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[bookmark: _Hlk167108197]Introduction	
In this report it will explain the importance of 4 different communication theories, and how essential formality tone and language is in a company and how they work together, it will also explain the ways of verbal and written communications in a workplace.
After the communications the report will explain motivational theories with factors of motivation and a personal development plan on how I will try to improve my management skills.
communications modules
With a cycle communications circle method, Effective communication is a process that plays an important role in creating a company's culture, decision making, creating employee engagement, and ensuring that every member of the company understands their role in contributing to the company. The communication cycle in management involves several stages. The sender, usually a manager or team leader, encodes and sends the message. The message is the information that the sender wants to communicate. The channel is the way through which the message is sent, such as an email, a meeting, or a phone call. The receiver is the employee or group the message is intended for, they decode it. Feedback is the response from the receiver, which is sent back to the sender. It helps the sender understand how the message was interpreted. Noise refers to the distractions that could distort the message or prevent it from reaching the receiver.
One advantage in the communication cycle in management is that it ensures an effective way to send information to your team. One of the disadvantages is noise, as a part of the cycle, can distort messages or prevent them from reaching the receiver or misinterpreting the message.
In my workplace this would work as part of an engineering company we need meetings to explain jobs and work out what is the best way in creating the products needed by our customers but also in how to do it within our regulations, so we need to communicate as a team all the time and constantly give each other feedback for the best interests of everyone.
One of the theories of communication is the Shannon-Weaver Model (1949). A source, the sender, a channel, a receiver, and a destination are the five key components that are identified. The transmitter converts the message from the source into a signal. After going through a channel, the receiver at the destination translates this signal back into the original message. The research suggests from (DrKradhakumari, 2019) that generality and simplicity of the Shannon-Weaver model are advantages. The approach gained attention across many professional fields, including education, psychology, engineering, and mathematics.
 According to (Goby & Hiba, 2023) one of the disadvantages of Shannon-Weavers model is that it doesn't consider feedback, it is assumed that the message delivered through the source is understood by the person who receives it. If there is something someone doesn’t understand, they can usually ask the other person to repeat themselves or provide more context, but with this model you can't.

If we would use this model in my workplace coming from an engineering background, I understand how this could work when it comes down to giving out instructions with engineering drawings and so on, but because it doesn't give you the opportunity for give feedback and is only a one-way system, this would be a poor way to communicate as managers and employees need to communicate with each other just in case of any issues which can arise whilst working on projects.


Berlo's Model of Communication (1960) is an advanced communication model that breaks down the complex method of communication into four main parts which is, the sender, the message, the channel, and the person who receives it. The communication abilities, mindset, expertise, and sociocultural background of the sender are all vital to the encoding and delivery of the message. The message's factors, treatment, structure, code, and content are all included. The channel is the message-sending channel. The communication must be decoded and interpreted by the person who received it. This model demonstrates how crucial it is for effective communication to be ensured by the skills, social structure, culture, and attitude of both the sender and the recipient. 
For example, when a manager sends documentation for an engineering project to our fabrication shop, they send information on how the job must be done and steps to perform the job in the correct sequence. But this would also work by sending this documentation to anyone with any sort of cultural background in this industry because of the way engineering drawings are made. Which lets the person understand what must be done.
One of the advantages this model takes into consideration is culture, the research says by (Muyanga & Phiri, 2021) that it plays a crucial role in determining who communicates with whom, what they communicate about, and how conversations flow. It also influences how people interpret and encode messages, as well as the situations and conditions in which they are sent, received, and understood. For these reasons, culture and communication go hand in hand.
Even though this is an advantage it also can be a disadvantage, research suggests by (Wrench et al., 2022) Berlo argued that for the receiver to understand decode the message, there must be similar understandings to the sender. Which is why the source and the receiver have similar understandings and backgrounds. In the end, the receiver will have to decode the message and determine its meaning. Berlo's approach considers factors that could complicate the way it could be received.
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Even though this model covers quite a lot on aspects like culture and would work in sending messages to people in a professional way, I don't think it would work in my type of work in the engineering industry because you need to be able to give feedback.

The 1954 Schramm Model of Communication (1954) describes a reciprocal, circular communication process. Simultaneously, the sender and the recipient encode, decode, and provide feedback. The "field of experience"—the common experiences, mindsets, and social customs that impact the efficacy of communication—is highlighted by the model. Communication is improved when these areas overlap more. The model also considers the existence of obstacles or noise that may corrupt the data being transmitted. This basic framework highlights the value of shared experiences, the engagement nature of communication, and the effects of noise.
As stated in Berlo's model this one does the same but also considers feedback and noise. For example, during a workplace meeting, the team leader presents a new project proposal to the team members. The meeting takes place in a conference room, and the communication occurs verbally, supplemented by visual aids such as slides or documents. Team members provide feedback through questions, suggestions, and discussion, shaping the direction of the project. Noise in this context could include interruptions, conflicting opinions, or distractions from electronic devices.
But it is argued by (Das, 2024) that this model of communication does lack the cultural sensitivity, Because of the model's focus on sender-message-receiver interactions, communicators from different backgrounds and cultures may not be taken into account. Communication requires cultural sensitivity since cultural norms and values greatly affect how communications are received and understood. These cultural differences might not be sufficiently considered by the model's oversimplified depiction.
‌ When it comes to my workplace in the engineering industry, out of the 4 models I'd suggest this module being the best of the four, despite some of the disadvantages. It covers mosts aspects of communication but also gives us the opportunity to provide feedback and also considers any type of distractions or barriers.

The importance of tone, language, and formality in
the workplace
Tone-Effective communication in welding and fabrication is crucial for safety and quality. When addressing engineers or inspectors, a professional and precise tone is essential. For instance, when discussing welding procedure specifications, clarity is key. On the shop floor, a more collaborative tone with welders ensures smooth execution. For example, when coordinating with an erector, clear communication about field fabrication requirements prevents costly mistakes. Remember, good communication leads to safer structures and efficient projects. In summary, adapt your tone based on the audience, but always prioritize clarity and mutual understanding.
Language- communication in welding and fabrication involves using a common language to convey crucial information. For instance, welding symbols serve as a universal language in engineering drawings. Let us consider an example, tack Weld Symbol, temporary welds hold components in place before final welding. In steel structure fabrication, tack welds ensure proper alignment during assembly.
Formality- In welding and fabrication, adjust the level of formality you use to the circumstances. When discussing technical issues or safety procedures, use a formal tone. For instance, provide written documentation and be specific when addressing welding procedure standards (WPSs). But in casual conversations or daily gatherings, a looser tone encourages teamwork. As shown when detailers and fabricators work together to avoid problems during the building of steel structures, clear communication prevents errors. Success in this specific sector depends on one's capacity to adapt to formalities.
Structure- structured communication would be necessary when addressing potential clients or existing customers working on new projects, the company would concentrate on what key factors the customers are looking for with their projects. For example, you ask then what type of standards they would like with Weld specifications and so on. When dealing with structure inside the company about new projects, team meetings are essential to discuss the projects further, so the team is more effective.
Range of verbal and written communications
These are a few ways to communicate in my company, this will be shown as two graphs, one with verbal communication and one with written communication.
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Some recommendations for these would be.
1. When a company does not have enough group meetings, you might forget what jobs must be done first and might miss deadlines for the job, i would suggest making sure the company has set days each week for all employees to know what's happening and which direction they should chose for their projects.
2. When having one to one meetings with the employer, things can be said by the employee if they are not happy, which can cause conflict, it's important that the employer understand why they are not happy and tries their best to resolve the issue without any future problems.
3. When working in a group project its important that everyone has an open mind, sometimes conflict can happen down to, employees wanting to jobs in a certain way, a way to resolve this is by having specific instructions by managers or documentation on how the job should be done, this can resolve future conflict with employees on the projects they carry out together.
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These are some recommendations for written communication.
1. When the drawings are complete the employee should get a second opinion once completed as the employee might have made some mistakes, also when its given to the fabrication employees they should also double check the materials and drawings to make sure everything is correct.
2. The same as the first recommendation have it the payments double checked by another employee/employer.
3. If an employee cannot have the days needed off for holidays for example, to many people having the same days off, then the manger should see what reasons there are for why people are taking holidays off and try coming to an agreement with the employees to see if it can be resolved without issues.

Motivation theories in a company
Research shows us by (Dweck et al., 2023) Motivation can be defined as the thoughts that push, pick, and direct behaviors. But when it comes to intrinsic and extrinsic motivations, it can be quite complex. When it comes to extrinsic motivation it is sourced by the emotions created by someone else. Extrinsic motivation is associated with rewards or incentives that originate from outside 
sources. benefits in the form of cash, recognition, advancement, and job chances, among others. Put another way, it is usually something material or a goal that an employee must pursue. Extrinsic motivation covers various psychological behavior theories and methods, quoted by (Filimonov, 2016).
When talking about intrinsic motivation it comes from inside the person its driven self achiement which is the opposite of extrinsic motivation, written by (Zheng et al., 2022) “Intrinsic motivation is the interest in, and enjoyment of, an activity that cannot be attributed to external factors“. There are many ways when using these two ways of motivation, they are used in a lot of motivational theories.
 One of the motivational theories is Maslow's hierarchy of needs. It has a structure of 5 levels these are in order, physiological needs, safety needs, love and belonging, esteem, and self-actualization. The level before must be completed before the next can be started. But it's proven that only a small number of people reach their desired goals. One advantage of this is it's easy to use and understand the next steps of your goals. One problem of using this model is that it ignores a lot of external factors in a person's life.
Another motivational theory is McClelland's three needs theory. As it states it tells us that anyone is powered by motivation by three needs, power which is someone who just wants to control people, achievement which is someone which is driven by goals, and affiliation which is someone who values people's feelings and wants to have many relationships. An advantage of this theory is its way of designing roles in a company by how people are driven, but a disadvantage of this is that it is limited to how you prioritize people because someone might have more than one of these 3 types of goals.
Another theory mentioned will be Mcgregor X-Y theory, it's about managers and how they work in a company, in this theory managers are seen as either X or Y, X managers are seen as mostly negative but also strict, whilst Y managers are seen as more positive but also seen as quite soft. The advantage of this theory is it supports leadership, it gives managers freedom by enabling them to use theories X or Y concepts based on the   circumstances. This allows for dynamic management styles that can adjust to changing  employee requirements and company goals. But a disadvantage of this is that is this its very black and white telling everyone someone can’t be a bit of both, but it also does not consider the fact of what these types of managers must deal with on a day-to-day basis.
Even though McGregor's X-y theory it very black and white, in my workplace I can relate to the it because we have these two types of managers, we have Jeff and Gary, jeff is a X manager and Gary is the Y manager. Although Jeff is a X manager he is still very educated in our industry he has work in it for over 30 years, even though he doesn't like his job much anymore I think it's down to age and what his role carries in terms of responsibility, but if you want something done in the fab shop Jeff will be the one to get it done because he will keep everyone in line, I think Gary is a Y manager because he is the boss of the whole fabrication shop. But it is an office job, so he does not have to deal with the stress of the workshop, so he has the luxury of avoiding any conflicts and problems Jeff must deal with, so he is more laid back and calm. I feel if you reversed the roles of these two managers then it would not work in our workshop because they are completely different job roles. But it does not mean it would not work overtime, they would just need time to adapt.


Factors that affect motivation in the workplace
When talking about factors to boost motivation in the workplace, there are many ways to do this, one way to do this would be by giving employees more development opportunities for employees. In my workplace if they give more fabricator welders more opportunities to improve their skills or obtain new skills then it will give the intrinsic motivation to better themselves which benefits the company and the employees. 
Another way to boost motivation in work would be to give people more responsibility but also recognition when the complete the job, because it will give them more self-belief for example as an apprentice if the company do not give them the opportunity to prove themselves it will give them a negative impact and will stunt them from growing their skills which will be bad for the apprentice but also the company. But if they did the opposite and appreciated the apprentice it would boost his confidence and make him want to improve his skills more.


My personal development plan
For my personal development plan i ask my supervisor Jeff to answer 8 questions about my communication skills at work, the questionnaire will be put in Appendix A, after I done that, I created a table for my development plan using table, but only on the things my supervisor said I need to improve on with some recommendations on how to resolve them.
	Area
	Area to improve
	Goal
	How to improve
	When you want to improve this by

	Feedback 
	Improve on friendly criticism
	Improve on taking feedback in a professional manner
	Constantly ask others for feedback on work projects
	6 months

	conflict
	Disagreements in a work place
	Try not to take disagreements personally when in work
	If disagreements happen then try to discuss them.
	6 months

	ideas
	Expressing my ideas
	Being able to express my thoughts in a team environment
	Work on my confidence working with big groups
	6 months




Conclusion
Now that this report comes to an end the report has spoken about the different communication module and the importance of tone languages and formality, and how they work in my workplace. We have also included several different communication methods used in the workplace in written and verbal with recommendations on how to solve the disadvantages. We have also included the motivational theories and the factors of motivation in a workplace we have described a motivational theory based on my workplace. We have also provided a personal development plan on what i need to improve on when it comes to communication in my workplace, the questionnaire will be shown in appendices A
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Appendix A

My questionnaire for communications
Answered by supervisor Jeff
1. How well do I actively listen during conversations or meetings?
a. Excellent
b. Good X
c. Fair
d. Needs improvement
2. Do I effectively communicate my ideas and thoughts to others?
a. Always
b. Most of the time X
c. Sometimes
d. Rarely
3. How well do I handle conflicts or disagreements with colleagues?
a. Very effectively 
b. Moderately effectively
c. Somewhat effectively X
d. Ineffectively
4. Am I approachable when others need assistance or have questions?
a. Extremely approachable X
b. Approachable
c. Somewhat approachable
d. Not approachable
5. How well do I collaborate with team members on projects or tasks?
a. Excellent team player X
b. Good collaborator
c. Average collaborator
d. Poor collaborator
6. Do I take constructive feedback well when reviewing work or performance?
a. Always
b. Most of the time 
c. Sometimes X
d. Rarely
7. How effectively do I communicate changes in processes or procedures?
a. Very effectively
b. Moderately effectively X
c. Somewhat effectively
d. Ineffectively
8. Overall, how would you describe my communication skills in the workplace?
a. Outstanding
b. Satisfactory X
c. Needs improvement
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