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Introduction 
Effective workplace communication is crucial. Successful communication occurs when both the sender and recipient understand it. Miscommunications can lead to dissatisfied and ineffective employees. The key is honest, open, and good communication to meet everyone's needs, not who's right or wrong. You may disagree with your coworker, but maintaining a good working relationship with them will ultimately benefit everyone. Zambas (2023)
The Communication Cycle Argyle (1972), the Shannon-Weaver Mathematical Model (1949), Berlo's Model of Communication (1960), and Schramm's Model of Communication (1954) have similarities and differences in approaches to communication.



Communication Models
Communication Cycle Argyle (1972)
 Model Components: Sender, message, channel, receiver, and feedback 
• A continuous, cyclical process with interconnected steps promotes effective communication.
 • Emphasises the need for feedback in assessing success and clarifying messages.

Shannon-Weaver Mathematical Model (1949)
 Components of the Model
Sauce, Transmitter, Channel, Receiver, and Destination
Emphasises technical communication, reducing noise and interference. 
• Views communication as a linear, one-way process, distinguishing sender and receiver roles. 
• Applied to electronic systems, not suitable for complex human interactions. 
• Does not explicitly address feedback in communication. Some believe it's too simple and linear, while others say it's more dynamic because it includes sending and receiving messages. Wikipedia Contributors (2019b)

Berlo's Model of Communication (1960)
 Components of the Model
Source, Message, Channel, and Receiver 
• Emphasises sender-receiver relationships, cultural origins, attitudes, and skills in communication, expanding on the linear model. 
• Excludes feedback. 
 • Berlo's Model of Communication (1960) is highly relevant in management as it emphasises the importance of effective communication within organisations in leadership and management.
• Overall, applying Berlo’s SMCR model can lead to improved communication strategies, fostering better relationships and collaboration within organisations. Berlo (1960) 

Schramm's Model of Communication (1954)
Components of the Model
Source, Destination, and Message
• Focuses on mutual understanding and agreement between the sender and recipient in communication. 
• Recognises the circular nature of communication, where sender and receiver take turns in a discourse. 
• Communication involves an ongoing process of encoding, decoding, and interpreting messages to establish shared understanding. 
Team communication is ideal for this strategy.

Each model and communication cycle helps explain communication's complexity and improve its efficacy, despite their variances. 
Knowing the different communication modes and when to use them is crucial. 
Communication Model Similarities
 Direct communication between two persons using a message without feedback is an example of linear communication. 
The one-way, direct linear communication paradigm explains how two people interact. In this type of communication, senders control delivery, time, and content. Zambas (2023). Communication proceeds linearly from sender encoding, channel transmission, and receiver decoding in all four models. 
Encoding and decoding: After reading and interpreting the message, which could be gestures or symbols, the receiver decodes it using their experience and expertise. 
Noise and interference: All communication models account for environmental noise, which can affect message accuracy. 
The Value of Feedback: The Shannon-Weaver Mathematical Model (1949) and Berlo's Model of Communication (1960) don't handle feedback, while the others indicate its importance in sender-receiver communication. 



Difference in Communication Models
Methodical approach: Berlo (1960) states that communication models ensure that all key elements—sender, message, channel, recipient, and feedback—are considered. Managers may create effective communication plans that fulfil team needs. 
Effective communication: The Shannon-Weaver Mathematical Model emphasises crisp and unambiguous signals for accurate transmission and comprehension Shannon & Weaver (1949). Clarity helps managers reduce misperceptions and boost team efficiency. 
Flexibility: Berlo's Model of Communication shows how communication skills, dispositions, and culture affect the process Berlo (1960). This lets managers tailor their content and communication to team members' requirements. 
Engagement and feedback: The communication cycle Argyle (1972) emphasises the need for context and feedback in interactive communication. Managers who foster communication encourage team members to speak their thoughts and participate in decision-making. 
Shared comprehension: Schramm's Model of Communication emphasises sender-recipient agreement and comprehension. Schramm (1954). Giving this component great importance can help managers create a collaborative team culture and ensure agreement on goals, tasks, and expectations. 

 The Importance of selecting an appropriate tone, language, and level of formality when communicating
Each of these components is important when communicating and identifying the correct one for different situations is very important. 
Different Tones 
A formal, authoritative tone is used when speaking with coworkers, supervisors, or clients, this tone is usually employed in professional contexts. A formal tone portrays professionalism, respect, and a feeling of significance or urgency, often used in corporate settings, and signifies confidence and command.
A casual, friendly tone is normally used when communicating with friends and family. A casual tone can build trust and rapport
An empathetic tone emphasises understanding and emotional connection. Phrases that show concern and acknowledge others' sentiments build trust and connection. 
A persuasive tone conveys to the recipient a certain point of view or promotes a particular course of action are the goals of a persuasive tone. technical201creative (2024)
When using different tones, it is also important to consider cross-cultural communication. Tone adaptation is essential for overcoming cultural differences in cross-cultural communication. Mutual respect can be improved, and misunderstandings can be avoided by being aware of cultural quirks. This entails investigating cultural preferences for directness, formality, and even humour. 
A workplace example of the use of a bad tone. We received a request from a customer for all the information we held on them, and the person who responded to the customer just sent back a short reply with ‘information attached, do not share it with anyone’. This tone made the customer feel undervalued and felt we did not take data protection seriously. 
The correct response should have been, please find attached the personal data you requested. Take care not to share this information with unauthorised parties to ensure your privacy is protected. If you have any further concerns, please don’t hesitate to contact us.
Using the correct tone in communication is crucial for maintaining positive relationships with clients and colleagues and upholding the bank's reputation. In this example, the correct tone creates a more positive customer experience, while the incorrect tone led to dissatisfaction, and the customer filed a complaint.
Verbal and Written Communication in the Workplace
 The effectiveness of a range of verbal and written communication methods within my organisation
 Verbal Communication: My company uses many communication strategies. My team has daily Teams face-to-face meetings due to our diverse work locations. Technical challenges and team availability can make it hard for everyone to join, therefore, key information must be repeated. If we have an urgent policy question, we'll call our manager via Teams. Team calls are used for monthly senior manager updates or vital information that needs to be shared with all departments. I have attended calls with over 400 people on one call. Face-to-face meetings are now a thing of the past, which makes team bonding difficult. 
 A work-based example of verbal miscommunication. When I was working within the Data Subject Access Request team, the manager had to deliver updates on new financial regulations. He used the same tone throughout the briefing, and the team were finding it hard to focus, especially as he was using technical data that we were all unfamiliar with and failed to explain. He just assumed we already knew, and some of the team felt unable to ask due to the manager's unapproachable tone. Looking back, I think he could have improved his tone, explained in more detail, and encouraged more open questions to gain everyone’s understanding of the new regulations.  
The manager used the Berlo style of delivering the briefing, and it would have been better suited if he had used the Schramm model of communication. 

Written Communication: Since there are always multiple coworkers available, messaging on Teams is the fastest way to ask a work question. Working on Teams with instant messaging might be disruptive. We also use email to deliver crucial updates and policy changes. Our team manager updates the daily accessible documents in a shared folder, which ensures we receive the same data and give customers accurate information. 
Work-based example of written miscommunication
A manager emailed the IT department to request that a team member be granted system access to applications used by the Data System Access Request Team.
The IT department read this to include ALL applications used, not just those relevant to their specific role within the team.
The manager's email did not specify which applications had to be granted, and this led to a misunderstanding about giving access to all customer reports. This error resulted in a breach of the bank's data privacy policies and increased the risk of unauthorised access to sensitive financial information.
The manager should have listed the applications needed by the team member and the relevant access and restrictions.
This communication problem can be analysed using Shannon-Weaver's mathematical model (1949). In this case, the "noise" or interference in the communication process was confusing in the manager's email. The absence of feedback from the IT administrator, which is not explicitly addressed in Shannon-Weaver's model, also contributed to the issue. Had there been an opportunity for the IT administrator to seek clarification on the request, the misunderstanding could have been resolved before the applications were updated.

Motivation: Intrinsic and Extrinsic 
Intrinsic motivation is an internal form of motivation, while extrinsic motivation is an external form of motivation. 
Intrinsic and extrinsic communication in my workplace
An intrinsic example of working in the Data Subject Access Request Team is when I handled a complex case and felt valued as a team member. The case involved communicating with various departments within the bank, and my manager observed that I was becoming overwhelmed by its complexity. During a team meeting, she acknowledged my dedication and commitment to completing the case and highlighted the positive impact of my contributions. I felt a sense of belonging and was appreciated as a team member; my hard work was recognised, motivating me to strive for excellence in my role. This strengthened our working relationship, fostering a supportive working environment. 
An extrinsic example of working in the Data Subject Access Request Team was when I had to collate a large amount of data for a customer who had mental health and memory issues. Normally, we would send out the customer's requested phone calls by Disc, but this was not possible for this customer. Next, I reached out to the data management team to understand the most efficient way to format the data according to the client's specifications, and they reviewed the request and gave their approval, highlighting specific guidelines to ensure that sensitive information remained protected.  I had to get permission from the data management and the compliance team for the calls to be transcribed, as it would take months for me to complete this request. During the request, I kept the customer fully informed of the timeline, and by effectively engaging with different teams and departments within the bank, I was able to coordinate a solution that met the client's needs while adhering to internal policies and procedures.
Motivation Theories
Maslow (1954)
Maslow's pyramid of motivation has five tiers. 1. Physiological. 2. Safety. 3. Belong. 4 Self-esteem. 5 Self-actualisation. Maslow (1943) suggested that people must meet deficit needs before growth requirements. A need does not need to be 100% met before the next one arises. Maslow studies human motivation. 
His view of human needs and motivations is clear to everyone. Despite being simple and making sense to all living beings, it's been heavily criticised. Maslow's hierarchy doesn't use figures or facts. He explained self-actualisation demands without science. Such a procedure is not trusted. This concept should also discuss expectations, experiences, and perceptions that inspire people. Maslow ignored these vital human functions. People need these to be motivated. Chavda (2024)
McLelland (1961)
McLelland's hypothesis states that everyone needs power, achievement, or association. McLelland studies employee motivation. McClelland's theory is a good motivational tool for modern organisations because it can be used for any organisation and accounts for situational factors. Despite its drawbacks, McClelland's Theory of Needs helps explain human behaviour. Critics of the idea point to its limited cross-cultural applicability. The hypothesis was mostly based on Western studies, which may not fully capture the diversity of motivational elements among cultures. McClelland's Theory of Needs ignores human motivation complexity. Simple descriptions may not capture the complexity and variety of individual motivation. Fripp 2023.

Herzberg (1966)
Herzberg's motivation is known as having 2 categories.
 A person's work environment, including pay, working conditions, and workplace relations, is referred to as their hygiene.
Motivators are things like achievement, promotion, and job recognition that spur people to put in more effort.
Businesses seeking to establish a work environment with contented and driven staff must strike a balance between creating a great work environment as well as career opportunities for staff. The worth of an organisation's human resources will eventually rise as a result of bettering employee knowledge, opportunities, and abilities. Above all, it can result in increased employee loyalty, understanding, and commitment. Herzberg (1966) 
One issue with this strategy is that most respondents linked positive work experiences to things they could control or attribute to themselves. Conversely, bad times were more frequently linked to environmental conditions that were within management's control. The standardised measures of satisfaction are one of Herzberg's theory's shortcomings, though. The different aspects of the job that could lead to contentment or discontent were not considered by Herzberg. Not all job factor measures are just about motivation or cleanliness. Herzberg's results might have been inaccurate because he utilised a general, standardised scale. In addition, these vague measures of job happiness are probably broad morale surveys rather than being grounded in real-world work experiences or circumstances. It is also doubtful whether Herzberg's deductions were sound. Significant individual differences were not acknowledged by Herzberg. Various people may have different demands and, consequently, different motivators. False (2012) 
McGregor (1960)
This motivation is based on 2 theories, X and Y. Theory X talks about how important it is to have more supervision, rewards from outside the company, and punishments. Theory Y talks about how job satisfaction may motivate people and how they should be able to do their jobs without direct supervision. Management can use Theory X and Theory Y in different ways to affect employee motivation and productivity. Managers may choose to use ideas from both theories in their work. Wikipedia Contributors (2019a)


Theory X and Theory Y describe two views of people at work and may be used to describe two opposing management styles. McGregor (1960) 
McGregor’s Theory X and Y – Managers
[image: A few words on a white background

AI-generated content may be incorrect.]
Table from McGregor (1960) 
Theory X might be useful in some situations that need strict supervision and consistent procedures. However, Theory Y is a better way to manage people since it focuses on the whole person and encourages workers to be creative, independent, and happy with their work. In the end, the choice between Theory X and Theory Y depends on the goals, values, and culture of the company in question. Pathak (2024) 
Motivation in my workplace
Motivating Factors.
Being a valued team member and my contribution to the team make me feel valued, and acknowledgement can greatly increase motivation and promote improved performance. 
When we are given more important responsibilities or leadership positions, it can increase the feeling of pride and dedication to the group. 
When we are given the chance to advance our careers, pick up new abilities, or take on increasingly difficult assignments, it keeps us inspired and involved. 
Teamwork, job satisfaction, and a sense of camaraderie can form a great work environment where team members collaborate and encourage one another. 

Affecting Performance Factors. 
Tight deadlines or an excessive workload can cause stress and impair performance. 
Miscommunication, delays, and a decline in performance can result from poor communication within the team or with management. 
The team's capacity to carry out its responsibilities efficiently may be hampered by a lack of equipment, instruction, or assistance. 
In the workplace, noise or hot desking can affect our team performance. 

Motivation Theory in my Workplace 
In my workplace, we use McClelland's approach to motivation, as it uses the 3 basic needs. We are allocated tasks and responsibilities that match each team member's strengths and needs by understanding their motives. This approach can increase job performance and satisfaction. I think this works well in our organisation, but I also think we use Herzberg’s 2-Factor Theory, as this has the important hygiene elements, wage, working environment, and motivators, recognition, and growth chances. I do not think we should change the motivation methods, as they work well in my organisation.

Communication Questionnaire 
When completing the communication style questionnaire for myself, I agree that I am an aggressive communicator. I do think I sometimes say things without thinking first. This may come across as being bossy, and perhaps I need to think about the tone I use.
The questionnaire given to colleagues is in Appendix 1. The quantitative data results are shown in the graphs below. 





Personal Development Plan
This is a copy of my PDP, based on the quantitative data received from the questionnaire I gave to colleagues and the communication style questionnaire I completed for myself.
PDP Adaptation based on table 2.2, page 41 of Morgan (2017)


 
	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	
Express my ideas clearly and concisely, adapting to different situations 


	
Seek feedback from colleagues and mentors on my communication aims
	
Feedback from colleagues and supervisors on my progress
	
Ability to adapt communication style to various audiences.

	
December 2025

	
Express ideas clearly in both written and verbal communication, with a focus on contributing to team goals.


	
Keep up to date with the team's goals and objectives, ensuring my communication supports these aims
	
Look at training materials or resources focused on team communication and goals. 
	
Increased team productivity and success, attributed in part to effective communication.

	
December
2025

	
Learn to adapt my tone to different situations and audiences


	
Practice using a formal, authoritative tone
	
A supportive work environment 
	
 Positive feedback from colleagues
	
December
2025



Conclusion
 Models of motivation and communication are important to help understand how people interact and behave in organisations. By using these models, companies can find any problems that could make communication less effective and come up with ways to improve information between employees.
Key communication models, such as the Shannon-Weaver Mathematical Model, Berlo's SMCR Model, and Schramm's Model, highlight important elements like encoding, decoding, channels, and feedback. By analysing and implementing these models, companies can identify potential issues that may have an effect on communication and put in place ways to improve information among employees.
Motivation models like Herzberg's Two-Factor Theory and McClelland's Three Needs Theory make it clear what factors affect how employees respond and how well they do their jobs. These models stress the importance of meeting individual needs, providing opportunities for progress, and keeping a happy work environment in order to boost employee motivation and well-being. By using the ideas from these incentive models, businesses may create unique plans. Models of motivation and communication are essential for understanding how people interact and behave within organisations. 
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Appendix 1
A questionnaire to evaluate Beverley’s verbal and communication skills.
Please answer the following questions, rating them on a scale from 1 – 5. 1 bad – 5 good.
Verbal Communication
1. Do I communicate my ideas clearly in conversations? 
2. Do I actively listen and engage in discussions? 
3. Am I able to adapt my communication style to different situations? 
Written Communication
1. Are my emails or written documents easy to understand? 
2. Do I use proper grammar, spelling, and punctuation in my written communication?
3.  Do I tailor my written messages based on the recipient and purpose? 
Overall Communication Effectiveness
1. Do I collaborate effectively with others? 
2. Am I open to feedback and willing to improve my communication skills? 
3. Is my communication style helpful in achieving team goals? 
Please leave any feedback that you feel I can improve on.





Verbal Communication 

Colleague 1	Question 1	Question 2	Question 3	3	5	4	Colleague 2 	Question 1	Question 2	Question 3	4	4	5	Colleague 3	Question 1	Question 2	Question 3	4	5	3	Colleague 4	Question 1	Question 2	Question 3	5	5	4	



Written Communication

Colleague 1	Question 1 	Question 2 	Question 3 	5	4	5	Colleague 2	Question 1 	Question 2 	Question 3 	4.5	4	5	Colleague 3 	Question 1 	Question 2 	Question 3 	5	5	4	Colleague 4	Question 1 	Question 2 	Question 3 	4	5	4	



Overall Communicatin Effectiveness 

Colleague 1 	Question 1 	Question 2	Question 3 	4	5	4	Colleague 2 	Question 1 	Question 2	Question 3 	4	5	3	Colleague 3	Question 1 	Question 2	Question 3 	5	5	4	Colleague 4	Question 1 	Question 2	Question 3 	5	5	5	
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Theory X managers believe
that employees:

= need to be controlled;
= don't like work;

= need to be pushed to be more
productive;

= need incentive schemes;

= have to be directed to do things
that they don’t enjoy.

Theory Y managers believe that
employees:

= want to be involved;

+ can think for themselves and make
decisions;

= share ownership of tasks;

= will find work more rewarding if
given responsibility and a variety of
tasks;

» have good ideas;

= can engage in some level of self-
management.




