
Skills for the Workplace (level 4)
Module Assignment Submission



Student name: Shemshat Nazarova
Student number: 1706500
Module number: BMSK4002
Module Title: Effective Team Working and Communication









Executive Summary

   This a report contained with the subject of an effective communication process. In this report, the effective communication along with its advantage in the organization performance has been discussed. The discussion emphasized on different theories and models of communication and the benefits that the organization gets from effective communication. In addition to it, the company Marks and Spencer of UK is taken illustrates their application process and shedding light over the benefited of the effective communication process in a workplace.
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[bookmark: _Toc502412710]Introduction

   Communication is a process to disseminate any message to an individual person. In present time business houses also take the initiative to practice an effective communication. As because miscommunication can create social problems among the internal and external stakeholders, hence all companies now try to set, a system that will provide accurate messages to all kinds of stakeholders (Ang et al. 2015). This report will highlight an effective communication process for workplace and core area of this report is to depict the role of communication in managing teamwork. In any organization, communication needs to be performed for carrying the functional process in smooth and flexible ways.
   This practice helps an organization to enhance their production level. The pivotal performance of a team based on the effective communication process. In that context, some of the relevant theories of communication will be portrayed here to underpin the theoretical part of this report. Marks and Spencer’s, a reputed company of United Kingdom has been chosen here for shedding light on their success in high production. The authority of this company creates their good brand value among service users and internal employees by practicing an effective communication process.
[bookmark: _Toc502412711]Definition of Effective communication
  The effective communication process is a procedure to design any message in the appropriate way, which will fulfill the intended purpose of the message sender. Fulfillment of any communication intention depends on different factors, such as choosing appropriate media, understand the intention of a target audience, and make the assumption about the possible noise involvement during the communication process (Austin and Pinkleton, 2015). A message sender needs to be very careful to prepare the final message for the targeted audience.
   The Marks and Spencer company practices effective communication process in their different departments. The message selection process needs to pass through many layers before disseminating it to the final receiver (Beebe and Masterson, 2014). This is the reason, this establishment becomes successful to maintain their brand image and gradually it is increasing the production level in the superior stage.
  The success of a communication process mainly depends on the chosen media.  A sender who is able to understand the convenient media usage of this receiver became a successful communicator. In this prospect, many organizations try to smooth the process of communication for omitting the grapevine communication effect. Grapevine communication can ruin the brand value of an organization, as a negative result, the rival companies may start to do propaganda for that company (Brock et al. 2013).
   An organization operates their functions based on the loyalty of their employees. The management body expects that all their associates will deliver their work with maintaining the tactics of the organization. Moreover, the authority of an organization tries to inform their employees about their working responsibility. These all-crucial tasks are depended over the effective communication process, but if grapevine communication happens within the communication system of an organization then there is a chance that employees will receive wrong messages. This negative issue creates negative results such like an employee will get de-motivated to their working responsibilities.

[bookmark: _Toc502412712]Define verbal and nonverbal communication for example
    Verbal communication: Verbal communication is an oral communication process. Individuals use this technique to convey their message by selecting some relevant words. Verbal communication depends on the situation of the place where both the message sender and receiver are present. Face to face communication, formal-informal discussion, group communication and most importantly interpersonal communication happen through the verbal communication process (Cummings and Worley, 2014). Verbal communication is a mandatory process to carry any message to its target receivers, a person who is not able to understand of their receivers intention may not become a successful communication in his or her professional field. Verbal communication is a connected part of human life both in their personal and professional life.
   Verbal communication can be an effective a communication process when some influences and implications of communication can be distracted. Some of the influences and implications of a communication system are the sound effect, encoding effects, channel issues, receivers’ effect, decoding effects and feedback and its importance (Dozier et al. 2013). The intention of the message sender becomes effective when message sender will be able to understand his or her receivers’ psychological perspective. 
      Non-Verbal Communication: Companies can achieve economic-non economic objectives by implementing an effective communication process. Besides the verbal communication process, non-verbal communication process is also important for organizational communication (Holmes and Stubbe, 2015). Non-verbal communication is a process where gesture and posture take the prime role to disseminate any information. A skilled employee who is physically disabled, more specifically have the hearing issue, they need to communicate in a non-verbal way.  Moreover, to make any deal with other companies, or to ask for foreign direct investment there was the importance of nonverbal communication besides the verbal communication process. Employees of a company face the different organizational situation, in that context, they need to change their way of communication sometime. In this perspective, it can be said that a communicator who often take the initiative to depict any information to mass or to an individual person also need practice non-verbal communication. 
[bookmark: _Toc502412713]Appropriate theory for workplace communication

   In any company, communication process brings either success or drag down the level of productivity. Workplace communication skill is important to understand by the employees and by the management body. An organization cannot speed up their growth unless they make their employees satisfied. In that context management of an organization such as the Marks and Spencer, follow the effective communication process by using various communication theories.

Shannon and Weaver model of communication

[image: ]
Figure 1: Shannon-weaver model of communication
(Source: Wates, 2014)
   Shannon and Weaver model of communication has been used by different organizations in order to carry out their functional process. As because this model helps an organization to implement an effective communication system, so this model has been exercised by many worldwide companies. Different types of organization have adopted this model in order to implement the standard communication system for both its internal and external stakeholder. The core elements of this model are the information source, message, transmitter, signal, channel, the received signal, message, and receiver. Shannon and Weaver tried to mention that a communication process consisted of all these factors. If any communicator may have to design any message then he or she must have to assess all these elements before presents it to in front of audiences. The most important element of this model is the noise. Noise is an external factor of a communication system, which can deteriorate the essence of the sent message. In the organizational communication system, the communicators must have to address all those possible noise involvement in order to abide all miss information.  

Group dynamic theory
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Figure 2: Group dynamic model of communication
(Source: Woodcock, 2017)

   Group dynamic theory is a communication theory, which enables any organization to perform the teamwork. An organization performs their activities based on various aspects such as the productions unite, manufacturing process and the previous sells record. This theory has been performed by the different organization to manage their teamwork. According to this model group, effectiveness depends on the trust, cohesiveness adaptability, shared functions. All these factors are depended on the effective communication process. As an example, trust towards company can be maintained among the employees by the verbal communication process of team leader. The team members will pride their best effort when they get motivation from their team member for their good work. The marks and spacers to operating their teamwork in a successful manner have practiced this model. 


Belbin theories of team structure
   Belbin theory of communication assists a different organization to perform the team Excellency. This communication model has depicted that in order to achieve the team goals a team leader needs to lead his or her team by maintaining different roles, such as the active role, problem- solving role and people role. as per the elements of this model a team leader needs to understand his or her team member strength and weakness and as per the analyzing result he or she have to lead those members.  The main essence of this model is the problem-solving attitude of a team leader, which will allow the team member to share their shortcomings. If this model has been adopted by an organization then they will get positive results by applying this theory.
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Figure 3: Belbin’s model of communication of team structure
(Source: Shockley-Zalabak, 2014)

Berlo's model of communication
   Berlo's SMCR model depicts that if an organization become concern about their message source, media selection, message design and receiver, then they could be able to establish a strong organizational communication system. Otherwise, it will provide advantages to its rival companies to do propaganda for that organization. This model of communication has been widely used by different organizations. As per the opinion of Berlo, in the communication system, all the elements of standard communication process need to be controlled by the authority of an organization. All the elements do not always remain same, as because time and situation are ever changing so Berlo emphasized over those four elements of communication. A message sender may not be able to designs their messages appropriately. In that context, they need to manipulate all the sub-factor of those elements needs to be assessed by the message sender. 
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Figure 4: Berlo’s Model of communication
(Source: Wates, 2014)




Schramm’s communication model
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Figure 5: Schramm’s model of communication
(Source: Morgan, 2016)
  Schramm has been portrayed in his communication model that both the source of information and the receiver of information belongs from an unfamiliar field of experience. The core essence of this model is- every person belongs from a different cultural background, therefore it is natural that their behavior and mindset will not match with each other. Therefore, in the organizational context, the strategies of communication need to be changed by the communicator according to that manner. This model tries to portray that appropriate communication can smooth the functional process and transparent the understanding among employees. 
    As an Effectiveness of these of all communication model, All the above-mentioned model can be used by an organization to accelerates their growth and production level and help an organization to establish a food communication system. 
[bookmark: _Toc502412714]    Contribution of effective communication process in workplace for improving the productivity level
    Organizational functions are divided into various departments. In order to achieve the overall organization goal the associates have to maintain good collaboration among them, otherwise, it can create dissatisfaction among employees that de-motivate the employees. Moreover, this can evoke the grapevine communication in the overall functional system. The reason for grapevine communication depends on the improper structure of communication within a company. In this prospect, it is a prime duty for the authority to maintain smooth and transparent communication system. Concisely, it can be stated that an effective communication system can upgrade the level of production that helps them to earn a large amount of revenue in each financial year. In the aspect of the external environment, companies can also get the market advantage by maintaining the core essence of the effective communication process. 
[bookmark: _Toc502412715]Various advantages of effective communication in a workplace 
   An organization can get many advantages by the application of an effective communication process in their operating system. The most common advantages of effective communication for the workplace are mentioned below:
· A company can boost up their productivity level
· They can earn  a good amount of revenue in each financial year
· They can maintain a good collaboration with each department
· A company will be able to understand the psychological perspectives of their employee
· The team leaders can easily achieve how to handle team performance.
· Organizational goal can be achieved by applying the communication models outcome
· The effective communication system will help them to get a strong brand image among their service users. 
[bookmark: _Toc502412716]         Conclusion
     As a conclusion, it can be mentioned that if any company try to follow the different characteristics of communication then they get the chance to flourish their production level. Moreover, the employees need to be understood by the authority of the organization for communicating with them. This report is written based on the effective communication and its usefulness in a company by underpinned with theories. As a usefulness of this report, it will provide scope for the future researchers of the specific topic to gather relevant information. 
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