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1. [bookmark: _Toc1991767854]Introduction 
Successful communication and employee motivation are fundamental elements of successful management and organisational performance. In modern workplaces, managers are required not only to communicate information clearly but also to motivate employees, manage conflict, and maintain productive professional relationships. Communication influences decision-making, teamwork, employee engagement, and overall organizational effectiveness, while motivation directly impacts employee performance, productivity, and job satisfaction (Robbins & Judge, 2022).
This report critically examines the role of communication and motivation within a workplace context. It explores the communication cycle and evaluates a range of communication models, including Shannon and Weaver’s model and Schramm’s model, in relation to their relevance, strengths, and limitations in contemporary organizations. The report also analyses the importance of verbal and non-verbal communication, audience awareness, tone, language, and formality in management communication. Furthermore, it evaluates different written and verbal communication methods used within the workplace and assesses barriers that may reduce communication effectiveness.
In addition, the report examines major motivation theories, including Maslow’s Hierarchy of Needs, Herzberg’s Two-Factor Theory, McGregor’s Theory X and Theory Y, and McClelland’s Theory of Needs, to evaluate their influence on employee behavior and workplace performance. Finally, the report includes a self-evaluation of communication skills supported by feedback analysis and concludes with a Personal Development Plan (PDP) containing SMART objectives for future improvement (Bratton, 2020; Mullins, 2019).






2. [bookmark: _Toc2014582621]  Communication models

2.1. [bookmark: _Toc1368317685]Communication Cycle
The Communication Cycle is a fundamental model explaining how information is transmitted and understood in the workplace. It includes key stages such as sender, encoding, message, channel, receiver, decoding, and feedback. The sender creates and encodes a message, which is delivered through an appropriate communication channel to the receiver. The receiver then decodes the message and provides feedback to confirm understanding. Effective communication occurs when the intended message is understood with minimal barriers or “noise” affecting the process.
The Communication Cycle is highly relevant in management because it improves information flow, reduces misunderstandings, and supports teamwork and decision-making. Feedback is particularly important as it allows managers to evaluate communication effectiveness and make necessary improvements. Therefore, the model remains valuable in modern organisational communication (Hargie, 2021; Robbins & Judge, 2022).
[image: ]Figure 1 COMMUNICATION CYCLE DIAGRAM, 2026

2.2. [bookmark: _Toc1522387772]Shannon and Weaver
The Shannon and Weaver model is one of the most influential communication models used to explain how messages are transmitted between a sender and a receiver. The model includes components such as information source, transmitter, channel, receiver, destination, and noise. “Noise” refers to any barrier that may distort or interrupt the message during communication. The model highlights the importance of clear encoding and accurate decoding to achieve effective communication.
The Shannon and Weaver model is helpful in workplace management for finding communication barriers like confusion, technical issues, or language gaps.   The model's focus on one-way communication and minimal review of feedback, however, is an issue.   Despite this flaw, the model is still useful in present business communication given that it supports managers to minimise communication errors and improving message clarity (Adler et al., 2017; Keyton et al., 2018).
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Figure 2 SHANNON AND WEAVER MODEL, 2025



2.3. [bookmark: _Toc39273453]Berlo
The four fundamental components of Berlo's SMCR model Source, Message, Channel, and Receiver explain communication. The strategy highlights that communication skills, attitudes, knowledge, culture, and social background of both the sender and the recipient are all important components of effective communication. In line with Berlo, communication is more effective when both sides have similar experiences and understandings.
The idea is useful in workplace communication because it highlight how important it is to select the right channels and modify messages for various audiences. The strategy can be used by managers to better business relationships, employee understanding, and teamwork. However, the model has limitations because it does not include feedback or communication barriers such as noise. Berlo's model is still useful for understanding interpersonal communication in companies in spite of this flaw (Littlejohn et al., 2021; West & Turner, 2018).

2.4. [bookmark: _Toc481414642]Schramm

Schramm’s Interactive Model of Communication defines communication as a two-way, cyclical process involving encoding, decoding, interpretation, and feedback. The model developed earlier linear theories by emphasising the importance of interaction between the sender and receiver. A key concept in Schramm’s model is the “field of experience,” which refers to the knowledge, values, culture, and experiences shared by both parties. Communication is more effective when there is overlap between these fields of experience, allowing messages to be understood similarly.
This model is highly relevant to workplace communication because it highlights the importance of feedback and mutual understanding. For example, during a performance review, employee responses allow managers to clarify misunderstandings and ensure expectations are understood correctly. However, the model does not fully consider organisational barriers such as hierarchy or technological issues. Despite this limitation, Schramm’s model remains valuable in modern collaborative organisations (Bovee et al., 2021; Men & Yue, 2019).



2.5. [bookmark: _Toc2141719091]Communication in the workplace
Communication is the process of sharing information and meaning through verbal, non-verbal, and written methods (Hargie, 2021).
Effective communication is essential for achieving organizational objectives, improving teamwork, and supporting managerial decision-making. Clear communication helps prevent misunderstandings and builds positive working relationships.
Verbal communication includes meetings, presentations, emails, and reports. Non-verbal communication includes body language, facial expressions, eye contact, and tone of voice. 
These non-verbal signals can reinforce or contradict spoken messages. For example, a manager who maintains eye contact and uses open posture appears more confident and trustworthy (Robbins & Judge, 2022).
The effectiveness of communication also depends on tone, language, and formality. Tone should be respectful and professional, while language should match the audience’s level of understanding. Formal communication is appropriate for reports and official emails, whereas informal communication is suitable for quick discussions with colleagues (Bovee et al., 2021).
Trust is essential in workplace communication. Employees are more willing to share ideas and concerns when managers communicate honestly and consistently. Trust improves cooperation, reduces conflict, and supports organizational performance (Hargie, 2021).

2.6. [bookmark: _Toc1366096770]Communication and Trust in Workplace

Trust is a fundamental element of effective workplace communication. Employees are more likely to share ideas, ask questions, and collaborate openly when they trust managers and colleagues. Trust develops through honesty, consistency, confidentiality, and respectful communication. Managers who provide accurate information, listen actively, and follow through on commitments strengthen employee confidence and engagement. In contrast, poor communication and lack of transparency can reduce trust, increase conflict, and damage working relationships. In my workplace, trust is strengthened when managers communicate openly, provide regular feedback, and respond positively to concerns. As a result, trust improves teamwork, employee motivation, and organisational performance (Hargie, 2021; Robbins & Judge, 2022).
2.7. Communication barriers

	
	Communication Method

	Workplace
	Pro
	Improve
	Impact

	Verbal
	Presentations
	Used to share strategies, results, and training information
	Clear explanation of complex issues; immediate feedback
	Use simple language, visual aids, and rehearse delivery
	Improves understanding and involvement

	
	Meeting
	Used for discussion, planning, and decision-making
	Supports communication and clarity
	Prepare agendas, manage time, and summarise actions
	Strengthens teamwork and decision quality

	Written

	E-mail

	Used for formal updates, instructions, and records
	Provides documentation and accountability
	Use concise structure and professional tone
	Improves clarity and traceability

	
	WhatsApp

	Used for quick updates and urgent communication
	Fast and convenient
	Make standards and steer clear of private information
	Increases responsiveness



Different communication methods are appropriate for different workplace situations. Meetings are useful for discussion and teamwork because they allow immediate feedback and clarification. However, meetings can become ineffective if they are poorly organised or too long. Emails are suitable for formal communication and documentation, but excessive email use may cause information overload. Instant messaging applications such as WhatsApp improve communication speed, although they may reduce professionalism if used incorrectly. Managers must select communication methods carefully to ensure that information is communicated clearly and efficiently. Choosing appropriate communication channels reduces misunderstandings and supports productivity.

2.8. Conflict in the workplace

Conflict in the workplace refers to disagreements between individuals or groups arising from differences in goals, values, expectations, or communication styles. Conflict may be constructive when it encourages innovation and problem-solving; however, unresolved conflict can reduce motivation, increase stress, and negatively affect performance. Poor communication is a common cause of conflict, particularly when messages are unclear, incomplete, or interpreted differently by employees. Low motivation may also intensify conflict, as dissatisfied employees are more likely to react defensively and resist cooperation. In my workplace, conflict occasionally occurs when responsibilities are not clearly defined. Managers typically resolve these issues through open discussion and active listening, which helps clarify expectations and restore trust. If workplace conflict is not managed effectively, it may reduce employee motivation, increase absenteeism, and negatively affect teamwork. Employees involved in unresolved conflict may become less cooperative and less productive. However, when conflict is managed professionally, it can encourage problem-solving and improve decision-making by allowing employees to express different opinions. Managers play an important role in resolving workplace conflict through communication, negotiation, and active listening. Effective conflict management strengthens teamwork, improves relationships, and supports organisational performance by reducing misunderstandings and maintaining employee engagement (Robbins & Judge, 2022).


2.9. Conflict resolution strategy

A collaborative conflict resolution strategy is widely regarded as the most effective approach to managing workplace disagreements. This strategy involves open communication, active listening, and joint problem-solving to identify solutions that satisfy all parties. Unlike avoidance or competition, collaboration addresses the underlying causes of conflict and promotes mutual understanding. In practice, managers facilitate discussions in which employees express their concerns, clarify expectations, and agree on actions to prevent recurrence. For example, when two employees disagree over task responsibilities, a collaborative meeting can help redefine roles and restore cooperation. This approach strengthens trust, improves communication, and supports employee motivation by ensuring that individuals feel respected and heard. Although collaboration can be time-consuming, it usually leads to more sustainable outcomes and stronger working relationships (Lussier & Hendon, 2020; Kinicki & Fugate, 2018).

3. [bookmark: _Toc898960487]  Motivation theories

3.1. [bookmark: _Toc2016032575]Motivation

Motivation refers to the internal and external forces that influence the direction, intensity, and persistence of behaviour toward achieving specific goals. In the workplace, motivation affects employee effort, commitment, and performance. Intrinsic motivation arises from achievement and personal growth, whereas extrinsic motivation is driven by rewards such as salary, bonuses, and promotion. Both forms of motivation influence employee engagement and organisational performance by encouraging employees to work more effectively and achieve organisational objectives (Robbins & Judge, 2022; Armstrong & Taylor, 2023).


3.2. [bookmark: _Toc1146873234]Intrinsic and Extrinsic Motivation

Intrinsic motivation refers to engaging in work because it is personally satisfying and enjoyable. Employees who are intrinsically motivated gain satisfaction from achievement, learning, and personal growth. Extrinsic motivation refers to performing work in order to obtain external rewards or avoid negative consequences, such as pay, bonuses, promotion, or job security. In my workplace, intrinsic motivation is evident when employees take pride in solving problems, while extrinsic motivation is reflected in financial incentives and recognition schemes. Both forms of motivation improve employee engagement, productivity, and overall workplace performance (Robbins & Judge, 2022).

3.3. [bookmark: _Toc1585905864]Maslow and McClelland

Motivation refers to the internal and external forces that direct and sustain employee behaviour toward achieving organisational goals. Maslow’s Hierarchy of Needs and McClelland’s Theory of Needs are influential content theories that explain what motivates employees. Maslow proposed that human needs are arranged in five levels: physiological, safety, social, esteem, and self-actualisation. According to this theory, lower-level needs must be reasonably satisfied before higher-level needs become motivating factors. In the workplace, managers can address these needs through fair pay, job security, supportive relationships, recognition, and development opportunities, which may increase employee satisfaction and reduce staff turnover.
McClelland argued that motivation is driven by three learned needs: achievement, affiliation, and power. Employees with a high need for achievement seek challenging goals, those with a high need for affiliation value positive relationships, and those with a high need for power are motivated by influence and responsibility. This theory is particularly useful because it recognises that individuals are motivated by different factors, allowing managers to adapt leadership approaches to improve performance and teamwork.
Both theories help managers understand employee behaviour; however, McClelland’s model is more flexible because it focuses on individual differences rather than a fixed hierarchy of needs (Bratton et al., 2021; Kinicki & Fugate, 2018).
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 Figure 3 THE EXPANDED MASLOW’S HIERARCHY OF NEEDES, 2026)

3.4. [bookmark: _Toc1806756842] Herzberg and McGregor

Herzberg’s Two-Factor Theory and McGregor’s Theory X and Theory Y provide important perspectives on employee motivation. Herzberg distinguished between hygiene factors and motivators. Hygiene factors, such as salary, job security, and working conditions, prevent dissatisfaction but do not create lasting motivation. Motivators, including achievement, recognition, responsibility, and opportunities for growth, increase job satisfaction and performance. In practice, managers should ensure acceptable working conditions while also designing jobs that provide autonomy and development opportunities. This can improve employee engagement, productivity, and retention.
McGregor proposed two contrasting assumptions about employees. Theory X assumes that workers dislike work, avoid responsibility, and require close supervision. Theory Y assumes that employees are self-motivated, seek responsibility, and can contribute creatively to organisational goals. Modern organisations generally adopt Theory Y because it encourages empowerment, trust, participation, and stronger teamwork.
Both theories emphasise the importance of managerial behaviour in shaping motivation. Herzberg explains what factors influence satisfaction, while McGregor highlights how managerial assumptions affect leadership style and employee performance (Armstrong & Taylor, 2023; Lussier & Hendon, 2025).

3.5. [bookmark: _Toc1954172097] Factors Affecting Motivation and Performance

Employee motivation and performance are influenced by several organisational and individual factors. These include leadership style, recognition, rewards, job design, training opportunities, workload, and workplace relationships. Clear communication and constructive feedback help employees understand expectations and feel valued. In contrast, poor communication, unresolved conflict, and excessive pressure may reduce motivation and negatively affect performance. In my workplace, employees are more engaged when managers provide recognition, set clear goals, and support professional development. These factors contribute to improved productivity, higher job satisfaction, stronger teamwork, and reduced workplace conflict (Robbins & Judge, 2022; Armstrong & Taylor, 2023).

4. [bookmark: _Toc2011926361]Feedback on own communication skills
To evaluate my communication effectiveness, I developed a short questionnaire based on key criteria associated with effective managerial communication: clarity, active listening, tone, structure, professionalism, and responsiveness. The questionnaire was completed by three colleagues who regularly interact with me in both verbal and written contexts. Using feedback from others is valuable because it provides an objective perspective and helps identify discrepancies between self-perception and actual behavior.
The feedback indicated that my main strengths are clarity and professionalism. Respondents stated that my emails are well structured, concise, and easy to understand. In meetings, I was described as respectful, organized, and able to explain tasks clearly. Colleagues also noted that I maintain an appropriate tone and adapt my communication style to different audiences.
However, the feedback identified two areas for improvement. First, I sometimes provide too much detail when explaining complex issues, which can reduce the impact of the main message. Second, I occasionally interrupt others when I am focused on solving a problem, suggesting that my active listening skills could be improved. These findings were consistent with my own self-assessment.
The feedback process highlighted the importance of the communication cycle, particularly the role of feedback in confirming whether messages are understood as intended. It also demonstrated that effective communication requires not only clear message delivery but also careful attention to listening and audience needs. Overall, the results suggest that I am an effective communicator, but I need to improve conciseness and listening skills to become a more effective manager (Whetten & Cameron, 2020).

5. [bookmark: _Toc235973910]GAP analysis
A gap analysis was conducted to compare my current communication skills with the competencies expected of an effective manager. The analysis showed that I perform strongly in clarity, professionalism, and written communication. My emails are well structured and my verbal instructions are generally easy to understand. However, two development gaps were identified: active listening and conciseness. Feedback indicated that I occasionally interrupt others and provide excessive detail when explaining complex issues. These gaps may reduce communication efficiency and limit employee engagement. Addressing them through targeted development activities will improve my ability to communicate more effectively and support stronger managerial performance (Whetten & Cameron, 2021).
GAP Analysis Table
	
	Expected Managerial Skill
	Identified Gap
	Improvement Action

	Clear written communication
	Concise and effective communication
	Sometimes too much detail is provided
	Practise summarising key points

	Professional tone
	Strong interpersonal communication
	Active listening needs improvement
	Complete listening skills training

	Organised communication style
	Effective two-way communication
	Occasionally interrupting others
	Ask more follow-up questions in meetings

	Good email structure
	Strong employee engagement
	Limited audience interaction during discussions
	Seek regular colleague feedback





6. [bookmark: _Toc1922276005]PDP

The Personal Development Plan (PDP) was developed to address the communication gaps identified through feedback and gap analysis. The primary objectives are to improve active listening and increase conciseness in verbal communication. To achieve this, I will complete an online course on listening skills, practisesummarising key points during meetings, and seek monthly feedback from colleagues. Success will be measured by reduced interruptions and improved feedback scores within three months. The PDP also builds on existing strengths in written communication and professionalism. By setting SMART objectives, the plan provides a structured approach to continuous improvement and supports my development as a more effective manager (Whetten & Cameron, 2021).
Appendix B - SMART Personal Development Plan

7. [bookmark: _Toc939530962]Conclusion
This report has demonstrated that effective communication and employee motivation are essential determinants of managerial and organisational success. The analysis of the Communication Cycle and models developed by Shannon and Weaver, Berlo, and Schramm showed that communication is most effective when messages are clearly encoded, transmitted through appropriate channels, and supported by feedback. The discussion also highlighted the importance of adapting tone, language, and formality to different audiences and selecting suitable verbal, written, and non-verbal communication methods to minimize barriers and improve understanding (Hargie, 2021; Robbins & Judge, 2022).
The evaluation of motivation theories confirmed that employees are influenced by a range of intrinsic and extrinsic factors. Maslow, McClelland, Herzberg, and McGregor each provide useful insights into how managers can improve job satisfaction, engagement, and performance. The report also demonstrated that poor communication and low motivation can contribute to workplace conflict, while collaborative conflict resolution strategies help restore trust and support productive working relationships (Armstrong & Taylor, 2023).
Finally, the self-evaluation, gap analysis, and Personal Development Plan identified both strengths and development needs in my communication skills. By improving active listening and conciseness, I will enhance my effectiveness as a manager and contribute more positively to organizational performance.
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[bookmark: _Toc681742952]Appendix A:
[bookmark: _Toc1500060919]Communication Skills Feedback Questionnaire
The questionnaire was completed by three colleagues who regularly interact with me in both verbal and written contexts. 
Please rate the following statements on a scale from 1 to 5, where:
· 1 = Strongly Disagree
· 2 = Disagree
· 3 = Neutral
· 4 = Agree
· 5 = Strongly Agree

1. Do you understand my accent clearly when I speak English?
2. Do I communicate my ideas clearly and effectively?
3. Do you consider me to be an active listener during conversations?
4. Do I use a professional and appropriate tone when communicating?
5. Are my emails clear, well structured, and easy to follow?
6. Do my written messages provide sufficient clarity and traceability?
7. Do you consider my appearance and overall presentation to be professional?












[bookmark: _Toc1990493316]Appendix B:
[bookmark: _Toc741300677]SMART Personal Development Plan

	
	SMART Objective
	Actions
	Timescale
	Resources
	Success

	Active listening
	Improve active listening skills during workplace discussions
	Complete an online listening skills course and practise asking follow-up questions in meetings
	3 months
	Online training course, colleague feedback
	Fewer interruptions and improved colleague feedback

	Conciseness in communication
	Reduce unnecessary detail in verbal communication
	Practise summarising key points before meetings and presentations
	3 months
	Meeting notes, self-reflection
	Messages become clearer and shorter

	Professional communication
	Maintain strengths in written communication and professionalism
	Continue using structured e-mails and professional tone
	Ongoing
	Workplace communication practice
	Positive feedback from managers and colleagues


















[bookmark: _Toc2104636955]Appendix C:

Figure 1 TEMOLATE.NET (2026) Communication Cycle Diagram https://www.template.net/edit-online/481524/communication-cycle-diagram (Accessed 16th May, 2026).
Figure 2  Omojuwa, B. A. (2025). Exploring the Communication Process Model. Mount Saint Vincent University.https://ec.msvu.ca/server/api/core/bitstreams/a5a735ce-680e-4ac3-bb5a-af0196780dba/content (Accessed 23rd May, 2026).
Figure 3 Early Years Tv (2026) The expanded Maslow's hierarchy of needs https://www.earlyyears.tv/maslows-hierarchy-of-needs/ (Accessed 16th May, 2026).
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