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Task 1
One of the most important aspects in any business environment is the communication that takes place between the various people or departments there in. The term communication when used in the business means a lot more than just the exchange of information. The people making the organizations spend most of their time in communicating to others. The internal communication is important to let all the employees know about the goals of the company. It also helps the company to keep it on track towards achieving the goals. The external communication helps the business to keep a track of the changes that are taking place in the external environment. These changes do affect the business itself. The communication is effective only when the same message is conceived by the sender and the receiver. Failing this aspect will result in a total chaos in the organization.
The effective communication is necessary because the workers are humans and they want to make relations and interact with others. To work effectively in the organization, it is necessary that the people make good working relations with their colleagues with the help of positive communication.  The positive communication is something that enhances the performance of the individuals working in the organization. The effective communication is also necessary so that the personnel are able to communicate correctly about the product to the customers. 
The communication in the work setting can be verbal or non verbal. The verbal communication consists of the words from the mouth of the people communicating with each other. The non verbal communication shows the various gestures that show the intended outcome for the target. The verbal communication includes the intra personal communication that is very much hidden and generally is not shared with anyone else. The second type of communication is the interpersonal communication that is done between two persons. This is done on one on one basis. Small group communication is the one where a small group listens to a single person or speaker. The last type of verbal communication is the one in which a single person speaks to the public. 
The second type of communication is the non verbal communication that takes place inside the organization and in some cases with the outside world (Kumbhar, 2013). These include the things that are shared with the people during the public speaking. These are transferred from one person to another.  The non verbal communication can reassure the things that have already been said. Thus this sort of communication repeats the words communicated in the work place. They can take place of words. They can be more effective than words in some cases.  Sometimes the main point in verbal communication can be missed but non verbal communication can make the other person to remember those points.
The organization set up has both types of communication working. The verbal aspect of the communication can be seen in the meetings and gatherings. The non verbal communication can be judged by the facial expressions. This kind of communication can also be seen while observing the person playing with a pen or even drawing uneven lines on a paper. The importance of both kinds of communication has to be considered within the organization. This is particularly important in the organization that employs people from various cultures and language backgrounds. 
Answer 2
The communication takes place between two or more than two persons. However it is not necessary that both the persons are present at the same place when communication is taking place. The most important aspect of the communication is that the parties involved in the process are on the same lines. The process of communication is completed when both the parties have completely received the intended message and have understood it as well.  In order for the business to use the two way communication effectively, the first thing is that the business knows the audience very well.  This is equally important in case the organization is communicating internally with the employees.  Thus if the company needs to succeed, it has to fully communicate with its employees letting them know what is required of them. This may require trainings given to the staff on regular basis. The important thing in this regard is that there should be regular feedback received from the employees to know the usefulness of the training. This feedback and the improvement afterwards will complete the two way communication process.  The Schramm model of communication represents the two way communication. This model emphasizes that the communication system must include the encoder. The encoder is the person who makes the message. The encoder sends the message to the decoder who decodes and interprets the message. This interpretation done by the decoder is again sent back to the encoder as feedback. This is a circular model that considers the communication as a circular process. This is basically a study of the impact that communication ahs on the various parties involved.  In a work place setting, the communication may trigger responses such as queries and questions. This response is dependent upon who is the actual target group. The communication is seen as a process where some parties share a common set of signs. These signs can be categorized as being syntactic where the formal aspects of the signs and symbols are used to communicate. The pragmatic aspects consider the relationship between these signs and symbols and the parties participating in the communication process.  The semantic aspect shows the relationship between the symbols and the meaning of these relationships. In order to communicate effectively, the people or parties involved should use all of these aspects.
Answer 3
First of all the organization should formally work in teams. The making of formal teams will motivate the employees by creating a healthy competition among them. This also brings in a lot of creativity out of the employees. The single person working will always fall short of ideas. However the teams working together can have brainstorming sessions to find the best ideas coming out of the brains of many people. This also helps the organization as many brains working together will offer fresh ideas as compared to a single person working solo. The team members are different in ages, gender and experiences at the work place. Thus creating a team from such persons will help everyone when they share their experiences and ideas. These experiences will also help the employees to learn new skills that they can then use at different places. The working in teams will bring into action the strengths of different persons. As discussed earlier, a team comprises of various people having different characteristics. Along with this, these people also have differences in strengths. While working in a team, their individual strengths are combined to bring certain benefits for the organization.  However in order for this to happen, the communication within the team should be such that no member of the team hesitates to share his or her skill set with the team. The team members must have the confidence in each other and must be able to bring the individual qualities to action. The best combination of the individual qualities will make the best team of the organization. The organization under consideration should allow the certain individuals to settle in specific roles. The practice that some individuals are changing shifts or as mentioned in the case, one shift is without any manager, this will not allow the employees to settle in certain roles. When the employees will be able to settle in specific roles, then the second step will be to form formal teams. The individuals with specified roles will now join the teams and bring the individual qualities with them. The qualities of each person will add to the team in a different manner. This will help the organization in a number of ways. The most important aspect is the improvement of communication and ultimately the improvement of performance for the organization. The formation of teams in the organization will mean that the members of the teams will learn to trust each other. This will happen because the employees will be sharing the strengths and weaknesses of themselves with each other. This will also create a bond between the team members which will help the organization in the long run. The trust is also important because the members having trust will work like a ladder for each other. Thus they will be building up each other in an effective team.  The teams include humans. These humans may not very easily come to terms with the other humans and have conflicts with the others as well. The formation of formal teams will help the individuals to minimize these conflicts and to work for the better of the organization as a whole. The formal teams have a leader as well who will make sure that the individuals do not bring in their conflicts into the team working.  The leader will also have to make sure that the individual weaknesses do not hinder the performance of the team. Working in a team requires contributions from all members of the team. This will create a sense of responsibility and ownership among the members of the teams. This will help the organization in a way that the employees will feel more connected to it. The formation of teams will help the organization in the sense that the employees will be involved in some risk taking behavior that will have a positive impact on the organization as a whole. This is because the whole team is working and the responsibility of the consequences will be borne by the team as a whole. 
Answer 4
The theory presented by Tuckman and Belbin can be used to make more balanced teams to work in the organizations. The authors basically identified three main types of roles within a team. These are action oriented roles, people oriented roles and thought oriented roles.  The theory further states that the team performance is dependent upon the clear and concise definition of roles. Despite a very clear definition of the roles and responsibilities, it does not become possible for the teams to perform at a level equal to its full potential. This is mainly because the members do not perform the tasks that are expected of them.  The team members may not like the approach taken by the others to resolve a particular problem thus creating conflicts. The author defined several team roles which is a way in which people behave in the teams. The persons are required to manage their individual strengths and weaknesses in line with the team roles and objectives. The roles work ways, the negative and positive. The strengths of the members join together to form the strengths of the team. The weakness of the members joins together to form the weakness of the team.  The role one takes on will depend on various factors such as the interpersonal skills that the person possesses. The persons will behave differently while working in different teams and with different people. The allowable weaknesses are the ones associated with the individuals who perform roles in the organizations. The other type of weakness was behavioral and this is considered dangerous for the organization. Immediate remedies were required to cover the behavioral weaknesses if identified.  The action oriented roles include the shapers who will help and encourage the teams to improve. The implementers are the people who will get the things done in an organization. The finishers are those who get the things done in details. These people keep a track of the weaknesses that can hinder the completion of the team projects. The people oriented roles include the coordinators who are the traditional team leaders. The team workers are the ones who ensure that the work is done in the right direction. The resource investigators are the ones who help the team achieve the objectives. The thought oriented roles include the plants which always come up with new ideas. The monitors are given the responsibility to evaluate the performance of the other people. The specialists put in the specific knowledge that is necessary to get the job done for the company. This theory can help improve the teamwork in the organization as it clearly identifies the roles that have to be played by the different people who make up a particular team.  This clarity will also help in defining the responsibilities if the team is unable to achieve the tasks. The teams that will follow this theme will have more efficiency as compared to those who do not.
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