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[bookmark: _heading=h.gjdgxs]Introduction
In this assignment I am going to look over and research how to communicate correctly and effectively. I will also look at how motivation affects people's daily lives in and outside of the workplace. In this report I will dive into how bad communication affects not just yourself but others around you in and out of the workplace.

[bookmark: _heading=h.5sakac5lej75]Section 1: Effective Communication In Management
Being a manager means you have to deal with multiple people in the workplace. Each and every person is different, in turn the way you communicate with each individual will vary. It is important to have each colleague fulfilling their position because each person plays an important role. For example a car engine, the engine has multiple parts which all work together to power the engine. Think of your team members as car engine parts, they all work together to ensure smooth operation and optimal performance. As a manager you need to give people the correct information, whilst putting them in the right place at the right time to get the task in hand completed.
Accurate Communication while managing is vital for success. It is your duty to gather information to assess situations and progress in order to give out the right information to members of your team to guide everyone in the right way to success. If you do not communicate efficiently and correctly you can jeopardise the whole team's success. Being trustworthy, having morals and being authentic makes up a small group of emotions on  how to communicate to your employees. If your employees and even your customers do not trust your products or even how you speak to them it will create a divide in the workplace. As a manager it is your place to be formal, set examples and follow your own instructions. Covey, S (2006) says The simple, often overlooked fact is this: work gets done with and through people. There’s nothing more impactful on people, their work, and their performance, than trust. See how trust drives critical areas of performance in the videos below.
According to project management academy (2023) managers can spend up to 90% of their time communicating each working day. This implies communication plays a huge role in being a manager and in my opinion communication is the most important factor of being a great leader.



















[bookmark: _heading=h.ecjn5dh06bvn]Section 2: Communicating In The Correct Manner
There are many different ways people communicate whether that is through facial interaction, emailing, text messaging, over the phone or even on leaflets/business cards. Although you can communicate in all different types of ways it does not mean it is the correct or effective way. Many people when communicating through mobile phones or computers may interpret a different message than what you are actually trying to say. If you were to communicate face to face you could pick up on all different things such as, body language, facial expressions, eye contact, word choices and some could even pick up on if you are being truthful or not. Being truthful when communicating is the number one thing when starting and maintaining relationships in the workplace or outside of the workplace. Dirks, K.T (2002) says Trust is essential for initiating, maintaining, repairing, and elevating social relationships at work. It permeates the full range of workplace relationships, including those between leaders/followers, mentors/mentees, job applicants/interviewers, newcomers/incumbents, team members and negotiators.











[bookmark: _heading=h.v9tu5ytynp60]Section 3: Communication Methods In The Workplace
When communicating in the workplace it is your duty as the manager to be fluent and effective as much as possible. Being authentic and taking accountability builds relationships and trust for your foundation to being a good manager. Hamilton & Almeida, (2022) says Authenticity is the extent to which one believes one may candidly and transparently express a true inner self, behaviourally, verbally, moralistically, in the presence of others without fear of reproach. 
Hosting and arranging staff meetings one on one or in a group setting is a great way to grasp everyone's level of understanding of the tasks at hand. This is a great opportunity to rule out any confusion within the team. You could also offer to select individuals who are feeling unsure of the day's tasks that have been set a separate talk one on one to go into more detail why they're feeling misled or confused. This gives you the chance to have an open talk to go through things with them so that they can go and they can feel reassured in the work they will be setting out to complete.
During my time at the accountants office where I was previously employed I had to dress formally and communicate in a different manner to what I was originally used to. It was crucial for maintaining a professional appearance. I had to use polite language,speak respectfully, and follow good etiquette. It was important for me to greet customers and my colleagues by using their titles such as Mr, Mrs, Miss and Sir or however they’re titles stated in the documents. Using clear, fluent language and avoiding my regular slang was essential to have clear and effective communication. Pop AM, Sim MA (2021) says it is essential to use politically correct language to avoid offending the audience.
I decided in 2019 just before Covid-19 started that I was going to open up my own property maintenance business. This business involved cleaning windows, landscaping gardens, soft washing exteriors of properties and gardening. It was completely different to working in an office environment as I was now in charge of my own finances, income and having to employ someone. When finding the right employee it was non negotiable to find someone who had a great work ethic and a high motivation for the role. I was now in charge of paying another's weekly wage and making sure I made enough that week to pay for my overheads to keep us working weekly. Owning my own business requires a lot of work to ensure myself and employee keep working regularly. Advertising on social media, doing great work to ensure word of mouth gets around about my company and setting a good example both professionally and respectfully are just the small things I have to do to ensure my business runs smoothly. Being polite to customers and being relatable helps me achieve a good rapport with clients and maintain customer satisfaction.Molly Murphy, (2023) says Customer satisfaction is important because it illustrates whether your customer base likes what you’re doing. Research shows that high satisfaction leads to greater customer retention, higher lifetime value and a stronger brand reputation.
My employee suffers from dyslexia. It is important that when giving instructions they are given face to face where I am visually able to see any confusion or to answer any questions he may have about the day's upcoming tasks. I have known my employee for a long time, much before I decided to open up my own business. I knew when choosing him to work with me that we were going to make a great team. Having known him for many years I am able to tell by his body language how he is feeling. Duck, S. et al; (2015) says “Nonverbal communication is any symbolic activity that communicates a message other than words.  This definition covers a wide range of topics: facial expression, hand movements, dress, tattoos, jewellery, physical attractiveness, timing of what happens, distance, tone of voice, eye movements, the positioning of furniture to create atmosphere, touch, and smell – and that is not an exhaustive list.” 
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[bookmark: _heading=h.db6az7prilp1]Section 4: Keeping Colleagues Motivated & Theories of Motivation 
There are many different ways and methods to keep motivated whether you're the manager, employee or colleague. When I was working as an accountant to keep myself motivated I would think of new ways to be more efficient and timely when completing tasks. During my time as an accountant I started off on an hourly rate of pay which made me feel less motivated to meet deadlines and work hard all of the time. I suggested to my former employer that I thought I would be much more time-efficient, get more work done if I was to get paid by piece work. Piece work means I would have got paid by the amount of work I would produce rather than dragging things out longer than it should have. This motivated me to work harder and get things done efficiently as I knew the amount of work I complete through the day would ultimately add up to more wages at the end of the week. After my boss accepted my suggestion for a pay increase I found myself arriving at work an hour early and working hard throughout the day. This kept me and my boss happy at work as I was getting paid more, I had more responsibility with tasks and I was getting things done when needed. 
If I was to employ more employees to my business there are many different things I would offer to keep employees happy. Firstly I would start by having group talks in the morning discussing the tasks ahead for the working day. I would set a time table which would ensure everyone knew where to be and what they should be doing. If those tasks were completed in a timely manner and all the instructions I gave out were followed effectively and responsibly I would add on a simple pay bonus at the end of the week to ensure team morale was up and everything would keep running smoothly. 











[bookmark: _heading=h.b7rp3ap9kzp8]Section 5: Factors of Decreased Motivation & what motivates me
There are things I do on a daily basis that require motivation due to the fact that they have to be done rather than because I want to do them. Getting up at a reasonable time plays a massive role in how my day usually turns out. That is something I try to do every day because I have to. Walking, feeding my dogs, taking regular showers, preparing food, getting dressed, leaving the house and going to work is something I have to do every day. This is called extrinsic motivation.  Kendra C, (2022) says People who are extrinsically motivated will continue to perform a task even though it might not be in and of itself rewarding. For example, they will do something at their job that they don't find enjoyable in order to earn a wage.
Getting in my van, dealing with customers, promoting my business, planning the day of work ahead, preparing my employees for the working day is something I do because I enjoy and want to do. Working for myself with my own chosen employee is my motivation to keep going and to get out of bed every day. I do not work well in an office environment which I have experienced and working for a company as an employee is not what motivates me to be better. Since starting my own business I have gained a lot of clarity and purpose in my life which helps me maintain positive behaviour and attitude during the course of the day/week.  This type of motivation is called Intrinsic motivation. Richard M. Ryan (2000) says To be motivated means to be moved to do something. A person who feels no impetus or inspiration to act is thus characterised as unmotivated, whereas someone who is energised or activated toward an end is considered motivated.
Employees need their employer to stay motivated so that they have guidance throughout. I try to involve my employee as much as I can. I will always ask him about any possible ideas he may have, I will always ask for feedback and if he has any issues in his day to day work life. I will always set clear goals and instructions that are easy to follow and to and to inspire him. I think investing time outside of work when you can keep up a good relationship with employees. I often take my employees out for lunch during the day and pick up snacks and drinks for them to enjoy, which does not come out of their pay packet. I ensure a healthy work life balance and I do try to offer support as best as I can. 
It is important when employing staff or even being an employee to keep your future goals in mind. Career goals play a massive part in being motivated in the workplace. If you were working in an industry where you wanted to be promoted to a higher part of the job, it would keep you motivated to complete tasks on time, meet deadlines and aim for bigger targets. Greco & Kraimer, (2020) says “Career goals are advantageous because they enable a person to direct his or her efforts in a relatively focused manner with a clear plan of action”



[bookmark: _heading=h.4h177i87dxr7]Personal Development Plan

What do I want to do?	How can I do It?	What will I need to do?	How will I know I have done it?	Target review date.
Improve communication skills.	Listening and actually hearing another person's opinions and ideas. 	Ask more questions, find a relatable topic that will enhance my ideas also.	I will ask for feedback from friends, family and employees.	3-6 Months.
Open my mind up to new opportunities	Look for alternative job ideas which I can use to advance my company.	Ask customers if there is any other service they would like me to train in.	I would have built up a new business venture.	6-12 Months.
Time Management	Setting more alarms, finding new suitable jobs that motivate me to wake up and arrive on time.	I will need to stay motivated and set reminders.	I will know by customer and employee feedback.	Hopefully 2-3 Months.









[bookmark: _heading=h.26xvs8f52uqo]Conclusion

To conclude this report I have summarised my research skills and learned new lessons on how to communicate effectively. Being transparent and actively listening plays a vital role in how to communicate and listen. It is important to also listen as well as input ideas into conversations whether that is through technology or face to face interactions. It is important as a manager and employee to have strong trustworthy relationships that foster your effective communication.
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