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Commun ica t ion  i s  one  o f  t he  mos t  v i ta l  e l ement s  o f  soc ie t y .  Peop le  need

peop le ,  and  to  i n te rac t ,  i t ' s  e s sen t ia l  t hey  be  ab le  to  convey  messages  and

unde r s tand  each  o the r .  

The  commun ica t ion  cyc le  exp res ses  how the  s y s tem o f  convey i ng  and

unde r s tand ing  messages  ope ra tes .  

D i f fe ren t  dep ic t i ons  o f  t he  cyc le  may  i nc l ude  s l i gh t l y  d i f fe ren t  s teps  and

desc r ip t i ons ,  bu t  mos t  ag ree  on  t he  bas i c  e lement s :  

•  Sende r :  t he  pe r son  o r  en t i t y  o r ig i na t i ng  t he  commun ica t ion  

•  Message :  t he  i n fo rmat ion  t ha t  t he  sende r  w i shes  to  convey  

•  Encod ing :  how the  sende r  chooses  to  b r i ng  t he  message  i n to  a  fo rm    

 app rop r ia te  fo r  send ing  

•  Channe l :  t he  means  by  wh ich  t he  message  i s  sen t  

•  Rece i ve r :  t he  pe r son  o r  en t i t y  to  whom the  message  i s  sen t  

•  Decod ing :  how the  rece i ve r  i n te rp re t s  and  unde r s tands  t he  message  

•  Feedback :  t he  rece i ve r ' s  r e sponse  to  t he  message

INSTRUCTIONS
Please read the description of the Communications Cycle and then complete the
questionnaire below to self-assess your own style. Please do this in advance of the
module and have this handy on Day 1 as the facilitator will refer to it on the day as
part of the discussion. 

COMMUNICATIONS CYCLE
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W H A T  I S  T H E  C O M M U N I C A T I O N  C Y C L E ?



Our  mot i va t i on  p re fe rences  w i l l  de te rm ine  whe re  we  choose  to

p lace  ou r  a t ten t ion  and  focus  ou r  ene rgy .   Some  peop le  w i l l  p lace

the i r  a t ten t ion  upon  the  goa l s  t ha t  t hey  a re  seek i ng  to  ach ieve  and

the  benef i t s  t ha t  t he i r  ac t i ons  can  de r i ve .   Othe r  peop le  w i l l  f ocus

the i r  a t ten t ion  upon  the  p rob lems ,  ba r r i e r s  and  r i s k s  t ha t  t hey  a re

l i ke l y  to  encoun te r .

I t  s tands  to  reason  tha t  peop le  who  p lace  the i r  a t ten t ion  upon

goa l s  and  ach ievement s  w i l l  t end  to  see  the  pos i t i ve  benef i t s  o f

change  i n i t i a t i ve s  wh i l s t  peop le  who  p lace  the  ma jo r i t y  o f  t he i r

a t ten t ion  upon  po ten t ia l  p rob lems ,  r i s k s  and  ba r r i e r s  w i l l  t end  to

see  the  d rawbacks  o f  change .

Ou r  mot i va t i on  p re fe rences  w i l l  de te rm ine  how qu ic k l y  we  make

dec i s i ons  abou t  ou r  s i t ua t ion  and  how qu ic k l y  we  choose  to  take

ac t ion .   Some  peop le  w i l l  wan t  to  make  dec i s i ons  s t ra igh t  away  and

in i t i a te  ac t ion  to  suppo r t  t he  dec i s i ons  t ha t  t hey  have  made .   Othe r

peop le  w i l l  p re fe r  to  hang  back  and  wa i t  to  see  how o the r s  re spond

befo re  dec id i ng  upon  the i r  cou r se  o f  ac t ion .

I t  s tands  to  reason  tha t  peop le  who  a re  keen  to  take  ac t ion  a re  l i ke l y

to  move  more  qu ic k l y  t h rough  a  s i t ua t ion  wh i l s t  peop le  who  a re  more

comfo r tab le  hang ing  back  and  wa i t i ng  to  gauge  o the r s ’  r e sponses

may  we l l  ta ke  l onge r  to  move  th rough  i t .

Ou r  mot i va t i on  p re fe rences  w i l l  de te rm ine  t he  l e ve l  o f  suppo r t  and

feedback  f rom o the r s  t ha t  we  need .   Some  peop le  w i l l  u se  t he i r

own  i n te rna l  sense  o f  how they  a re  do ing  to  as ses s  t he i r

pe r fo rmance  and  w i l l  no t  need  o r  wan t  feedback  f rom o the r s .  Othe r

peop le  w i l l  need  to  va l i da te  t he i r  own  as ses sment  o f  how they  a re

do ing  aga in s t  feedback  f rom o the r s  and  /  o r  pe r fo rmance  aga in s t

ta rge t s  o r  e s tab l i s hed  benchmark s .

I t  s tands  to  reason  tha t  peop le  who  u se  i n te rna l  r e fe rences  to

as ses s  t he i r  p rog res s  w i l l  be  qu i te  se l f -con ta ined  and  may  re s i s t

he lp  o r  feedback  f rom o the r s  wh i l s t  peop le  who  re l y  mo re  upon

ex te rna l  sou rces  o f  re fe rence  w i l l  need  feedback ,  gu idance  and

reas su rance  f rom o the r s .
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D I R E C T I O N  O F  M O T I V A T I O N  ( T O W A R D S  O R  A W A Y  F R O M )

T I M E  T O  A C T I O N  ( P R O A C T I V E  O R  R E A C T I V E )

S O U R C E  O F  M O T I V A T I O N  ( I N T E R N A L  O R  E X T E R N A L )



Our  mot i va t i on  p re fe rences  w i l l  a l so  de te rm ine  how we  l i ke  to

s t r uc tu re  ou r  wo r k .   Some  peop le  w i l l  wan t  to  have  the  f reedom and

au tonomy  to  make  the i r  own  dec i s i ons  and  f i nd  t he i r  own  ways  o f

wo r k i ng .   Othe r  peop le  p re fe r  to  wo r k  w i t h i n  e s tab l i s hed  p rocedu res

w i th  c lea r  r u l e s  and  gu ide l i nes .

I t  s tands  to  reason  tha t  peop le  who  l i ke  f reedom and  au tonomy  w i l l

wan t  to  f i nd  t he i r  own  way  t h rough  w i thou t  fee l i ng  as  t hough  i t  has

a l l  been  mapped  ou t  w i t hou t  any  con t r i bu t i on  f rom them.   Peop le

who  l i ke  to  wo r k  w i t h i n  e s tab l i s hed  p rocedu res  w i l l  wan t  someone  to

se t  a  c lea r  d i rec t i on  and  es tab l i s h  t he  r u le s  and  ways  o f  wo r k i ng .

Ou r  mot i va t i on  p re fe rences  de te rm ine  how read i l y  we  accept  change

and  how o f ten  we  want  ma jo r  change  to  occu r .   Some  peop le  w i l l  wan t

th i ngs  to  s tay  p re t t y  much  the  same  ove r  t ime  and  may  s t r ugg le  to

adapt  to  regu la r l y -chang ing  env i ronment s .  Othe r  peop le  w i l l  dea l  we l l

w i t h  change  i f  i t  i s  we l l -managed  and  suppo r ted  by  a  c lea r  ra t i ona le

and  may  be  s t imu la ted  by  t imes  o f  t rans i t i on .

I t  s tands  to  reason  tha t  t he  peop le  who  want  t h i ngs  to  s tay  t he  same

wi l l  f i nd  i t  mos t  d i f f i cu l t  t o  dea l  w i t h  change  and  to  accept  i t s  impact

wh i l s t  peop le  who  dea l  w i t h  we l l -managed  change  a re  l i ke l y  to  accept

i t  mo re  qu ic k l y .

F O C U S  O F  A T T E N T I O N  ( P E R S O N  O R  T H I N G )
Our  mot i va t i on  p re fe rences  de te rm ine  whe re  we  p lace  the  ma jo r i t y  o f

ou r  a t ten t ion  du r i ng  t imes  o f  change .   Some  peop le  concen t ra te  upon

task s ,  s y s tems  and  ob jec t i ve s  and  have  a  s t rong  sense  o f  t he

p roces ses  t ha t  shou ld  be  fo l l owed .   Othe r  peop le  concen t ra te  upon

the  peop le  and  re la t i onsh ip  i s sues  and  have  a  s t rong  sense  o f

mot i va t i on  and  mora le  i n  t he i r  env i ronment .

I t  s tands  to  reason  tha t  t he  peop le  who  focus  upon  tas k s  a re  l i ke l y  to

update  t he  p roces ses  and  s y s tems  as soc ia ted  w i th  change  bu t  may

lo se  s igh t  o f  t he  ‘ peop le ’  a spec t s  o f  change  such  as  re la t i onsh ip s

and  mot i va t i on  wh i l s t  t he  peop le  who  focus  upon  the  ‘ peop le ’  s i de  o f

change  may  become  s ide t racked  by  emot iona l ,  s ub jec t i ve  i s sues .
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A P P R O A C H  T O  W O R K  ( O P T I O N S  O R  P R O C E D U R E S )

 R E S P O N S E  T O  C H A N G E  ( S A M E N E S S  O R  E V O L U T I O N )



1 .  W h e n  b e g i n n i n g  a  n e w  p r o j e c t ,  I  t e n d  t o  f o c u s  u p o n :

a)  What  I  w i l l  ach ieve  by  comp le t i ng  t he  p ro jec t

b )  How I  w i l l  o ve rcome  po ten t ia l  p rob lems  w i th i n  t he  p ro jec t

2 .  I n  m y  w o r k ,  I  p r e f e r  t o :

a)  P l unge  s t ra igh t  i n to  new tas k s  and  l ea rn  abou t  i t  a s  I  go  a long

b )  Take  my  t ime  to  bu i l d  up  my  s k i l l s  and  know ledge  and  we igh  up  the

s i t ua t ion

3 .  I  k n o w  I  h a v e  d o n e  a  g o o d  j o b  b e c a u s e :

a)  I t  j u s t  fee l s  r i gh t  to  me

b)  I  ge t  pos i t i ve  comment s  and  feedback  f rom o the r s

4 .  I  p r e f e r  m y  w o r k  e n v i r o n m e n t  t o  b e :

a)  F lex ib le  enough  to  enab le  me  to  f i nd  new ways  o f  comp le t i ng  my

task s

b )  Based  upon  t r i ed  and  te s ted  p roces ses  t ha t  i nc rease  e f f i c i ency

5 .  I  p r e f e r  t o  w o r k  i n  a n  e n v i r o n m e n t  w h i c h  i s :

a)  S tab le

b )  P rog res s i ve

6 .  O n e  o f  m y  f a v o u r i t e  p a r t s  o f  m y  w o r k  i n v o l v e s :

a)  Dea l i ng  w i th  ta rge t s ,  p roces ses  o r  s y s tems

b )  Bu i l d i ng  re la t i onsh ip s  w i t h  peop le

 

7 .  W h e n  b u y i n g  a  n e w  c a r ,  i t  i s  m o r e  i m p o r t a n t  f o r  m e  t o  c o n s i d e r :

a)  The  fea tu res  and  ex t ra  gadget s  ava i l ab le  on  t he  mode l  I  wan t  to  buy

b )  The  sa fe t y  reco rd  o f  t he  mode l  I  wan t  to  buy

 

8 .  I n  m y  s o c i a l  l i f e ,  I  t e n d  t o  b e :

a)  The  pe r son  who  sugges t s  soc ia l  ge t - toge the r s  and  makes  t he

a r rangement s

b )  Happy  to  go  w i th  t he  f l ow  and  f i t  i n  w i t h  o the r s ’  p lans

Fo r  each  o f  t he  1 8  ques t i ons  i n  t h i s  ques t i onna i re ,  p lease  t i c k

the  s ta tement  wh ich  mos t  c lo se l y  matches  you r  p re fe rence .

Once  you  have  answered  a l l  1 8  ques t i ons ,  u se  t he  sco r i ng  mat r i x

to  ana l y se  you r  sco res .
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9 .  I f  s o m e o n e  c r i t i c i s e d  m y  w o r k ,  I  w o u l d  b e  m o r e  l i k e l y  t o :

a)  Dec ide  whethe r  o r  no t  t hey  we re  i n  a  pos i t i on  to  pas s  comment

b )  Take  t he  c r i t i c i sm  on  boa rd  and  make  changes  to  my  app roach

 

1 0 .  W h e n  c h o o s i n g  a  r e s t a u r a n t ,  I  a m  m o r e  l i k e l y  t o  g o  f o r :

a)  A  p lace  w i th  a  va r i ed  menu

b )  Somewhere  t ha t  has  been  recommended  

 

1 1 .  W h e n  c h o o s i n g  a  h o l i d a y  d e s t i n a t i o n ,  I  a m  m o r e  l i k e l y  t o  g o  f o r :

a)  Somewhere  I  have  been  be fo re  and  rea l l y  en joyed

b )  Somewhere  new and  exc i t i ng

 

1 2 .  W h e n  I  r e m e m b e r  h a p p y  o c c a s i o n s ,  I  t e n d  t o  t h i n k  a b o u t :

a)  What  I  was  do ing

b )  Who  I  was  w i th

 

1 3 .  I  w o u l d  r a t h e r  b e  k n o w n  a s :

a)  Someone  who  ach ieves  t he i r  ob jec t i ve s

b )  Someone  who  can  so l ve  p rob lems

 

1 4 .  I  w o u l d  r a t h e r  b e  a c c u s e d  o f  b e i n g :

a)  Too  impat ien t

b )  Too  cau t ious

 

1 5 .  I  w o u l d  r a t h e r  b e  d e s c r i b e d  a s :

a)  Se l f - re l i an t

b )  Open  to  feedback

1 6 .  I t  i s  a  b i g g e r  c o m p l i m e n t  t o  b e  c a l l e d :

a)  C rea t i ve

b )  D i sc ip l i ned

 

1 7 .  I  w o u l d  p r e f e r  t o  b e  t h o u g h t  o f  a s :

a)  S teady  and  dependab le

b )  Fo rward- th i n k i ng

 

1 8 .  I  w o u l d  r a t h e r  b e  d e s c r i b e d  a s :

a)  Ob jec t i ve  and  ra t i ona l

b )  Compass iona te  and  ca r i ng
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PAGE 7ANALYSING MY MOTIVATION
PREFERENCES
To  unde r s tand  you r  mot i va t i on  p re fe rences  i n  mo re

de ta i l ,  u se  t he  sco r i ng  gu ide  be low  to  ana l y se  you r

ques t i onna i re  re sponses :

For each of the motivation preferences, you should have a score that totals 3.
Your predominant preference is the one with the highest score.



At a site office meeting John delivers some news to the group about some
changes he wants to affect within working hours to meet customer demand.
He uses a “bigger picture” approach and talks about the benefits which will
ensue as a result. Some of the body language shows people looking slightly
concerned and unsure but he pushes on as the majority of people in the room
seem to be on board.

What LAB behaviours may or may not be on show? What could change in the
communication to hit all the groups affected? 

Erica is speaking to Keith but is frustrated that before she finishes briefing him
about the job at hand he is already smiling and on his way telling her: “I’ll get
that done Boss, straight away, don’t worry!” 

What LAB behaviours may or may not be on show? What could change in the
communication to hit all the groups affected? 

Mark has a boss who didn’t give him praise in his last job. He is suspicious when
the site manager makes a big fuss of something good he has done on the
latest job and feels uncomfortable being praised. 

What LAB behaviours may or may not be on show? What could change in the
communication to hit all the groups affected? 

CASE STUDIES 
P l e a s e  r e a d  t h e  s h o r t  c a s e  s t u d y  b e l o w  a n d  t y p e  y o u r  a n s w e r s  i n t o

t h e  b o x  p r o v i d e d .  
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