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1i.)  Motivation is a force that leads people to attempt to satisfy their important needs or a drive from within that prompts or incites action.   Motivation is important because it encourages people to do what you want in order to get something they want or avoid something they don’t.  Companies thrive where staff are motivated and happy in their work so supervisors need to know their staff, what motivates them and how to create a motivating climate.  One of the best things you can do as a manager to motivate your employees is to lead by example.  If you want to motivate your employees to pursue excellence in their job responsibilities, behave how you would like them to behave. Speak kindly, show respect and give praise where it is due.



ii.)  The role of manager as a leader is closely related to their role as a motivator, I believe this is true as part of any managers role is motivating his employees.  For any business to be successful all employees have to buy in to the company’s strategic plan and work to deadlines.  Manager’s should, therefore, get to know all the employees in their department, not just to say good morning etc but know about what motivates them and what their goals are, so that motivating factors can be personalised to get the best out of each person.  As a manager in a company, you must find ways to motivate your employees in order to encourage productivity and ensure job satisfaction. A manager cannot force an employee to be successful at his job, but he can motivate him with fair treatment, proper incentives and adequate compensation. It is the role of management to lead by example and motivate employees to do their best.  You must create a fair system of incentives, rewards and benefits that encourages your employees to work hard. As a manager, you can never show favouritism. Incorporate fair compensation programs, employee performance evaluations and consistent policies into your workplace. You must establish an equitable and consistent work environment in order to keep employees motivated. (Tucker, 2019)
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iii.)  Orientation is the initial exposure to the company that takes place in the first couple of weeks on the new job.  It is how you share your policies and procedures, introduce the new person and help them get up and running, this can include training courses and any other things needed in their employment.

It is important for organisations as they spend money on recruitment and it helps employees to settle in their job and if done properly encourages employees to do their best.  It also helps the employee feel they have made the right decision and are working for a well organised and well-run company.  Poorly planned or non-existent orientation can be expensive for the company as there will be a high employee turnover and you should include all staff even part-time workers so that everyone feels part of the team belonging to the organisation.



iv.)  For new hires, orientation is a one-time event welcoming them to your company. (Sims, 2019) Employee orientation delivers information that all new hires need to know including things like company policies, benefits options, where to park, when it’s OK to eat lunch, required paperwork, overview of benefit plans, review of administrative procedures (time off, sick days, expected hours of work, absenteeism parking, computer systems logins, etc.).  New employee orientation should be conducted within the first few days of employment, if not before the new hire’s first day of work. (Lewkovich, 2017

 Onboarding is a series of events (including orientation) that helps them understand how to be successful in their day-to-day job and how their work contributes to the overall business. (Sims, 2019)   A good onboarding program begins when the job offer is extended and ends when the new hire is determined to be a fully functioning employee.  Onboarding is an ongoing process that includes a series of events, one of which is employee orientation. The onboarding process helps new employees 
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understand what they’ll need to do in order to succeed in their new job. It should reinforce everything the new hire was told during the recruiting phase, encourage them to become the best employee possible, and confirm that they made the right decision to join your company.

 

v.)   SPIRIT stands for specific, prizes, individual, review, inspiring and time-bound.  Setting goals with SPIRIT  allows you to focus on what you want to achieve, your goal or targets, how you want to accomplish your goals or targets, what resources of time, money and materials you have and who will carry out the work.  Using this approach to set goals via smaller targets it makes it achievable by using smaller steps which your brain can see, this increases motivation.  Being specific about what you want to achieve and making it tangible and measurable increases your chance of achieving it.  Rewarding yourself at different points on the journey to your goal, helps to keep you focussed particularly if it’s a long-term goal.  The goal has to be something you want to do so linking it to something that interests and motivates you will help you to make it.  It makes sense to review your progress every so often, this allows you to check if you are on track, stuck or need to make adjustments.  Making the goal positive and inspiring is important, it should also be fun to accomplish.  Giving a deadline for achieving the goal, so if you want to run a marathon, splitting it into smaller targets, like 5k, 10k and then half marathons with a deadline for each, would make it more achievable.  



2a.)  Feedback is very important for maintaining a motivational climate in any organisation.  We all respond to praise and encouragement and positive feedback regardless of where it comes from or for what.  Feedback provokes change and fuels growth it gives people an opportunity to look at themselves in a different light. It helps 
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them see how others perceive them, and the impact that their behavioural style and ways of working has on others in the team. This can be particularly insightful for leaders, as it helps them to see how they may be better able to engender trust and inspire a better performance from their team.  Most people naturally want to succeed in their work, and as a result are often very receptive to constructive feedback. 

[bookmark: _Hlk15055983]It gives people a sense of purpose, we all want to feel like we belong and are appreciated. This means feeling that what we do is valuable to the business and that we are part of a wider team all working towards the same goals.  This knowledge that we are useful and valued gives us a sense of purpose. It shows us that there is meaning to what we do. This is what gets people to show up every day and deliver their best. Giving regular feedback is one way we can show employees that they are valued and useful. Even negative feedback can spur people on to want to do better. (Marsh, 2018).   All the evidence shows that feedback is important for maintaining a motivational climate as we all need to feel capable, competent people who are valued in our workplace.  If everyone in a workplace feels  successful and receives praise and encouragement and feedback then motivation to do well and for the business to be successful will thrive and prosper.



2.b.)  Reinforcement theory says that people do and are motivated to do, what gets rewarded and that we avoid doing or become demotivated when we get punished for what we do.  We can apply this theory by praising and giving positive feedback, congratulating people when they perform well.  All our courses have feedback forms given to the candidates at the end of the course, these include aspects of the course and the trainer involved in training it.  I read through every form and make sure all trainers are aware of what has been said, excellent feedback is always passed on and any negative points are discussed and plans put in place to improve or replace handouts if for example the translation is not as good as they could be.  
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I was always taught in my Cert Ed and City and Guilds 7306 training qualification that negative feedback should be given in a feedback sandwich with good comments interspersed with the positive which makes it easier to deal with and not a total negative experience and I have found it works well.  We all have to make progress and some people make slower progress and have more setbacks  than others but praising progress and encouraging higher achievement, while giving support where needed works in helping trainers to be the confident, fluent subject experts I need them to be.  Chalk and talk is not how we train so all trainers have to know their subject and be able to train interactively with lots of resources at their disposal to enable them to make our courses interactive and fun. This helps us to have a motivational  climate where we all help each other, give constructive feedback and work together for the benefit of the company and the student’s we train.
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