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Executive summary
In this report, the importance and significance of effective communication are discussed along with the definition and example of verbal and non-verbal communication. In addition to it, the model and theory of effective communication and teamwork are also discussed and its impact on the organization performed when implemented. The company Tesco is emphasized to make the discussed effective. At the end, the relevant outcome and benefit of effective communication and team work are stated.
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[bookmark: _Toc502243724]Introduction
Communication is the significant tool that is used in the workplace to convey the messages effectively. In addition to it working in a team provides the significant benefits to the organization as it establishes the sense of group accomplishment and effective distribution of the responsibility. The significant teamwork and communication bring the positive result to the organization. It supports to improve the functionality and productivity of the firm. In this report, the brief definition of the effective communication will be present along with its advantage to the firm. Furthermore, the different type of verbal and nonverbal communication will be discussed along with the relevant example. The workplace communication theory of Belbin and Shannon Weaver Model of Communication 1948 will add value to the discussion made. The aim of the study is to determine the benefit which effective teamwork and communication provided to an organization to face the challenges and bring improvement in the performance. Thus, at the end of the report, the result and role which effective teamwork and communication play will be discussed in the conclusion (Sherman et al. 2017).
[bookmark: _Toc502243725]Effective communication definition 
Effective communication is an interpersonal skill and it is the way by which the message is transmitted to a receiver and it is understood in the way it was intended. Communication is the two-way process and it is important to communication in an identical way with the intention to make the message understood by the end, the sender and the receiver. In an organization, it is important to conduct effective communication as it allows the company to operate significantly and to enhance the productivity. Effective communication provides the effective benefits to the team as it allows the team member to understand their role and responsibility and also to the other team member.  
On the other hand, the effective communication also beneficial for working collaboratively as it opens the wide range of ways to work with other organization to enhance the quality of the product and service. In addition to that, it is also significant to deal with the issues related to confidential activities, share ownership and responsibility and thus it reduces the workforce and make the function more dynamic. In Tesco, the effective communication with the customers provides the identical benefit to the firm to maximise the profit and enhance customer’s loyalty. In addition to it, the company also introduced the new software to communicate effectively with the suppliers to enhance the quality of the service (Reising et al. 2017). 
[bookmark: _Toc502243726]Verbal and nonverbal communication
Verbal communication: it is the exchange of information among the person by using words or speech. Some of the examples of verbal communication are meeting and interview. In order to negotiate and develop the idea, the verbal communication is the identical tool. It provides the effective benefit to reduce confusion and get the wide range of idea which is beneficial for the firm performance. A team comprises of numerous people and thus it brings the valuable and different form of the idea. By effective negotiation with the team, one can get across the new ideas that can enhance the overall performance of the business organisation. The new strategy and idea enhance the group negotiation help the firm to maximise the profit and quality of the service (Driskell et al. 2017). 
Non-verbal communication:  it is the exchange of information between the people by sending and receiving the wordless clues. The visual clues are used to communicate during non-verbal; communication such as shaking hands, facial expression, body language and so on.  The benefits that non-verbal communication provides are it is short and brief, save time, to the point and many more. Furthermore, the key advantage that non-verbal communication provides is it helps to communicate in the place where there is mandatory to maintain the silence (Neill, 2017).
Verbal communication and nonverbal communication, both are practised in the workplace of Tesco. The verbal communication such as face to face communication, meeting helps to communicate important information within the workplace more significantly and easily. The difficulty that Tesco faces due to verbal communication is while dealing with the customers, as the customer might misinterpret the thing that the staff of Tesco communicated. Hence, this is the reason Tesco interdicted the training session for the staff to get the relevant skill to communicate with the customers and also among the team members (Sweet et al. 2017). 
[bookmark: _Toc502243727]Workplace communication theories 
For the effective communication in the workplace, the Tesco Company has been chosen to make the effective discussion. The Belbin theory is categories in the nine subheading such as Resource Investigator, Team Worker, Coordinator, Plant, Monitor Evaluator, Specialist, Shaper, Implementer and Completer Finisher. In this report, the focused will be made up of the team worker and coordinator subheading of Belbin theory for the effective team structure in the workplace. The team worker theory of Belbin helps the team to utilise the versatility to determine the work required and execute it on behalf of the team. Furthermore, the Belbin theory team workers are the people those are united in the team to work together (Enns et al. 2016). 
The people of the team played the role of negotiator and are flexible, perceptive and diplomatic in nature.  The people of these categories are popular as they have the capability to perform their own responsibility. Furthermore, the weakness of these team might be the tendency to be intensive and in making the decision and discussion to maintain uncommitted position.  The Belbin theory plays the relevant role to understand the strength and weakness which organization comprises of. Furthermore, by effective determining the firm can effectively bring improvement to the performance if the team. Hence, the theory will also provide the significant support to the Tesco to bring improvement in the work and among the workers and also maximise the performance of the team (Burgoon et al. 2016). 
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Figure 1: Belbin Theory of team structure
(Source: Bolman and Deal, 2017)
Group dynamic theories: The theory plays the significant role as it provides the reluctant support to the member to adopt the right approach to interact with the people. The theory plays the relevant role to communicate effectively in the workplace by conveying the significant message to the receiver. The group dynamic theory is divided into five sub-categories to bring the effective communication norms in an organization. The group dynamic theory is used by many industries and organization to enable the effective communication in the workplace. In Tesco working atmosphere the group dynamic theory of communication will provide the effective guidance to the employee to communicate with the customers effective and without getting misinterpreted (Bolman and Deal, 2017). 
The group strategy helps the organization to improve the performance of the employees working within the team. As the strategy help to share the relevant objective among the team members and by the mutual agreement among the team members the strategy is implemented to fulfil the objectives of the firm at an estimated time. Hence in this place the group dynamic theory implementing plays the effective role in the better performance of the team (Weller and Civil, 2017).  
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Figure 2: Group Dynamic Theory
(Source: Mathieu et al. 2017)

According to Shannon Weaver model of communication, the following concept must be followed in the workplace to bring effectiveness in the communication (Mathieu et al. 2017).
Sender: the person who makes the message, choose the identical channel and send the message. Example businessman
Encoder or transmitter: it is a person who uses the machine which significantly converts the message into binary or single data and it might also refer to the machine directly. Example telephone Network Company (Kasasbeh et al. 2017).
Channel: the medium that is used to convey the message appropriately example mobile network
Decoder or receiver: it is the machine that is used to convert the binary or single data into the message. Example mobile phone (Ghaferi and Dimick, 2016)
Receiver or destination: it is person or place where the message was supposed to reach. After understanding the message receiver the reserve provides the relevant feedback by using the appropriate channel. Example worker
Noise: it is said to be the physical disturbance that affects the intended message to get to the receiver, Example omission of the text due to disturbance (Gross et al. 2016).
By implementing the Shannon Weaver model of communication the Tesco might enhance the effective success, as it keeps the message secret and reduces the cause of confusion. Thought it is time-consuming but the process is affordable.
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Figure 3: Shannon Weaver Model of Communication
(Source: Wang and Li, 2017)
Berol’s model of communication plays the effective role to bring the effective productivity in an organization. The model is divided into four categories sender, message, channel and receiver.  By using the model one can conduct the effective communication and it created the significant impact upon the listener.  The emotional aspect of the message is taken into account; hence by implementing it in the workplace the Tesco will get the ample amount of opportunity (Yadava et al. 2017). 
[bookmark: _Toc502243728]Through effective communication improvement in the workplace productivity 
The presence of effective communication skill within workplace helps the workers to keep one another accountable. The effective communication provides the clear instruction to the employees hence it makes clear that what organization expect from them (Hassell and Cotton, 2017). For the effective communication in the workplace, one can implement the interpersonal-communication skill such as active listening, body language, context awareness and personal presentation. It plays the significant role in an organization to enhance the productivity and also improve the performance as one get the relevant knowledge and skill to maximise the performance quality. The way to conduct the effective communication within an organization to enhance the productivity is written communication (Culache, 2017). 
The written communication helps to know the gaol identically and each and every term are stated clearly so that the clear get the clear vision of the goal and strategy. Hence both the written and verbal communication plays the significant role if one adopts it to maximise and improve the productivity. Furthermore, in the written communication one must ensure that the strategy states are clear with no syntax, punctuation, grammar error to avoid misinterpretation and confusion. Communication can also be conducted with the audience by using the electronic and visual resource as it provides the effective advantage to the people those is way to reach significantly. The resource helps to convey the message without taking much time and in a significant way (Burke, 2017). 
[bookmark: _Toc502243729]Benefits that effective communication provides within workplace
The effective communication plays the relevant role to maximise the benefit and productivity of the organization. The good communication makes the mission and vision statement of the organization closer to the employees and thus they put the effective effort to enhance it. Furthermore, it also helps to build the healthy workplace environment and employee feels satisfied with the job position. In addition to it, it also helps to minimise the cause of confusion among the employees and reduce the cause of stress due to miscommunication (Brock et al. 2017).
In an organization, there is barrier rated due to cultural and language difference hence the effective communication support to deal with the barriers appropriately. In order to build the high efficient team and effective relationship norms among the employees and manager, the pivotal role is played by the effective communication. Furthermore, it also helps to strengthen the morality of the employee and nourishes the skills and knowledge. It reduces the unnecessary competition among the department and keeps the team united and makes them work with harmony. Therefore, it is important for the manager of the organization to follow the effective communication norms with the employee to maximise productivity and do the level of frustration in the organization atmosphere (Mesmer-Magnus et al. 2017). Within the team, it is the responsibility of the leader to conduct the effective communication for the efficient performance of the entire team member and for the organization excellent performance. The Tesco enhance the effective opportunity by implementing the strategy of effective communication within the workplace (Yadava et al. 2017) 
[bookmark: _Toc502243730]Conclusion 
The above study clearly states that in an organisation the effective communication is vital to maximise the productivity and success of the organization. In order to serve the customers well it is important for the employees to use the ethical terms while communicating as it might be the cause of misinterpretation and thus might harm the reputation of the organization. In addition to it, in the report, the effective communication theory and model are used to add value to the discussion. Thus, the effective communication helps to maximize the productivity and also build the ethical working environment. In this report, the Tesco Company is focused to maximise the productivity and customers’ satisfaction by implementing the strategy of effective teamwork and communication. Hence, for the entire study material, it can be said that effective communication is vital to the excellent performance of the employees and organization.  
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It is an interpersonal skill and it is the way by which the message is transmitted to a receiver and it is understood in the way it was intended (Driskell et al. 2017).

effective communication is beneficial for working collaboratively 

It is important as it help to enhance productivity and operate significantly.



EFFECTIVE COMMUNICATION 













In this part, the effective communication is discus and the important of effective communication in an organization.  The message conveyed must be understood by both end, the sender and the receiver.  It reduced confusion, frustration and workload and brings smoothness in functionality. 
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Verbal communication: it is the exchange of information among the person by using words or speech. Example interview

Non-verbal communication:  it is the exchange of information between the people by sending and receiving the wordless clues example : hand shaking

VERBAL AND NONVERBAL COMMUNICATION














The communication is of two type verbal and non-verbal and both are important in an organization. Verbal is easy, clear but time consuming whereas non-verbal is brief and might the reason of confusion (Culache, 2017).
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The Belbin theory 

Group dynamic theories

Shannon Weaver Model of Communication

WORKPLACE COMMUNICATION THEORIES 














The theory and model plays the relevant to bring the effective communication in the workplace.  It provides the advantage to understand the ethical norms and provides the ample amount opportunity for the organization (Burke, 2017)
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Provides the clear instruction to the employees 

Helps to enhance the productivity of the organization

Makes the stagey clear to the employees

Motivates the employees to work sincerely



THROUGH EFFECTIVE COMMUNICATION IMPROVEMENT IN THE WORKPLACEPRODUCTIVITY 














The effective communication reduce the clause of confusion and frustration. It make the vision clear and organized to the employees. Thus, the employees can effectively understand the role and responsibility and enhance the productivity of the workplace (Brock et al.2017).

5



Build morality of the employees

Bring efficiency in the work

Help to establish the healthy and positive workplace environment

Create Job satisfaction among the employees

BENEFITS THAT EFFECTIVE COMMUNICATION PROVIDES WITHIN WORKPLACE












The effective communication makes the vision clear to the employees and thus make them work effectively without confusion to maximize the productivity.  In addition to it, it also help to build the healthy and positive working environment. 
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Effective communication is vital to maximise the productivity and success of the organization (Bolman and Deal, 2017).

Effective communication helps to build the ethical working environment.

Effective communication is vital to the excellent performance of the employees and organization.



CONCLUSION
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