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Introduction

The aim of this assignment is to demonstrate and understand the effectiveness of communication within management. A range of communication methods that are utilised within a workplace will be discussed and analysed including formal, informal as well as verbal and non verbal methods of communication. Through the completion of this assignment a range of effective communication methods and models will be highlighted, discussed and analysed allowing gained knowledge and skills be incorporated into a workplace and develop management skills for future practice.

 
What is communication and how is it important?
Communication is the exchange of information, ideas, thoughts, and feelings between individuals or groups, involving a sender transmitting a message through a chosen technique. This can be verbal or non-verbal and consists of several components.  Effective communication is vital to ensure all participants understand. Clear communication lowers the possibility of miscommunication thereby reducing confusion. Communication skills are vital to project employment skills, encouraging relationship, and excel at work. Effectivness communcation ensures accurate information sharing, problem-solving and enhancing collaboration. Key strategies for effective communication include active listening, clarity and feedback and therefore vital,
Overall, communication is vital for personal success, professional achievement, and business development (Stevenson University, 2022). 
 

Communication cycle
 The communication cycle consists of five elements shown in the following diagram.
 [image: A diagram of a communication cycle
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A model known as the "communication cycle" describes the movement of information from a sender to a recipient and back, guaranteeing efficient communication. The sender is the first to create and encode a message in order to transmit a concept or piece of information. A selected channel, such as spoken words, written text, or non-verbal cues, is used to convey this message. After that, the message is decoded and interpreted by the recipient using their context and level of knowledge. Feedback from the recipient to the sender lets the sender know if the message was understood correctly and makes any required corrections. Language hurdles or other external noise might cause communication to become less effective. Context, which incorporates environment and cultural back
Ground, also plays a role in this.
A basic idea that describes how information is sent, received, and understood by people or groups is the communication cycle. It highlights the steps involved in making sure that communication is effective and that the person receiving it understands and receives the intended message. This is a thorough explanation and description of the module on the communication cycle.
 
Below is a example of how this communication cycle works in a workplace setting
 
Sender: As a project manager, would want to let the team know that the deadlines for their work have changed.
 
Communication: the information outlining the revised due dates and any changes to the project schedule that are required.
 
Channel: choosing the best suited communication method I.E: the manager decides to send the group an email.
  
Decoding: Using their knowledge of project needs and timeframes, each team member decodes the message.
 
Response: notifying that the email has been read, and outstanding questions replied. 
 
Change: In response to the team members email, the manager clarifies the matter and makes sure that everyone on the team has understood. 
 
Context: Clear work assignments and deadlines are crucial for project success and therefore requires effective communication. 
 
Noise: Misunderstandings brought on by unclear language, interruptions while reading the email, and technological problems that stop team members from accessing the email are some possible sources of noise.
 
Overall the communication cycle highlights the significance of feedback, adaptation, active listening, and clear messages to guarantee successful communication.
 











Shannon and Weaver
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The Shannon and Weaver communication model, also known as the Shannon-Weaver model, is a mathematical theory developed by Claude Shannon and Warren Weaver in 1948. It views communication as an action that involves sender, transmitter, receiver, channel, and destination. By taking into accounts like encoding, transmission, decoding, and noise explain how information is transferred. It underlines the importance of a clear message without possibility that interfere i.e. noise. Despite being created initially for communications has been applied to different types of interactions to encourage essential structures for understanding and processing communication.
This theory has gained significant support and is regarded as ‘the most significant communication models’ within this century (Goby & Hilba, 2023). 
 
 
Schramm’s model
 
Below is shown a diagram of the model that’s going to be talked about,
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Wilbur Schramm developed the Schramm Communication Cycle, which shows the benefits of communication as it continuously encoded and decoded between a sender and a recipient. Schramm's cycle, in contradiction to linear models, stresses the ongoing information exchange between those involved, where the sender and recipient roles are transferable.  The cycle starts with the sender securing a message, which is eventually sent to the recipient across a selected channel. By decoding the message and giving the sender response, the recipient starts another conversation cycle. The interactive and social aspect of communication is brought out by this repeated method, which also highlights how crucial feedback and mutual understanding are to successful communication. Furthermore, The model also acknowledges that a number of factors, including particular traits, social circumstances, and noise in the environment, can have an impact on communication. These factors may affect how people understand and react to signals that are sent during a cycle.
 
For example, during a meeting, the team leader shares objectives with the group, and the group members respond by asking questions or offering feedback, starting a conversation.  Similar to this, with email communication, managers ask for updates, and staff members reply, starting new communication cycles. During appraisals, managers give staff members feedback, encouraging ongoing conversation. 
 

Berlo model
The Berlo communication model has four elements shown in the diagram below
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David Berlo was an American communications theorist who is known for developing the SMRC model of communication in 1960, according to Berlo it is framework that explains the parts involved in the communication process. It is made up of the sender, message, channel, and receiver as its four main parts. The model highlights the dynamic interaction between these parts, recognising that communication is a complicated exchange of information between people rather than a one-way activity. The person who starts the conversation, the sender, makes up a message that is meant for the recipient. This communication is carefully prepared in order to communicate the sender's thoughts or ideas and can take many different forms, such as written, spoken, or non-verbal signs.  The communication channel, a face-to-face meeting, phone calls, or written correspondence, has a significant impact on how the message is communicated. On the other hand, the recipient, takes meaning from the communication by understanding and decoding it, then reacting effectively.  Recipient feedback offers helpful data on how well the communication process worked, allowing changes and improvements.  The Berlo model also acknowledges factors of context that might affect how messages are perceived and understood,  All things taken into account, the Berlo Communication Model provides a thorough framework for looking at and understanding all aspects of communication, stressing the importance of surroundings, feedback, and clarity in achieving effective communication outcomes.
 
Giving a project update at a team meeting is a good way to demonstrate these models within a workplace however taking into considering their inhibiting factors is vital to encourage the successfulness. This applies to all models of which can be adapted better to certain situations. 

As well as models and cycles being vitally important within work places there are also a range of levels that can be used within communication. Levels such as Formality, Language, Structure, Content  and tone can ensure the process of communication is clear and effective by both the sender and receiver. This cycle has multiple components that all need to be carried out with professionalism and skill to ensure messages are clear and understood. Failure to do this effectively will lead to multiple disadvantages that will jeopardise the successfulness of a business due to missed opportunities, unsatisfied and confused staff leading to lost time and finical issues (Morrison, 2024).
 
Formality -  Within communication means messages are more likely to be professional and meaningful with clear and creditable messages leading to the receiver being more likely to comply and respond to the request or instruction given due to the way in which the message has been sent (Linos et al., 2023). However Linos et al.2023) — adds finding the correct balance between respectfulness and strictness of sending this level of communication is a skill that business managers and owners require to ensure respect and authority is maintained at a professional level as oppose to projecting a negative attitude when trying to formally communicate.
 
 Structure - The structure in which communication is delivered is vital to ensure the successfulness of team building and promoting business. This enables colleagues to increase productivity and engagement within developing all of which leads to higher moral and understanding each other to enable everyone to choose which communication structure is best suited to that particular team member or situation. Failure to do this correctly can plummet staff moral or value, business reputation and overall lead to a lack of communication throughout the business due to it not being sent or received effectively. Overall this will lead to a negative effect on the successful of the business and therefore highlights the importance of effective structures at all times (Kramer, 2023).
 
 Content - Content helps deliver a clear, relevant and logical message that has a reduced risk of being misunderstood as clear information/instructions are proven to be easier to process and understand. The content of messages whether these are verbal, written or non verbal is important to ensure that what is being asked or shared can be understood and relayed without confusion and with clear clarity of task. This allows jobs and goals to be met in a timely manner. Content must be selected wisely to ensure the understanding and complete cycling is achieved. The skill to choose content carefully is one that will boost a business successfulness as it will have a beneficial effect through the team (Nikolic, 2020).
 
Tone - The way it which something is said it just as vital to enforce a professional and friendly working business. Running a business can be stressful however understanding emotional intelligent is a key aspect to keep a professional and proactive team. This means communicating with a tone that is respectful, calm and understandable. Using an aggressive tone to give interactions often leads to colleagues not listening and therefore break the communication cycle, leading to ineffective communication, missed information and unachieved goals. Tones such as pace, volume and pitch to create and a calming, understanding and professional environment therefore have a greater effect on running a successful business (Robbins, 2024).
  
 
Non verbal and Written Communication
 
There are a range of different types of communication methods such as non verbal and written communication. These can be used within the work place to leave notes, rules and goals for the team. This means goals can be completed when in person meetings cannot be achieved. An example of this can be leaving notes for orders and writing down jobs that need to be delegated throughout the team. These are effective when picked up and acted on effectively however there is a risk they can be missed (Maness, 2019). Writing appointments into a diary is also a vital method of booking clients to ensure time is utilised effectively, each client has an appropriate appointment and over laps are minimised. Written communication is vital for traceability also for record keeping. This is an advantage within hair dressing due to looking back at clients colour, tones and estimating future appointments. However, a disadvantage is the potential of loosing the diary and therefore being unable to follow the planned appointments.
 
 
 
 
Verbal Communication
 
 Verbal communication is vital within any company to ensure teams can form relationships, work together and meet set goals and targets. Communication can help jobs be delegated effectively, concerns being addressed and conversations can take place within a company to boost moral. Barratt et al. (2013) explains communication is one of the key skills that is needed to ensure the effective and safe running of any team. Communication allows meetings, personal development plans and goals to be set with a clear and strategic plan As mentioned the way in which communication is delivered, received and analysed is vital to ensure its effectiveness and has an overall positive effect throughout. The disadvantages of verbal communication comes when it is not used appropriately within situations, this can lead to conflict, missed communication or miss understandings. As a result goals may not be achieved, wrong information may be process leading to mistakes and unsatisfied clients. For example, when communication who job it might be too order colours for the upcoming appointments is missed due to failed communication, the colours would not be available and therefore dissatisfied clients.

 
I
Intrinsic and Extrinsic motivation
 
These are forms of motivations that workers use to drive a completion of a task. Intrinsic motivation is used when workers complete and engage in goals and task due to the enjoyment of carrying them out, people often describe these tasks as fascinating, fun and excitement and therefore complete them due to this factor. On the other hand Extrinsic motivation is opposite to this and although tasks are still completed, it often comes as a result of earning rewards as oppose to being enjoyable or satisfying. Extrinsic motivation comes from external motivators such as them being beneficial and rewarding. Linking this with owning and running a business it is vital to ensure a safe and healthy relationship with the both, combing these to motivate workers can encourage them to work towards their full potential and aim for best results when working towards goals. This long term will allow the business to develop and succeed as staff will remain committed and engaged due to feeling motivated. Looking at what certain colleges enjoy along with positive reinforcements such as suitable salaries can all be contributing  factors to keeping staff motivated and a successful business (Cherry, 2023).
 
 

Maslow Heirachy of Needs.
 
Within a work place motivation and feeling satiated is vital to ensure individuals are engagements and keen to develop. Individuals seek motivation and proactivity  by feeling valued, pride and enjoyment from an activity they are carrying out. This has not always got to be work related but from a holistic outlook within life. Being content and happy within a lifestyle, job and environment is a vital factor to allow best practice to be brought into the work place. As a manager is it vital to recognise this in order to support and motivate a keen correctly. This means looking a the individual as a whole and not just a college. As a result of this Maslow developed a heroically of needs to explain the importance of individuals needs such as safety needs, Acceptance needs, self actualisation and esteem needs. These needs include adequate food and water, care and acceptance within their life and self love to ensure they are committed and willing to develop in their every day life Maslow (1970). Allowing and encouraging these needs as a manager is vital to ensure colleagues are committed and willing to develop with their work place as failure to do this could lead to failing targets, finical burdens and mistakes at work which will negatively effect the success of the company. These needs are explained within imagine one. Applying this to a business, as a manager it is vital to ensure all colleges are viewed as a humans and not just a number. Maslow, (1943),  explains meeting these human needs as a day to day approach it will enhance fulfilment and joy and therefore more likely to be proactive and feel valued when carrying out their job. This works within a work setting however, achieving from fulfilment within every aspect of life, every single day is highly unachievable however with loving, care and encouragement from a team within work, it can allow a college to feel more valued and therefore more likely to meet their targets and feel content within their workplace and as a result help the success of the business.
 
Imagine one
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Maslow, A. H. (1943).
 
 

 
Herzberg's Two-Factor Theory

 This is also another motivational theory used to encourage satisfaction within the workplace using two factors which are hygiene. This includes having correct and suitable working environments and settings, sufficient and accepting salaries and staffing levelling. Without these dissatisfaction within the work place is likely to occur negatively affecting work ethics and motivations and therefore should be encouraged by managers and owners Herzberg, Mausner and  Snyderman, (1959).
Motivational factors such as positive reforencements, recognition and encouraging development and career gaols are also factors that should be driven by managers and owner to ensure workers have a goal and sense of pride in work. Feeling valued and trusted to develop allows a worker to have self esteem and linking this with maslows motivation theory it is vital. This theory also addresses the importance of valuing workers as a human and not just environmental needs within the work place. Factors such as improving working conditions, communication to develop and encourage each other and improving respect within a work place can all play a positive role to motivate a team and therefore enhance the overall success of a team.
 
 

McClelland's Theory of Needs
 
This theory explains that workers need three motivators within their life, these are achievement, power and affiliation. Dispute culture, gender race or age all these of these factors contrite to their engagement level and motivation within a work place.
 
Ensuring people have a goal to work towards Is vital to meet their achievement needs as it encourage their thrive and determination to achieve a set task, this will lead to a sense of fulfilment and joy when met and overcome.
 
Having power within a work place is another motivation factor that people seek, This is due to individuals being naturally competitive to be the best at what they enjoy, this is why managers and teams have different personalities that can all bring different factors within a work place to allow it to succeed and as a business manager allowing these higher job roles to be available to work towards is another motivation goal for college to work towards and remain motivated.
Finally affiliation, this means seeking and getting approval from others within a team, allowing opportunities and goals to be met together and celebrating victories as a team. This encourages friendships and fulfilment in the work place and also life style and therefore encourage a holistic sense of contentment. This links with all three theories mentioned throughout and therefore highlights their significance within a working company (McClelland & Burnham, 2008).

 
 
Conflict within a work place
 
With businesses growing and developing throughout time there is often a need to employ and expand teams to help achieve success (Winters, 2017). This often comes with a range of individuals working together to achieve set goals. Through effective and clear communication and set targets teams are likely to work together and work towards these however personality clashes, disputes and general disagreements are also likely to occur (Waite, 2024). This is known as work place conflict and should be addressed and overcome effectively by management to help maintain staff moral, encourage motivation. Examples such as disagreements on targets, time frames and personality clashes are just a small selection of reasons why conflict may occur. (Champlain College, 2024) backs this up by saying work conflict can often lead to people leaving the team, disengagement in tasks and overall negative effects for the business. To overcome these situations professional conflict resolution strategies should be used by utilising effective communication. Using the correct tone, content and structured approach the conflict must be addressed, clarified and agreement on primary issues, allowing all parties of the conflict to talk. Then a solution plan can be created, monitored and followed up by the manager. In order to do this effectively emotional intelligence must be used by the manager to ensure a patient, non judgmental and calm approach is used, as aforementioned the way in which communication is used it vital to its effectiveness.
An example of this was when a client disagreed with another hair stylist on price in which a treatment was after the treatment had finished. This escalated into an audible and angry situation, therefore as a manager and using effective communication the situation was broken down to a more controlled conversation with all involved, the stylist was able to explain why the prices has changed and that this had been advertised previous to the appointment. Moving forward it was advised that more effective and clear advertisement was needed. This however highlighted the effectiveness of a clam, professional attitude to overcome the conflict within the work place. 
 
 
 
 
Personal Development Plan
 
 As a business owner it is vital to ensure self development remains a key area to improve throughout a career. Times, clients and styles of leadership change throughout time and keeping up with these can help the effectiveness of the company. In order to meet these goals, a questionnaire was completed by clients to allow personal development plans to be made. This form of feedback catered for all clients groups and allowed a range of feedback to be highlighted. A benefit of choosing to use questionnaires was it being an-ominous and therefore relieved pressures of quilt however highlight constructive criticism.
From reading and understand the feedback, an important communication aspect was highlight by a client that stated ‘sometimes coming to the salon with no communication and away from a busy lifestyle is their favourite part of an appointment’ (Appendix one). Although communication is vital to ensure the plan of the appointment is made, bringing the importance of non-verbal communication was a key area that can be worked.
Overall,  this has encouraged utilising emotional intelligence to assess the client and if they are engaging in conversations or would to prefer to enjoy the appointment without interaction and not assume everyone enjoys the conversations that often come between clients and hair-dresses. This is vital to ensure clients return for future appointments and the business Continues to develop through the use of effective communication on all levels. 
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Appendix one.
 
 
 
 
Questionnaire -
 
1 - How did you find your experience of booking your appointment?
 
I found messaging via social network was suitable and effective and I had record of the appointment I could refer to. 
 
2 - Do you recommend any other methods that could be used to improve this experience?

 I found messaging via social network was suitable and effective and I had record of the appointment I could refer to. 

3 - From a scale of 1 - 10 how did you find your experience at the salon?
 
9
 
4 - Is there any aspect of the experience that could be improve? If YES how?

Yes, I found that the salon got quite busy however that is a positive reflection of the success, however the quiteness and having time away from my busy lifestyle and not having to interact was my favourite part. 
 
 
5 - Did you find the communication from booking, attending and follow up care acceptable?
 
Yes, very professional, calming and reassuring. Messages were answered and all questions were answered.
 
6 - Did you find the communication throughout the appointment acceptable?
 
yes, as the stylist understood that I didn’t want to interact at all times, this was not meaning to be rude however some time to myself, communcations were not forced and I respected this a lot.

7 - To help improve for future practice, what could be done differently to improve the overall experience of your actual visit to the salon?
 
Continue to reconise and team the whole team that not all clients would like to interact, communication and talk throughout the whole appointment as it can often be tiring. 
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