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[bookmark: _Toc39521469]Introduction
Communication is the exchange of information between two or more people. Communication plays a vital in transferring information from one person to another in conducting the business operation. The business person has to communicate with different parties including customers, suppliers, subordinates, superiors, partners, and others in conducting the business operation. Most of the cases, the success of the business organisation depends on the effectiveness of communication. Therefore, an effective communication channel is essential to distribute information properly across the organisation. If information is distributed to the right employees at the right time, the employees will not decide on the right time which will negatively impact the overall business operation (Khoo et al., 2017). So, establishing a proper communication channel is essential to distribute the information at the right time across the organisation. However, one of my friends works at Tesco as a Sales Assistant; which is one of the largest and prominent retailers across the world. However, in this assignment, there will be discussed different types of communication, the effectiveness of communication in the context of Tesco, different communication theories, workplace communication, and so on. 


[bookmark: _Toc39521470]Difference Types of Communication
Helles, (2016) stated that communication can be categorised from two bases such as communication channels and styles and purpose. From the communication channels perspective, communication can be classified into verbal communication and non-verbal communication. From style and purpose, communication can be classified into formal communication and informal communication. Therefore, all types of communication such as verbal, non-verbal, formal, informal are occurred at Tesco in conducting its business operation. 
[image: ]
Figure: Types of communication (Source: Helles, 2016)
Verbal Communication: Verbal communication is the way of sharing information through using words between two or more people (Buck and VanLear, 2002). It is the most widely used and understood channel of communication for exchanging information. Verbal communication can be conducted through an oral or written way. In the oral communication channels, the information is shared by face to face communication such as an interview or distance communication such as communication over the telephone. The personnel of Tesco normally communicate verbally with its customers, suppliers, colleagues, and other business parties in conducting its business operation. 
Non-verbal communication: Buck and VanLear, (2002) stated that in a non-verbal communication channel, the information is exchanged without using any single word where information is shared through facial expression, gesture, eye contact. The personnel of Tesco has to non-verbal communication in communicating with the customers and influencing the company’s products and services. 
Formal Communication: In the formal communication style, communication is conducted through a defined channel of communication; which is also referred to as official language getting more acceptance and reliability to the audience (Helles, 2016). The employees of Tesco communicate formally with outside parties of the company including customers, suppliers, bankers. 
Informal communication: In the informal communication style, no predefined communication channels are maintained in exchanging information between two or more people. The business personnel of Tesco often communicate informally with their colleagues and friends at the business organisation. 
[bookmark: _Toc39521471]The way of making effective communication in business organisation 

The business organisation has to communicate with different parties including customers, suppliers, subordinates, superiors, partners, and others in conducting the business operation. Most of the cases, the success of the business organisation depends on the effectiveness of communication. Therefore, if Tesco does not communicate effectively with its parties, the company will not accomplish its jobs within the defined time and realise the business’s objectives. There are several procedures for making effective communication that is described in the following: 
Communicative Atmosphere: The business organisation must create a communicative atmosphere across the organisation to ensure that the employees of the organisation can easily and comfortably communicate with different parties of the organisation. 
Two-Way Communication: Communication should be two-way communication so the subordinates can easily deliver their opinion in decision making. Two-way communication is essential to give feedback regarding the performance of the employees.  
Active listening: Active listening is very important to communicate properly with the receiver. If the communicator does listen properly to the words of opposition, he never will be able to communicate effectively. 
Goals Oriented: The communication should be business goals oriented to make the communication effective and fruitful. Communication without aim cannot bring any prosper for the business organisation. 
Virtual Conference: Information and communication technology has changed the way of communication across the world. The business organisation communicates with different parties through conferencing which helps the business organisation to conduct distant communication easily and efficiently. 


[bookmark: _Toc39521472]Communication Theories 
[bookmark: _Toc39521473]Shannon and Weaver Communication Model 
In 1948, American mathematician, Electronic engineer Shannon, and American scientist Weaver published this mathematical theory of communication which was intended to ensure effective communication between the sender and receiver. There are several factors of this model which are described in the following: 
[image: C:\Documents and Settings\Andrew.ANDREWS-WORK-DE\My Documents\Handouts\Communication\Communication Models_files\Shannon-Weaver%20Model.gif]
Figure: Shannon-Weaver communication model (Source: Gillespie and Schiffman, 2018)
Information Source:  The sender is the source of information that chooses the messages to be transmitted. 
Transmitter: The transmitter alters the message of the sender into the channel signals (Gillespie and Schiffman, 2018).  
Channel: The channel transmits the converted messages through cables or satellites to the receiver’s transmitter. 
Decoder: The decoder again decodes the transmitted message into the message which is the opposite process of encoding. 
Receiver: The receiver is the destination of messages which have been sent from the sender. 
Noise Source: The factors that create barriers in transmitting the messages from sender to receiver are termed as the noise source. 
[bookmark: _Toc39521474]Berlo’s Communication Model 
David Berlo extended the Shannon and Weaver Communication through including several factors in each component of the model which is also termed as the SMCR model of communication (NAJAFI et al., 2018). This model can be used to transmit the message at Tesco. There are four components within several factors of each component, which is presented below:  
[image: C:\Documents and Settings\Andrew.ANDREWS-WORK-DE\My Documents\Handouts\Communication\Communication Models_files\Berlos%20Model.gif]
Figure: Berlo’s Communication Model (Source: NAJAFI et al., 2018)
[bookmark: _Toc39521475]Schramm’s Model of Communication 
Wilbur Schramm proposed this model of communication in the late 1940s which is the most widely used model of communication across the world. In this model, the receiver can deliver feedback regarding the message. There are four components of this model including sender, message, receiver, transmitter those are described below: 
[image: C:\Documents and Settings\Andrew.ANDREWS-WORK-DE\My Documents\Handouts\Communication\Communication Models_files\Schramms%20Model%202.gif]
Figure: Schramm’s Model of Communication (Source: Elleström, 2018)
Sender:  The sender is the source of information that chooses the messages to be transmitted. 
Message: Message is the content of the communication, which is transmitted to the receiver from the sender. 
Receiver: The receiver is the destination of messages which have been sent from the sender. 
Transmitter: The transmitter alters the message of the sender into the channel signals (Gillespie and Schiffman, 2018).  The transmitter again decodes the transmitted message into an original message to realise the receiver.
[bookmark: _Toc39521476]The importance of effective communication
Tesco has to communicate with different parties including customers, suppliers, subordinates, superiors, partners, and others in conducting the business operation. Most of the cases, the success of the business organisation depends on the effectiveness of communication. The effectiveness of communication in the business organisation in the context of Tesco is pointed below: 
Sharing Information: An effective communication channel is essential to distribute information among different parties of Tesco. If information is distributed to the right employees at the right time, the employees will not decide at the right time which will negatively impact the overall business operation of Tesco (Khoo et al., 2017). So, establishing a proper communication channel is essential to distribute the information at the right time across the organisation. 
Distributing tasks: Distributing tasks to the employees of the business organisation, there must have established communication in the business organisation. The business organisation cannot distribute the tasks properly if there is no established communication channel across the organisation (Khoo et al., 2017).
Motivating employees: Okoro et al., (2017) stated that motivation is essential to realise the objectives of the business organisation with the defined time.  Therefore, effective communication is required to motivate the employees toward achieving the business objectives of Tesco. 
Decision making: The business organisation must have an established communication channel in getting information for making the right decision at the right time. If business personnel will make the best decision if there is a lack of communication among the employees of the organisation. So, a strong communication channel is essential to make the right decision at the right time. 
Building relationships: An effective communication channel is essential to build a strong relationship among the employees of Tesco (Okoro et al., 2017). A positive atmosphere is essential to make the right decision at the right time and realising the organisation’s objectives. Therefore, an effective communication procedure is vital to create a positive atmosphere across the organisation. 
[bookmark: _Toc39521477]Role of culture in communication 
Culture consists of language, beliefs, behaviours, attitudes, customs of a particular group of people, which specifies the way of life of that group of people. Culture plays an important role in shaping the way of communication in society (Khoo et al., 2017). Therefore, Tesco must consider the cultures in conducting communication with the employees across the world as the cultures significantly vary from country to country, state to state, and even society to society. For instance, the culture of the United Kingdom is almost different from the culture of Saudi Arabia. So, the company has to follow different communication procedures for different cultures. 
[bookmark: _Toc39521478]Workplace communication 
Workplace communication is the way of sharing information and ideas between two or more people within an organisation which conducted through e-mails, text messages, phone calls, and others (Khoo et al., 2017). An effective workplace communication helps to realise the objectives of the business organisation successfully. Therefore, workplace communication is very effective at Tesco which supports in realising the organisation’s goals and objectives. 
[bookmark: _Toc39521479] Purpose of workplace communication 
Team Building: Effective workplace communication is very important to build a friendly team at Tesco which will support in attaining the organisation’s goals and objectives (Khoo et al., 2017). 
Realising Goals: To accomplish the jobs within the defined time,  effective communication is very essential within the organisation. Therefore, workplace communication is very effective at Tesco which supports in realising the organisation’s goals and objectives (Okoro et al., 2017). 
Increasing productivity and Efficiency: Effective workplace communication helps to increase productivity and efficiency of the employees at the business organisation which helps the company to accomplish the jobs within the time. 
Mitigating Conflict: Appropriate workplace communication assist to mitigate conflicts among the employees at the organisation and resolve problems arising at the workplace. 
Improving employability skills. While there is a communicative atmosphere at Tesco, the employability skills of the employees across the organisation are significantly improved. 
[bookmark: _Toc39521480]How can workplace communication be effective 
To accomplish the jobs within the defined time,  effective communication is very essential within the organisation (Okoro et al., 2017). Therefore, if Tesco does not settle an effective communication channel within the organisation, the company will never be able to accomplish the jobs within the time and attain its defined purposes. Therefore, the business organisation may follow several communication models in ensuring effective workplace communication. Here, 7c’s communication model is suggested for Tesco to improve the workplace communication of the company. [image: ]
Figure: 7C’s Communication Model (Source: Grimley, 2019)


[bookmark: _Toc39521481]Conclusion 
Therefore, an effective communication channel is essential to distribute information properly across the organisation. If information is distributed to the right employees at the right time, the employees will not decide on the right time which will negatively impact the overall business operation.  Most of the cases, the success of the business organisation depends on the effectiveness of communication. So, establishing a proper communication channel is essential to distribute the information at the right time across the organisation.  
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Appendix

In-class exercise 1 
FORMAL AND INFORMAL EMAIL 

Formal email
Dear Mr and Mrs Green,
[bookmark: _GoBack]I want to genuinely apologise for the unpleasant incident you had at my restaurant on 04/05/20.
I found your comments very concerning and I would like to thank you for bringing this to my attention. Without your feedback I might never have known of it.
It is my uppermost priority to offer my guests with an excellent dining experience and in this occasion I definitely failed to do this. What you experienced is completely unacceptable and I have already taken steps to guarantee that this does not happen in my restaurant again.
While I cannot change the past, I would like to invite you back as my personal guest so that I can show you I really can do a much better job than what you experienced. Please come back to enjoy a complimentary meal for two all food and beverages included.  Please ask for me “Rokib” when you next visit.   
Once again, please accept my sincere apology for this unfortunate incident and thank you for letting me know about it.

Best regards
Mohammed Rokib ali 
Indian Hut

Informal email
Hey Pete,
Really sorry pal about the way things went this Monday when you came down with your missus. Thanks for letting me know pal I really appreciate your honesty about our service at my restaurant. 
I’m going to look into it trust me. I wanna make things right and give you and your missus a free meal, dinks included. How does that sound? Wicked yes? Lol. 
Just give me a bell or leave me txt before you come and ask for me and ill sort it pal. Sorry again hopefully next time you come it’s all good. 
Thanks 
Rokib 
In-class exercise 2
TROUBLE AT HOME, TROUBLE WITH TRAINING

In an in class exercise we were given a task where we had to establish using the “keys” method that Jennifer had problems at home which affected her work.
1.) What went wrong?
What went wrong was Jennifer started claiming credit even if she assisted her clients or not and she started to cut corners to reach her end goals.
2.) What role did listening plan?

Listening played a very poor role as whenever she tried to talk to her co-workers they did not listen to her.

3.) What are the ethical considerations?

From what I see the ethical consideration is that no matter what problems getting placement was the most important thing.
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7 Cs of Communication Checklist

Make objective clear.
Avoid complex words & phrases.

Keep it clear and to the point.

Concise Avoid filler words & sentences.

Be specific not vague

Concrete
Use facts and figures to support your message.

Try to avoid typos. Use correct facts and figures.

Correct Use the right level of language.

Does your message make sense?

Coherent Ensure it flows logically. Avoid covering too much.

Does the message contain everything it needs to?
Include a call-to-action,

Complete

Being polite builds goodwil

Courteous
Ensure message is tactful.
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