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1.0 Introduction

Communication is an important part of management and everyday working life. It allows managers and employees to share information, give instructions, solve problems and work together effectively. Good communication can improve teamwork, motivation and workplace performance, while poor communication can lead to misunderstandings, mistakes and conflict (Duck & McMahan, 2015). Managers use different types of communication every day, including verbal, non-verbal and written communication, to make sure work is completed correctly and relationships in the workplace remain professional.
This report will explain different communication models and theories used in management and discuss how they are used in the workplace it will also examine the importance of tone, language and formality as well as verbal and non-verbal communication. The report will evaluate motivation theories and explain how motivation, communication and conflict can affect workplace performance. Finally, the report will reflect my own communication skills, analyse feedback and produce development plan to improve future communication skills.  

2. Communication in Management

Communication in management is important because it allows information to be shared clearly between managers, employees and customers in the workplace communication is used every day to give instructions, explain tasks, solve problems, support employees and help teams work together effectively. Good communication can improve teamwork, motivation, and productivity, while poor communication can lead to confusion, mistakes, low morale and conflict (Duck & McMahan, 2015). 

Managers need strong communication skills to make sure employees understand what is expected of them. Communication also helps build professional relationships and create positive working environment. According to (Griffith and Dunham (2015), effective communication is important teamwork because employees need to share information and cooperate to achieve common goals. If communication is unclear or inconsistent workplace performance can suffer. 

Communication is a transactional process meaning people are both sending and receiving messages at the same time, this means communication is not only about talking but also listening, understanding and responding appropriately. Feedback is an important part of communication because it allows managers to check whether information has been understood correctly (Maund et al., 2017). For example, in a workplace meeting employees may ask questions or repeat instructions back to the manager to confirm understanding. Different communication models help explain how communication works and why misunderstandings can happen. These models are useful because they help managers understand communication process and identify possible barriers. Models such as the Communication Cyle, Shannon and Weaver, Schramm and Berlo’s SMCR model all explain communication in different ways and can be applied to real workplace situations.

The communication cycle is one of the most common communication models used in management because it explains the key stages involved in sending and receiving information. Other models build on this idea by focusing on areas such as feedback, barriers, shared understandings and communication skills. Although each model has strengths and weakness, they all help managers understand how communication affects workplace relationships and performance. This section will explain and evaluate different communication models and apply them to workplace examples to show how they are used in management communication.  

3. Tone, Language and Formality 

Tone, language and formality are very important in workplace communication because they affect how messages are understood by different people. In management choosing the correct tone and language helps make sure communication is clear, professional and respectful. If communication is not clear it can lead to misunderstandings, mistakes and even conflict in the workplace (Duck & McMahan, 2015). 

Tone refers to the attitude behind the messages it can be friendly, serious, supportive or formal depending on the situation. In management tone is important because it can change how employees feel about instructions or feedback. For example, if a manager uses a harsh tone employee are more likely to feel stressed or demotivated however if a manager used a calm and supportive tone employees are more likely to feel respected and willing to improve. 

Language refers to the words used when communicating managers should use clear and simple language so that everyone understands the message easily. If language is too complicated or full of jargon employees may become confused and mistakes can happen. (Covey. 2004) explains that effective communication should be simple and focused so that the message is not misunderstood.
Formality refers to how professional communication is depending on the situation formal communication is usually used in emails, meetings, reports and disciplinary situations. Informal communication is more common between colleagues during everyday conversations. (Morgan .2017) states that understanding audience and context is important when deciding how formal communication should be. 
For example, in my workplace I would use formal communication when speaking to a manager or writing an email about absence, rota changes or important updates.

 However, I would use more informal communication when speaking to colleagues during a shift using the wrong level of formality can make communication seem unprofessional or unclear. Audience awareness is also important managers need to think about who they are speaking to and adjust their communication style for example; customers need polite and clear communication while staff may need quicker and more direct communication during busy periods this helps make sure messages are understood correctly and reduces errors. Overall, using the correct tone, language and formality improves communication in the workplace it helps build better relationships, reduces misunderstandings and supports teamwork and performance. 

4. Verbal and Non-Verbal Communication 

Verbal and non-verbal communication are both essential in the workplace because they help people share information clearly and understand each other effectively in management using both forms of communication properly helps improve teamwork, reduces misunderstandings and supports a positive working environment. 
Verbal communication is the use of spoken or written words to send messages this includes conversations, meetings, emails, phone calls and team briefings. Managers use verbal communication to give instructions, explains tasks and provide feedback to employees. Clear verbal communication is important because unclear instructions can lead to mistakes, poor performance and confusion in the workplace (Duck & McMahan, 2015). 

Active listening is also a key part of verbal communication this means fully focusing on what someone is saying rather than just hearing the words. Good managers listen carefully, ask questions and check understandings to make sure messages are clear. According to (Griffith and Dunham, 2015) effective listening is essential for teamwork because it helps employees feel values and improves cooperation. 
Non-verbal communication is communication without words this includes body language, facial expressions, eye contact, gestures and posture. It can also include tone of voice which can change the meaning of spoken words for example, saying “well done” with a smile and positive tone can motivate employees while saying it in a flat tone may seem unenthusiastic or sarcastic.
 
Body language is very important in the workplace positive body language such as eye contact, nodding and open posture shows confidence and interest. Negative body language such as crossed arms or avoiding eye contact can make communication seem unfriendly or defensive. (Maund et al. 2017) explains that non-verbal communication often has more impact than verbal communication because it shows real feelings and attitudes. 
In addition, communication is not only about what is said but also how it is delivered. Schramm’s model of communication and highlights that meaning is affected by shared understandings and experience, meaning people may interpret body language and messages differently depending on their background (Griffith & Dunham, 2015).

In my workplace, both verbal and non-verbal communication are used daily for example, during busy shifts managers often give short verbal instructions to staff to keep operations running smoothly. At the same time, body language and tone of voice are used to show urgency, support or reassurance depending on the situation. 
Silence can also be a form of communication it may show confusion, disagreement or concentration depending on the context. Managers need to be aware of this because silence can indicate that employees do not fully understand instructions or are unsure how to respond. 

Overall, verbal and non-verbal communication are both essential in management when used together effectively they improve understanding, reduce errors and help build stronger working relationships in the workplace. 

5. Barriers to communication 

Barriers to communication are anything that prevents information from being understood correctly in the workplace, communication barriers can reduce productivity, create misunderstandings and lead to conflict between employees and managers. Managers need to identify communication barriers quickly so they can reduce their impact and improve workplace communication. One common barrier is language differences employees may have different levels of understanding especially if English is not their first language or if complicated words and jargon are used. This can cause confusion and mistakes in the workplace. Managers should therefore use simple and clear language when communicating important information (Cover, 2004).

Noise is another barrier to communication Shannon and weavers’ communication model explains that noise can interrupt the communication process and reduce understanding, noise does not only mean sound it can also include distractions, poor internet connection, interruptions or unclear messages. For example, in my workplace it can sometimes be difficult to hear instructions during busy periods because of background noise from customers and equipment. 

Emotional barriers can also affect communication stress, anger or frustration may change how people interpret messages employees who feel anxious or upset may misunderstand instructions or avoid communication completely. Managers should therefore use supportive communication and active listening to help reduce emotional barriers. Poor listening skills are another major communication barrier if employees or managers do not listen carefully important information may be missed. (Griffith and Dunham. 2015) explain that active listening is important in teamwork because it improves understanding and cooperation between employees. 

Technology can also create communication barriers emails or messages may be misunderstood because tone of voice and body language cannot always be seen. Technical problems may also interrupt communication, especially when using online communication systems. 
6. barriers, these include
· Using clear and simple language 
· Encouraging feedback 
· Practising active listening 
· Checking understanding 
· Reducing distractions 
· Using appropriate communication methods

Managers may repeat important information during meetings or ask employees questions to confirm misunderstandings this helps reduce misunderstandings and improves workplace communication, communication barriers can have a negative effect on teamwork and performance if they are not managed properly. However, managers who communicate clearly and encourage feedback can improve understanding and create a more positive workplace environment. 
6. Motivation and Performance

Motivation is the reason why employees are willing to work hard and achieve goals in the workplace, motivated employees are usually more productive, positive and engaged in their work. Motivation is important in management because it can affect performance, teamwork, attendance and the overall success of an organisation. According to (Maund et al. 2017) motivation is linked to employee’s needs, goals and personal values, meaning different employees may be motivated by different things.
 
These are two main types of motivation: intrinsic and extrinsic motivation. Intrinsic motivation comes from within the individual, such as feeling proud of achievements or enjoying work. Extrinsic motivation comes from outside rewards such as pay, bonuses or promotion opportunities. Managers need to understand both types of motivation so they can support employees effectively.
 
These are several motivation theories that help explain why employees behave differently in the workplace. These theories include Maslow’s Hierarchy of needs, Herzberg’s two factor theory and McGregor’s Theory X and theory Y. each theory explains motivation differently and helps managers understand how motivation can affect employee performance.

Maslow’s Hierarchy of Needs

Maslow’s hierarchy of needs explains that people are motivated by different levels of needs. Maslow believed basic needs such as food, safety and security must be met before higher needs such as confidence and personal growth can motivate people, in the workplace this means employees first need fair pay and safe working conditions before they focus on development or achievement. For example, in my workplace employees are more motivated when shifts are organised fairly and staff feel supported by management. Once these needs are met employees are more likely to feel confident and motivated to improve performance. 
One strength of Maslow’s theory is that it helps managers understand that motivation is not only about money however, one weakness is that employees do not always move through the stages in the same order, different people may value different needs depending on their situation. Maslow’s theory is still useful because it helps managers understand the connection between employee wellbeing and workplace performance. 

Herzberg’s two factor theory

Herzberg’s theory explains that there are two types of factors affecting motivation; hygiene factors and motivators. Hygiene factors include pay, working conditions, company policies and job security. These do not always motivate employees, but poor hygiene factors can cause dissatisfaction, motivators include achievement, recognition, responsibility and personal growth which can help increase job satisfaction and motivation. In my workplace employees are more motivated when managers recognise hard work and provide positive feedback, for example, praise from managers after a busy shift can improve morale and teamwork. 
A strength of Herzberg’s theory is that it explains why employees need recognition and development not just pay. However, one weakness is that employees may respond differently depending on personal circumstances, Herberg’s theory is useful because it helps managers understand how workplace conditions and recognition affect employee performance. 

McGregor’s theory X and theory Y

McGregor’s theory focuses on management styles and employee behaviour theory X assumes employees dislike work and need close supervision, while theory Y suggests employees are self-motivated and enjoy responsibility. 
In my workplace theory Y management is more effective because employees work better when they are trusted and involved in decisions. Managers who communicate positively and support staff often create more motivated team environment. 
A strength of McGregor’s theory is that it helps managers understand how leadership style affects employee motivation. However, a weakness is that not all employees fit into one category because people are motivated differently. 

7. Motivation in my workplace

Out of the motivation theories discussed, Herzberg’s two factor theory is the most relevant to my workplace because employee motivation is strongly affected by both working conditions and recognition from management. Herzberg explained that employees need both hygiene factors and motivators to feel satisfied and perform well at work. 
In my workplace hygiene factors include pay, workload, shift patterns, communication from managers and working conditions. If these factors are poor, employees can quickly become dissatisfied and demotivated for example when shifts are understaffed or communication is unclear, staff often become stressed and teamwork can suffer. This can lead to lower morale, more mistakes and reduced productivity. 
Motivators are also very important in my workplace, employees often respond positively to praise recognition and responsibility for example, when managers thank staff for working hard during busy shifts, employees usually feel more valued and motivated. Staff who are trusted with extra responsibility or training opportunities also tend to become more confident and engaged in their work. 
Herzberg’s theory can also be linked to employee performance motivated employees are more likely to :
· Work productively
· Provide better customer service
· Support teamwork
· Have better attendance 
· Complete tasks more effectively

In my workplace, employees feel appreciated often work harder and create a more positive atmosphere for both staff and customers. Good communication from managers also improves motivation because employees feel informed and supported. However, Herzberg’s theory also has some weaknesses different employees may be motivated by different things, meaning not all staff respond the same way to praise or responsibility. Some employees may focus more on pay and working hours than recognition or development opportunities, despite this weakness Herzberg’s theory is still useful because it helps explain how motivation affects workplace performance. It shows that managers need to focus on both employee well-being and recognition to maintain motivation and improve performance in the workplace. 

8. Conflict in the workplace

Workplace conflict is when disagreements or tension happen between employees or managers, it can be caused by poor communication, different working styles or unclear roles. While small conflict can sometimes improve discussion, too much can reduce teamwork and performance. 
A common cause of conflict Is poor communication if instructions are unclear or employees feel ignored, misunderstandings can happen. Negative tone, lack of feedback and poor listening can also increase tension (Duck & McMahan, 2015).
Another cause is unclear roles, if employees are unsure of their responsibilities this can lead to frustration, especially during busy periods. Personality differences can also affect how people work together. 
Conflict can have a negative impact on motivation and performance it can reduce teamwork, increase stress and lower productivity (Griffith & Dunham, 2015). It may also affect workplace relationships and job satisfaction. 
For example, in my workplace conflict can happen during busy shifts if communication is not clear or tasks are not shared properly. This can affect teamwork and create pressure for staff. 
However, if managed well conflict can sometimes be useful as it encourages communication and problem solving. Managers need to deal with issues quickly to prevent them getting worse. Conflict can affect performance both positively and negatively, but good communication helps reduce problems in the workplace.

9. Self-evaluation 

Self-evaluation is important because it helps me understand my strengths and weaknesses in communication within the workplace. Good communication is essential for teamwork, leadership and completing tasks effectively. 
To reflect on my skills, I focused on key areas such as clarity, confidence, active listening, tone and written communication. These areas are important because they affect how well I communicate with colleagues and managers in different situations. 
From my own reflection, I feel I am clear when speaking and generally polite when communicating with others. However, I have identified that I need to improve my confidence when speaking in group situations and improve my written communication, especially when writing emails in a more formal style. 
This shows there is a gap between my current communication skills and the level expected in a management role. For example, I feel more confident in one-to-one conversations that in group discussions or meetings. Self-evaluation has helped me recognise areas for improvement so I can become a more effective communicator in the workplace. 

10. Personal development plan

10.1 feedback and self-reflection 
Feeback is important because it helps people understand how others see their communication skills. It can highlight strengths and areas for improvement that may not always be noticed through self-reflection alone. 
From my own reflection I have identified that I communicate clearly and am polite when speaking to others. However, I also feel that my confidence in group discussions and formal written communication such as emails needs improvement. 
This reflection shows that while I have some effective communication skills, there are still areas I need to develop to perform better in a management role. Improving these skills would help me communicate more effectively with both colleagues and managers. 

10.2 Gap analysis 

	Skill area
	current level
	Expected level
	Gap Identified

	Confidence in group communication
	Moderate 
	High 
	Need to speak more confidently in groups

	Written communication (emails)
	Basic/formal 
	Professional 
	Improve structure and formality 

	Active listening 
	Good 
	High 
	Continue developing consistency 

	Overall communication in management
	Developing 
	Competent manager level
	Need more experience and practice 



That gap analysis shows that while some communication skills are strong, there are still key areas that need improvement, especially in formal and group communication settings.

10.3 personal development plan

A personal development plan is used to identify goals and plan how to improve skills in a structured way. It helps break down development into clear achievable steps. 

	Goal
	Action
	Timescale
	Success Measure

	Improve confidence in group discussions
	Take part more in group conversations and meetings 
	2-3 months 
	Speak more often and feel more confident

	Improve written communication
	Practise writing professional emails and proofreading
	1-2 months
	Fewer mistakes and clearer emails

	Improve active listening 
	Focus on listening and asking questions in conversations
	ongoing
	Better understanding and feedback




    
The PDP helps me focus on improving my communication skills so I can become more effective in a future management role.

11. Conclusion 
In conclusion, communication is very important in the workplace because it affects teamwork, performance and workplace relationships. Communication models help explain how messages are sent, understood and sometimes misunderstood in organisations. Tone, language, formality and communication methods all affect how effective communication is within management. Motivation also plays an important role in employee performance, while workplace conflict can negatively affect teamwork and productivity if it is not managed correctly. Reflecting on my own communication skills helped me identify both strengths and areas for improvement. Overall, the personal development plan provides clear goals to help improve my communication skills in the future. 
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