
My name is Wiliam Ashleigh ward recently I have started a University course to better my self  and studying applied leadership and management and recently we’ve been given the task of writing a essay of a work based report of communication for performance I will be putting this into separate descriptions I will be putting these into sub heading's iv added them below.

•Explain the relevance of the communication cycle for effective communication in management
Explain, with examples, the importance of selecting an appropriate tone, language, and level of formality in management communications
· Assess the effectiveness of a range of verbal and written communication methods within your area of the organisation
· Evaluate theories of motivation relevant to your workplace
· Evaluate the principal factors that may affect performance and motivation in the workplace
· Select a theory of motivation - apply it to your workplace - evaluate the impact
· Develop appropriate criteria to evaluate own ability to communicate effectively 
· Collect and analyse feedback on own verbal and written communication skills
        Evaluate own communication skills as a manager Identifying strengths and areas for improvement


Explain,, communication is a  two way means of exchanging knowledge in form of different thoughts challenges ideas arguments, as I work place manager I come across all areas of problems and communication brake downs example an employe we recently got rid of was stealing products we spoke to him in a general manner but unfortunately he didn’t like that and left, we gave him a chance to cool down and the next day he did not return so we terminated his contact, the great thing about communication is that theirs so many ways to do it via touch talk email text letter theirs so many ways now but what is mostly important is that we communicate in a way that is acceptable for you and everyone else and it can be often taken the wrong way the right way a funny way its a weird thing, recently iv had a crazy ex send me 1.00 just to communicate but knowing how to deal with the problem I did not respond personal and work place relationship's are a totally different thing but communication is key to them both, we can communicate to mars even to a space station that’s not plugged in to anything so how can us humans have so much communication breakdowns could it be that you cant send emotion through a text or when you argue with someone you yell over a phone call but a text can be read so different this is why iv taken this course to find out what the right communication Is and how to deal with situations to become a leader in a workplace so I can manage people to get their best out of them, 

EXPLAIN
 We have many types of communication but it is important to get it right it right I will use an example below their was mark in work who liked to make up his own rules he liked to smoke near the entrance of the workplace and never liked to were the correct uniform he wasn't the cleanest of people either but after many of the work colleagues decided enough  is enough then pulled him on his behaviour and attitude to work the lady of the supported the man hunt and found poor mark in the corner of the supply room and continued to confront his tell him that he smells he walled hot now the business is looking at a complicated route to try and get mark back to work;
Ill explain how this should of been handled 
So if the work members had a problem with a Worl colleague there are steps in place to correct and maintain the way it is suppose to be, as a leader in communication I have set out a plan for everybody to get on in the workplace and if the aren't its my job to sort that out in the workplace, I pulled a meeting and this is what was said.
There was around d 20 employee in the room and getting there attention is key to a good outcome inn the meeting, so ill use jokes and key points to get their attention if that don’t work ill use something that the employer likes Ie coffee tea biscuits anything to make that person feel comfy in talking to me, its not bribery its motivation I also put a few pickys on the table to attract the heavier employees closer to the front the mid rangers in the meeting were just getting out of the teenager years and further away was the older members of the workforce they don’t need to be closer as they seem to think they been here a while and know the ins and outs of the business and the meeting I will always ask a older member of staff For their input as these are seen to be stronger In the workplace as normally seen as the mothers or aunties  of the place if I can set an example to them they send it down the order of command on employees its just one of them things their, they can also ask a member of the workforce better than a manager but the manager then don’t really know what the problem is this is why its key for a great manager to hear everything who wants somebody who talks about you when you leave the room,
So in the meeting after about 20 mins on sitting arrangements I started with the meeting, I asked is everyone happy and comfy  before I start, we spoke firstly of productivity efficiency and infostructure of the company and where we are going next year, I then brought up mark the chain smoker that the force pushed out last week, I asked Clair what went on with the group of employees she rounded up to talk to mark, I was sensitive to the subject, I could see that she was getting red in face and a little frustrated so I stopped there offered her to come back after the meeting to everyone  else it looked serious but I wanted it to look like that due ti the younger peopled in the meeting as didn't want them to get the wrong impression that I was a poor push over manager, after the meeting Clair came back in and I pulled a chair close to her, I started with how would the make you feel if someone had done that to you and how would you feel returning t the workplace it was a light question and was responded with fire he shouldn't behave if he smells he shouldn’t be here if he is unable to perform tasks that we all need to do, I said that right and you have your opinion but it isn't up to you to push him out of the work place, so she said no here is the truth he was stealing supplies an ww didn’t know how to tell gav the manager, the smell and attitude of him was just the spark to the fire why should we all get in trouble through some one that Hes  stealing now I have a problem of a manager not doing his job properly this got interesting  soon as she had said this I knew some thing was up so I called in the manger with Clair they seemed close as Clair asked gav how his weekend was and how was the wife and kids and did the trip to alton tower go great, now its important that a manger has a good relationship with the employees but I could see this was a little close, I asked clair to leave and thanked her for her time I grabbed a taller chair and sat next to gav the manager.
We started of fine he was happy with everything and everyone in the workplace but he said his wages aren't enough due to his growing family and exiting breaks away with the wife n kids so he decided to say if the wages don’t go up I'm going to have to leave this took me by surprise as we were all in meeting last month and everyone was happy, so now the manager isn't happy now the work force is takin his job in their hands, this had to stop here and asked him what he like's and what I can do to help out,

Asses 

So I ass the situation and this was the outcome, Due to his role being to much for his for the type of pay he was on And not being happy I continued to ask what his incentives are and what he likes I think Hes a great manager and we get on great he then said he is happy working here its just that the pay isn't for him, so I said ok as the manager of the business I am here to support you needs and get you back on form I said you communication is great and you well liked so how can we keep you, I then said about mark and the way the employes ran him out and then said how they couldn't ask you and what to do, his response was I look so busy and as a manager I have loads of other stuff on the go i said that fine but how do you handle this situation with mark And the girls that upset him, He replied with this, I'm sorry for letting you down as a manager secondly my private lif has gained momentum and taking a little more of my time with them I said ok that’s great we got a few options here for you, we spoke abiout incentives for the work place employes and more training, I also went throughnn the importance of selecting an appropriate tone language and level of understanding, he understands that he cannot just shout at the employes but further training will be issued, 
Evaluate 
As the meeting went on he seen more sense to stay and we them spoke about assess the situation ,und this was his week point and offered hi to explain he then said I know how to talk and evaluate but I said yes but explain, he them said how important communication is in the workplace and how you talk and act towards people effects the workplace we looked at herzberg motivation theory and his eyes light up, I could see he needed this meeting to really get what he needs' then offered him more training for role he was doing and he agreed now if I had done this Infront of everyone this would have been the incorrect thing to do as they can now see te manager need help and more training this is why its important to communicate correctly, no i can see what happened with mark and it all made sense, so another meeting happened with the manager and the same work force, lets just say the meeting went well and everyone is on point of what they need to do,

Evaluate, the meeting went really well I explained the importance and performance and motivation In the workplace, I said how  you talk to people affects the moral in the workplace also the body language used is key, we spoke about motivation from  the workplace and incentives to smash the order book and for fill delivery's to a high point, we have arranged a work based meeting in a coffee shop once a month also a fun fay when all the work objectives had n=bee met, I find this important to have key relationship with the members of the workforce and the manager.
We selected a theory of motivation and we will she if  that works out if tis isn't working out the manager will have to be trained again to fulfil the motivation and communication in the workplace to see how well he responds to it, there was many to choices  but we went for herzberg motivation and seems to be working. After the meeting I went to my office to write everything up after having a good think the manager isn't up to scratch with training and offered some incentives out their when I ask him to do another course a family meal ticket for 20%would be his seeing his face light up when he knew he was getting perks I don’t agree with thus as the correct way but as the manager knows the building inside and iouy I would klike iut if he styed but with a bit more trainiung, he is happy to do this and has taken the food voucher for his family to go out friday, I hope this bit of motivation will work as the time to train a new mangers is difficult  to find as we are so busy, he his now going to do some home work n thre employes anf find out what the like, we came to the bottom of the mark situation and the manager is Goin to ring him as a text would not be as efficient as a phone call or email, the meeting that we will have with mark in the office will be in a weeks time but I need to have a chat with mark about his personal hygiene and smoking as I dont want to send a text to do it I have called In a meetin for just me and him, as this is a health and wellbeing meeting I can say what I want then without him rebelling as he might be going through some stuff that we cant understand 
Select,,,
We selected the herzberg method which includes herzberg motivation theory hygiene which refers to a persons work environment and conditions wages and workplace realtions, Hes happy and the other work members have spojken and said sorry and blamed the manager for them doing that, all correct steps are in place, we looked at mclelland and thought this wasn’t for him, he happy with his perks and new training program, 
Develop 
As a leader I have completed several courses to get where I am today I believe that motivating is key to a good workplace and having a competent manager under me is important we all have to have training ti get where we are goin n want to be, I believe the method for mark Is herzberg and the manager can benifit from mcclellands theory David McClelland, an American psychologist developed the theory of needs in the 1960s. It is also called the Three Needs Theory, acquired needs theory, or Learned needs theory. It is a theory to explain motivation and focuses on 3 specific aspects, namely, achievement, power and affiliation. This theory explains what these needs are and how they can impact our behaviour, especially in an industrial setting.
According to McClelland, these needs are shaped by an individual’s life experiences and are developed over time. Everyone possesses these 3 needs, irrespective of age, gender, culture or wealth. An individual’s job performance and motivation are affected by these needs. We went for this and looking forward to completing it,
Collect and Analize,, as a leader I have completed several lessons and course in this field I feel I am more than experienced ion this department and have a lengthy list of running businesses I got to their full  potential I have never failed in a task that has been set out for me due to the fact am hard working and also committed to high level of leadership, I have worked in this sector for 10 years Plus,
Evaluate, 
As a leader I have read back the report and covered everything that is necessary for the workplace communication report I have put a scenario where Iwas in work and the work employes was not happy with a man they worked with I called a meeting and address the situation its resolved the matter is having more training and is staying with the company which we are all happy about ,we also spoke to mark who has said he has never pinched anything and look at the cctv he hasn't so the lady that did this will have a disciplinary and be on probation also we have but her into training in communication and self awareness, this will be a two week program which she is starting next week, next week I have arranged another interview to see how my leadership is going and what feels need to be addressed we will then have a motive to go forward and address all the kinks in the chain, I believe that addressed the situation as best I could of we have not lost any staff and have two members now in training and bettering theme elves for the future, as a leader I have arranged plenty of work based functions to go to as  believe being part of a strong tram is so important for business  and our selves who actually likes Goin to work i f I can create a space that’s great for all I would believe that their is a motive then to come to work and enjoy it when your hear you spend eight hours n work why not enjoy you enjoy sleeping for 8 hours plus my goal is to create a workplace that everyone enjoys going to, I find myself a strong leader and while many observe I like to think I engage and be productive, as running multiple businesses I strive to find the best in people and have plenty of time for people as well as my employees I could see in this situation it was just the manager that was lacking in communication skills and just wanted one thing out id the place we have offered him training and Hes happy I believe if I didn’t offer that opportunity he would of walked and I would of been left with a manager I don’t know and to train again to a high level sometimes its best to get rid of people but I do like to give second chances as for mark his manager has the correct training now to correct him in a way that best suites the individual, I thought holding a meeting is better than a email and over the Tanoy I addressed the situation and my outcome of the situation is positive thanks for talking a look at my report  




	
	
	



