee. The language used should be clear, concise, and appropriate for the receiver to understand. Within emails, my manager would ensure correct spelling and punctuation was used as well as formal language to make the information clear. Formality can differ within communication depending on its purpose. I have created a table outlining the different types of communication, the tone and language that is more suited for the communication method. Please refer to appendix 1. 
Key points to consider; is the right type of channel used? Is it appropriate for the task? Can the receiver understand the language and is the tone of message clear and concise? Managers may consider if the chosen method allows for proof of the message being sent. Has the message been decoded correctly? Does an email allow for feedback and is it the right method for something that is urgent? How does this affect the individual? From experience, meetings are used to catch up on the progress of projects, allowing updates and clarity on progress, a chance to address any issues and set targets amongst the team. It would be hard to clarify all this information within an email. The tone needed to be kept professional otherwise the meeting would turn into a chit chat regarding personal social events and can create frustration as time goes on. 
1.3 Assess the effectiveness of a range of verbal and written communication methods within your area of the organisation
Communication methods within my previous workplace include; emails, formal letters, telephone calls, social media, and formal meetings. Emails being the main choice of channel was used due to its quickness and effectiveness. Emails should be concise, clear, and free of jargon to allow everyone to understand it correctly. Important emails usually have read receipts on them to allow the manager to see if they have been read and remain recorded. They allow the reader to respond at a suitable time. It can be a cost saving format also. Sometimes, emails are too lengthy or lack clarity and can lead to the message being misinterpreted. Emails rely on internet access and good signals. Formal Letters are used for external communication, particularly with clients and stakeholders. They are often checked before being sent out. Formal letters should use professional language and be free of errors. Spell check is often relied upon. They should have structure, addressing the recipient's needs. Formal letters uphold the organisation's professionalism and are commonly used for health, legal and official communications, however they can take time to create and check. Telephone calls can be quick and address clarity straight away. Depending on personality, telephone calls can be quick and effective. These should be professional and to the point. They can allow for quick resolution of issues. They are also more personal, which can strengthen working relationships. No evidence of the call can lead to the conversation being forgotten. In my workplace, without taking notes, call conversations may be forgotten. Social media is used for marketing, public updates and encouraging group discussions. It is easy to see the brand, voice and values of the organisation. For example, Facebook posts should be engaging, informative, and interactive, creating a positive online presence. This is a good way to expand the organisation's reach within the area. Kenan (2023). Time can affect inconsistent posting which can affect the brand and voice. Developing a content calendar and remaining consistent can support being effective on social media. Formal meetings are held regularly to provide updates, strategic planning, and performance reviews. In my organisation, the manager would provide a clear agenda in readiness for the team to prepare. They should start and end on time, with minutes recorded and action items clearly assigned. Formal meetings provide clarity and allow for decision making. Without a clear agenda, meetings can off track onto another subject. Goff-Dupont (2022). Covey (2013)  came up with the theory that effective communicators are able to listen well to others following the 5 levels of listening theory. Being there are 5 different levels of listening,  an effective listener would be seens as being able to to listen at the highest level, demonstrating empathy towards others. The level of listening indicates whether the communication has been understood. The first and lowest level, ignoring, indicates that the listener is ignoring the speaker. Online meetings can lead to the speaker being ignored when there are multiple speakers fighting for the spotlight and their communication message gets lost or ignored, such as during Covid’19 in my workplace Level 2, pretending to listen where the listener is listening but not fully engaged. Level 3, selective listening, when the listener is listening but they do not agree with the topic or it doesn’t interest them. Level 4, attentive listening where often the listener or reader will receive the message or information as intended, however they then decide what to do with this information. The highest and last level 5, active listening, suggests that the listener has understood, paid attention to the speaker and decides they agree with the message. Sheasby (2023). Being able to listen well helps to better understand and can potentially reduce errors. In a 1-2-1, the manager actively listens to the employee's concerns by making eye contact, nodding, and summarising key points. This makes the employee feel valued and may help to develop a better working relationship. Rogers & Farson (1987).  Empathetic Listening is trying to understand the person's emotions. Demonstrates a high level of emotional intelligence. For example, when there is conflict within the workplace, the manager empathises by listening and acknowledging the emotions of both parties, showing understanding and concern, which then  helps to defuse the situation. Goleman (1998) suggested that emotional intelligence plays a role within the communication process by being able to recognise and deal with our own feelings. Ott (n,d) also suggests that emotional intelligence allows us to respond effectively towards others in the workplace. This is particularly important within meetings such as team meetings and 1-2-1’s. 
Section 2: Motivation
Motivation is the urge that helps us to do something and guide our behaviour toward goals. It is what makes people tick. It helps to act upon a task, whether that is to write an assignment or clean the house. In the workplace, motivation helps to complete tasks, driving employees to perform at their best, giving rise to complete certain tasks. Graham, s & Weiner, B (2012) suggests that motivation in the workplace is based upon many contributory factors, focusing on the individual's behaviours. In everyday life, motivation allows us to keep up with good hygiene, get fit and healthy or even set out goals. 

2.1 Evaluate theories of motivation relevant to your workplace
Image 1: Maslow's hierarchy of needs
Maslow (1943) created the hierarchy of needs, physiological, safety, love and belonging, esteem, and self-actualisation. Maslow believes that individuals are motivated to fulfil these needs in a particular way. In the workplace, managers may consider the physiological needs of their employees, such as comfortable working conditions and a fair salary. However, the employee may need job security, safe working environments or job benefits such as extra holidays or medical insurance. For motivation to proceed further, the manager needs to consider whether the employee has a sense of belonging within their team and social interactions should be encouraged. Self esteem and rewards can provide opportunities to develop the employees career and provide feedback. With all stages accomplished, the employee may reach self actualisation and become self motivated. Motivation increases as needs are met and the employee will need further motivating factors. Kaur (2013) argues that each organisation is different, therefore this may be hard for employees to reach their needs based on the organisation's structure and support. In my previous workplace, there was a salary, regular breaks and a small team, providing the opportunity to make working relationships, however ultimately, it is down to the individual's personality, beliefs and the direction from the manager that would support further needs being met. For example, being given more responsibility can help with the feeling of being valued and having personal conversations to feel trusted. If the basic needs are not being met, it can be difficult to move up through the stages of motivation based within this theory, such as having enough pay to feed their family.
Herzberg (1976) came up with the theory that splits motivation into two factors, hygiene factors and motivating factors. Hygiene Factors include a salary, good working conditions and clear company policies. Motivating factors can be feedback and recognition. The manager may delegate responsibility creating a motivating factor. In order to be self motivated, hygiene factors need to be met before motivating factors. However, It may not account for the different motivating factors of individuals. Nickerson (2023) argues that the theory of job satisfaction and dissatisfaction forms in two different ways and with their own factors.  This may not affect traditional views of job satisfaction. It may be that an employee is satisfied with their income and another is not. Each view may be based on personal needs such as having a family to feed. In order to become motivated, the theory suggests that the hygiene factors would need to be met before motivating factors and similarly to Maslow, if the salary was not enough, this can hinder the motivation process within the first stages. McClelland (1965) identifies three motivators. The need for achievement, where the individual may require challenging projects with clear goals and feedback.  The need for affiliation where the individual creates a teamwork environment and social interaction. The need for power, where the individual seeks control. Understanding these can help to plan motivation strategies for each individual. It is not always obvious to know an individual's needs. From experience, the manager would gain the opinion of the team before planning. This may identify as the need for affiliation, or it is possible they are using a leadership style to create motivation. The manager may still need power and could identify as two motivators. Ultimately speaking, as a manager they would make final decisions, therefore it could suggest that in this situation, the manager is a mix of affiliation and a need for power based on their role. 
In my workplace, it is clear that there are similarities from each theory, therefore making each theory relevant to my workplace, however ultimately, the manager and their employees may have different motivating factors. Mcclelland's theory best describes a manager's motivation. 
2.2 Evaluate the principal factors that may affect performance and motivation in the workplace
The principal factors that may affect performance and motivation may be personality, goals traits and beliefs. Employees perform better when their values are the same as the organisation’s. The right skills allow tasks to be completed and motivates this. Being asked to work on electricity when you are the gas man can hinder motivation and completion of tasks.  Personalities help to form teamwork. Different strengths often encourage new ideas and motivates the team to work well together. Personality clashes can cause conflict, however they also encourage problem solving. Corr, DeYoung & McNaughton (2013) suggests that people are motivated when there are rewards. The manager's leadership style affects motivation. Such as the manager using a laser faire leadership style and their employee is new, they may feel overwhelmed with no support. On the contrary, if the employee has been in their role for many years and the leadership style used is an autocratic leader, the employee may feel undervalued by their manager. Lewin (1939). Cherry (2023) suggested that an autocratic leader is less favoured and can be seen as demotivating. Democratic is most favoured for its ability to include the team in the decision making process and laissez faire is seen as the least favourite, with little support to others, making this a demotivator.  It is possible to change and adapt to situations when considering performance based on individual needs. Conflict can create problem solving skills or negatively create stress and anxiety. From experience in the workplace, when a task is completed incorrectly this often leads to the feeling of being miss understood and unmotivated to continue with the task. Strategies to consider may include sharing of information regularly, regular meetings and implementing training and development to ensure the team has the right skills to carry out their roles. Goss & Guerrero (2000). 
2.3 Select a theory of motivation - apply it to your workplace – evaluate the impact
Maslow’s hierarchy of needs (1943) created a theory consisting of 5 stages within a pyramid. These needs are: physiological, safety, love and belonging, esteem, and self-actualisation, as mentioned above. In the workplace, physiological needs may include a salary, fair treatment to breaks and toilets on the premises. Once the first stage has been met, employees would then seek further motivation. The safety needs might be a full time contract of employment, health insurance, holiday pay and a safe working environment. In order for the motivation to proceed further to the third stage, the manager needs to consider whether the employee has a sense of belonging within their team and social interactions should be encouraged. In the workplace, teamwork days were encouraged, team meetings are set monthly, sometimes sooner and this built opportunities for the team to work together and build trust. The fourth stage can provide opportunities to develop the employees career and provide feedback. When all of these stages have been accomplished, the employee may reach the last stage of self actualisation where they become self motivated within their role and proactive with getting tasks completed. Work based learning focuses on developing employees skills and knowledge through practical experience and further development which can increase motivation and engagement by addressing the needs at all levels. Basic needs are met by the employer and it is the employer who can support the individual to progress onto the second stage simply from a salary or a contract of employment and paying the individual on time. However, not everyone's salary meets their needs and it can be argued that they are not motivated to progress within the organisation. In my workplace, this can affect working relationships as personal needs are not met. A safe working environment can include fire safety reports and checks annually and creating a safe space to work in. Motivated employees are likely to perform better in the workplace and produce high quality work. Within the workplace, our team was skilled and worked well together. They have good working relationships, demonstrating trust and respect for eachother. The team produces high quality work and receives feedback on their performance from the manager. This motivates the team to work well together and to continue to work and improve their performance. 
2.4 Develop appropriate criteria to evaluate own ability to communicate effectively
The ability to communicate effectively can help provide feedback on skills and implement training. I have captured criteria to evaluate my own ability to communicate effectively. 
1: Table: Ability to communicate effectively. Please see the appendix. 
This identifies 5 key areas that I would like feedback on to understand if I communicate effectively. 1: Being clear when communicating allows others to understand the message correctly. 2: Listening demonstrates engagement and allows others to feel valued in a discussion with me. 3: Empathy shares the ability to understand the feelings of others so that I can understand how they feel within conversations. 4: Using the right tone of voice allows the message to be received correctly and understood, for example if I am annoyed, my tone of voice should portray this. 5: Non verbal communication will help me to engage and give appropriate gestures to help others stay engaged with me. I will ask 5 individuals to provide feedback on my communication. 
2.5 Collect and analyse feedback on own verbal and written communication skills
Evaluating my findings from appendix 3 - 7, I have more strengths than weaknesses. Messages appear to be clear when communicating, allowing the recipient to understand me. Empathy came out high also, being able to understand how others feel. Improvement is needed around tone of voice and being able to listen, having the lowest marks at 3⁄5 in some feedback tables. I am able to give non verbal communication, such as using body language and keeping eye contact. This supports the other person to understand and show that I am confident in conversations. Training may be useful to improve in these areas that are weaker. See full responses in appendix.
2.6 Evaluate own communication skills as a manager, identifying strengths and areas for improvement……then Produce a PDP to address these
Below is a SWOT analysis identifying the strengths, weaknesses, opportunities and threats with my own communication skills as a manager. The aim is to identify areas for improvement. Refer to appendix 3-7. 
	SWOT

	Strengths

Communication is clear which allows others to understand the task given or the message given to others. 

I am able to listen to others, showing I value what they have to say. This can build trust and good working relationships. 

I am able to show empathy towards the way others are feeling, showing that I can understand and support them better. 

I am able to use the right tone of voice within my communication, often being able to help others understand my given mood. 

I am able to adapt in different situations depending on who I am talking to. 


	Weaknesses

At times, my messages can be a little hard to understand as I often expect others to understand my situation or mood. 

Very rarely but I can let my personal emotions get in the way of communication. 

At times, I have little confidence in myself when speaking to others. 



	Threats

I don’t always give feedback when it is needed. 

At times, the wrong tone of voice can be used. 

Potential to misunderstand or for others to misunderstand me. 
	Opportunities

Training and development around communication, such as courses, gaining feedback and researching. 

Gaining better technology to support communicating effectively, such as equipment, apps, instant messaging, devices. 



Strengths identified include being able to deliver clear messages. Managers delegate tasks to their employees, therefore clear messages are important to ensure the task is done correctly. Another strength, being able to listen, is also important for managers to listen to their employees to ensure there are no concerns or problems when completing tasks. Allowing emotions to get in the way of communication is a weakness a manager should try to overcome as this can affect the performance of the project. Having little confidence such as speaking over the phone, can hinder the timeframe of projects also. Not providing feedback is vital to growth and performance. If employees misunderstand me, the task is unable to be completed correctly. Further training could be a good solution to improve skills and knowledge around communication, along with gaining further feedback on communication to allow improvement. 

From the findings within the SWOT analysis, I have created a personal development to plan for further development on communication as a manager. 
Personal Development Plan
	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	
How to overcome emotional barriers when communicating. 


	
Communication training on emotional intelligence.
	
Time
Laptop
Notepad & pen
Communication training course
	
On completion of the course.
	28.07.24

	
Build Confidence when communicating.


	
Communicate more regularly with those involved within the business project.
	
Book in a meeting on Google meets to discuss project progress. 
	
Laptop
Calendar
Internet

	
05.06.24

	
Provide feedback to others.



	
Communicate feedback to others who are supporting the project.
	
Book in a feedback meeting on the communication progress. 
	
Laptop 
Calendar 
Internet
	
05.06.24




Personal Objectives

	Short Term Goals (next 12 months)

	Be able to improve my ability to provide feedback to others, allowing my feedback to be understood and acted upon. 


	Medium Term Goals (2-3 years)

	
To build confidence when managing and communicating with others. 



	Long Term Goals (3-5 years)

	
Get the manager position, running a large project and having the emotional intelligence to deal with all communications across the business. 
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Appendix:
1) 
	
	Communication 
	Tone 
	Formality 

	Written 
	Formal Email 
	Professional, factual, to the point, friendly, clear, concise and appropriate. The information within an email may address certain work-related tasks and be specific to the project. The email may have functions to provide the date and time of the communication being sent and received. This also provides proof of the communication being sent. An email is almost instant depending on the timezone and internet connection, therefore making it a cost effective way to communicate within a business setting. Suitable tone. 
	Formal 

	
	Letters 
	Professional, factual, to the point, friendly, clear, concise and appropriate. A formal letter is a professional way to address information professionally from any organisation. More commonly used within the health care sector. A letter should be factual and have clear definition and structure. Suitable tone. Seely (2013)
	Formal 

	
	Blog / Social Media Post
	Suitable informal tone to the writing. Correct use of spelling and language used often is more relaxed and jargon commonly implemented to attract the audience. The right expression that is fit for purpose. 
	Informal 

	Verbal 
	Formal Meeting 
	Clear communication concise to the intended message. Language used should be easily understood to the majority of the group attending. A professional and approachable tone, allowing for clarifying questions. Ensuring clarity, respect and engagement within the communication. 
	Formal

	
	1-2-1
	Clear communication concise to the intended message. Language used should be easily understood to the majority of the group attending. A professional and approachable tone, allowing for clarifying questions. Ensuring clarity, respect and engagement within the communication. Friendly and approachable to allow for a two sided communication. 
	Formal 

	
	Telephone Call
	Can be adapted to suit different types of calls. Formal being Clear communication concise to the intended message. Language used should be easily understood to the majority of the group attending. A professional and approachable tone, allowing for clarifying questions. Ensuring clarity, respect and engagement within the communication. Friendly and approachable to allow for a two sided communication. Informal having multiple tones, jargon potentially being used and general chit chat about personal life. 
	Formal and informal


2) Table: Ability to communicate effectively
	Communication 
	1-5 ( 1 being low )
	Reason for grade

	1: Clear Communication - The ability to communicate clearly and concisely?
	
	

	2: Listen - Able to actively listen?
	
	

	3: Empathy - Able to understand and share feelings from others?
	
	

	4: Tone of voice - Is the right tone being used within messages?
	
	

	Non verbal - Able to keep eye contact?
	
	




3) Table feedback from Sonia Sines - 20.05.24
	Communication 
	1-5 ( 1 being low )
	Reason for grade

	Clear Communication - The ability to communicate clearly and concisely?
	4
	You almost provide clear communication but at times it is hard to understand what you mean without questioning. 

	Listen - Able to actively listen?
	5
	You are always there to listen. I see you nodding when I’m speaking. 

	Empathy - Able to understand and share feelings from others?
	5
	You understand the way I feel and allow me to finish talking before offering your advice. 

	Tone of voice - Is the right tone being used within messages?
	3
	Sometimes you need to be direct. 

	Non verbal - Able to keep eye contact?
	5
	You have good eye contact. 



4) Table feedback from Emily Brown - 22.05.24
	Communication 
	1-5 ( 1 being low )
	Reason for grade

	Clear Communication - The ability to communicate clearly and concisely?
	5
	I understand what you ask for during the appointments. You question me to make sure I have understood. 

	Listen - Able to actively listen?
	5
	You allow me to talk and you nod when I speak. 

	Empathy - Able to understand and share feelings from others?
	4
	You understand my feeling but as we have recently met, you may not understand how I am feeling all the time.  

	Tone of voice - Is the right tone being used within messages?
	4
	You are softly spoken and can be direct when you need to be. 

	Non verbal - Able to keep eye contact?
	5
	You have good eye contact. 



5) Table feedback from Catherine Ellias - 22.05.24
	Communication 
	1-5 ( 1 being low )
	Reason for grade

	Clear Communication - The ability to communicate clearly and concisely?
	3
	I don’t understand you all the time but we have different accents. 

	Listen - Able to actively listen?
	5
	You always listen to what I have to say. 

	Empathy - Able to understand and share feelings from others?
	5
	You understand the way I have been feeling lately and empathise with what I have been through.  

	Tone of voice - Is the right tone being used within messages?
	4
	You use the right time but I think you need to be more direct with your clients. 

	Non verbal - Able to keep eye contact?
	5
	You have good eye contact. 



6) Table feedback from Sion Hughes 25.05.24
	Communication 
	1-5 ( 1 being low )
	Reason for grade

	Clear Communication - The ability to communicate clearly and concisely?
	4
	I find it hard to understand you at times because you assume I know you best. Most of the time I understand what you mean because you tell me more than once and ask questions. 

	Listen - Able to actively listen?
	3
	You are able to listen but you don’t understand what I mean and then tasks get completed wrong. 

	Empathy - Able to understand and share feelings from others?
	5
	You understand the way I feel and allow me to finish talking before offering your advice. 

	Tone of voice - Is the right tone being used within messages?
	5 
	You are able to use the correct tone of voice to suit the communication. 

	Non verbal - Able to keep eye contact?
	4
	You do this often but are very busy also. 



7) Table feedback from Jaimie Leanne - 25.05.24
	Communication 
	1-5 ( 1 being low )
	Reason for grade

	Clear Communication - The ability to communicate clearly and concisely?
	5
	I have always understood you. 

	Listen - Able to actively listen?
	5
	You are always there to listen. I see you nodding when I’m speaking. 

	Empathy - Able to understand and share feelings from others?
	5
	You understand the way I feel and allow me to finish talking before offering your advice. 

	Tone of voice - Is the right tone being used within messages?
	5
	Based on the conversations we have had, your tone suits the communication. 

	Non verbal - Able to keep eye contact?
	5
	You have always had good eye contact and you talk with your arms.  
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