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[bookmark: _Toc503143517]Introduction
Effective communication is a kind of skill, which is a top priority for employer while selecting that employee, and for that skill, implementation familiarity with digitization is necessary to communicate in the workplace for that employee. Communication through face to face is not necessary if digitization in the workplace is present and the communication can be made in a fast manner and managers are not influenced by the empathy and emotion of the employees. Compliments and warm greetings are exchanged if the team achieve success and this is possible in the team working.


[bookmark: _Toc502926925][bookmark: _Toc503143518]Understanding the effective communications:
Exchanging knowledge and information will make the communication effective and this will also make the nonverbal cues and emotions easy to understand (Andrewartha, 2012). Active listening should be ensured from both parts that are from the part of the sender and from the part of the listener for redirecting conversations. Effective communication will be stepping stone for effective teamwork in the workplace (Chian, 2017).
Effective Management of Communication Cycle: The competency of the team members in case of efficient interaction will bring success for an organisation. The service providers and the service receivers must be correlated with standard professional and personal relations. The inefficiency in the completion of an operation will bring disaster for an organisation (Chilcutt, 2014).
Communication Cycle Implementation in the Workplace: Marks and Spencer is a famous retailer and giant in its operation and in that organisation the communication cycle is going to be implemented (Marksandspencer.com, 2018). The chain store operations of different regions for Marks and Spencer and direction for those stores are carried through effectual communication.
A team leader always tries to build a strong team coordination, which ensures good communication program along the team for supervisory activities (Goodman, 2015). Misrepresentation can distort the messages of Marks and Spencer and for reducing this the company should follow communication cycle which can be effective from any working stage. A cycle of effective communication can be given below which may not be consistent with effective management:
[image: Related image]
Figure 1: Shanon-Weaver Communication Model
Source: (Hebert, 2013)
For team working to be effective the Shanon-Weaver Communication model can be followed (McQuail, 2016). Removing the barriers from effective teamwork is the main objective of this model and improving workplace communication for lower-level to mid-level employees.
Sender: When someone holding an information and try to exchange that information then the process takes the first step (Quick, 2015). When Marks and Spencer forms teams in all the retail stores and they also make team leaders who has the responsibility to convey messages then that team leader will be considered as sender. The team leader must possess the qualities of an active formal speaker with facial expressions that may accommodate a communicational gesture.
Channel: The actual message is passes through a medium, which is known as channel (Shoop and Stewart, 2013). The electronic mail and phone calls are the mediums for exchanging the messages and expressions. Marks and Spencer tries to follow both formal and informal communication in its outlets through the medium of cell phones and electronic mail.
Decoder: The person who understands the message after receiving the message can be termed as decoder (Frederickson and Frederickson, 2016). In the decoding process the electronic data and signals are interpreted so that the destined person may understand the message. In case of Marks and Spencer the team leaders of its outlets sends messages to other employees who interpret those messages into information through decoding.
Receiver: Redirecting the message for decision-making purpose to the team leader of Marks and Spencer team members take the role of a receiver by sending the necessary feedback (Andrewartha, 2012).
Noise: The Shanon-Weaver Model talks about noise in the fifth place of that model and this refers to the impediments that are imposed by the sound, environment, crowd, people, etc in the effective communication process (Chian, 2017).
The Shanon-Weaver Model is widely accepted and uniformly applied in many famous organisations including Marks and Spencer for personal and group communications. The communication model can be expressed in terms of numbers and the noises can traced and eliminated in this model for effective communication. The Shanon-Weaver Model was first developed for helping in the telecommunications industries by implementing the model but later it was found that not only telecommunications but also in business communications and many other communication systems this model is widely applicable (Hebert, 2013). The reactions can be sent instantly by the receiver in the Shanon model and the gauge is easy to apply in this model for effective interpersonal communication. Response and feedback are the core developmental part for effective communication to take place. The Shanon-Weaver Model also has some limitations as the model may send some misleading information, which may break the effective communication.
[bookmark: _Toc502926926]


[bookmark: _Toc503143519]Language and level of formality in management communications:
The chances of misrepresentation and exploitation may create more challenges in case of information delivery. The team user who is communicating can reduce the communication error through using an appropriate vocal tone, maintaining a distance or formality and showing confident body language. The formality can be hampered if improper use of grammar and sloppy language use is found in the conversation (Chilcutt, 2014).
[bookmark: _Toc502926927]During the office-time of Marks and Spencer where every employee is working, a formal written communication channel is used for internal communication, which also helps to maintain the concentration level of employees by producing no noises. The written communication can be carried out through emails, letters, notes, memorandums, etc and readers’ attitude and the needs of the writer is balanced while using the mediums. For example, if the sender or the writer is writing to a single person then the writer can use informal languages of normal conversation where a frank and friendly essence can be transferred with the messages (Goodman, 2015).
[bookmark: _Toc503143520]Importance of tone:
Tone is a technical path used for dealing with nonverbal and written communications. The tone must be furnished through brainstorming along the group members as the impression moves with the tone (McQuail, 2016). Body language can convey the feeling of confidence; believe within the communicators and their personal feelings. The expressions used in the tone will be successful if the sender uses some variations with the tone. Pausing and increasing the volume of the tone may imply that the sender is trying to emphasize some issue. For example, the managers of the outlets of Marks and Spencer must use a moderate tone while communicating with the suppliers as the pitching may misinterpret the information transferred.
In business communication, tone plays an important part as a strong impression can be put in the minds of customers by using different variations in tones. The implementation of tones can be done in various ways like storytelling, loud speaking, singing, expressing humours, etc (Quick, 2015).In the group communications also the team members can use differences in their tones to communicate different jargons within them. Therefore, it can be said that the effective communication can be persuaded through different usage and implementation of tones.

[bookmark: _Toc503143521]The effectiveness of written and verbal communications:
The writing skills of the employees of an organisation is preferred widely is the modern business world as it may help the organisation is case writing formal letters, designing reports using appropriate formal languages, using strategies in the business advertisements, etc (Shoop and Stewart, 2013). The leader of Marks and Spencer may be skilled in verbal communication but if the team members are not competent enough to show skills in verbal communication then the whole organisation will suffer. For example, the verbal communication will be used as a medium in case of meeting, phone conversations, etc and only succinct verbal expressions will bring good results for the organisations. Marks and Spencer can build a strong communication channel by ensuring all the necessary mediums and receiving proper feedbacks and then analysing those feedbacks (Marksandspencer.com, 2018).
Business communication cannot move even an inch without written communication in the present business world and thus the importance can be estimated (Frederickson and Frederickson, 2016).For example, the higher officials of Marks and Spencer want to meet with the advertising executives of the company and they made an order. After that, all the advertising executives can be informed about their urgent presence through writing to them through the electronic mail and then they can join the meeting. The lead-time in taken in written and spoken communication in any company should be minimised to a great extent as the customer may switch to competitors for being bored waiting in the lead time trap.
The problem of interaction can be resolved and the supervisory directions can be given in a group through using the verbal and written communication. A team can be made vibrant and energetic by ensuring a good written and spoken communication channel and making a congruency between the two. Misrepresentation can take place in any stage of the communication process of Marks and Spencer, which may distort the success chances for the company and the misrepresentations, should be eliminated through effective communication (Chian, 2017). Some ways of measurement can be followed for measuring the effectiveness of the written and verbal communications in the following ways:
1. If the method used in the communication channel is taking much time and still creating problems than those methods should be eliminated. For example, verbal communication can help in case of interacting with customers, as it is effective to problem solving and also saves time to interact with people.
2. If the lead time is minimised then written and verbal communication can see the success lights quickly. For example, because of excess lead waiting times the customer prefer going to those companies who saves their valuable time.
3. The method that will be selected in the team meeting should have the power to resolve the misunderstandings under which atmosphere the method is applied or otherwise the misunderstanding may bring disastrous results for the organisation.
However, written and verbal communication is widely accepted and applicable they have many limitations. For example, the monitoring has to be strict so that the receiver may send quick feedbacks after the message is received verbally or in a written manner (Andrewartha, 2012).If the organisation is slow in responding to its customers then the brand and goodwill image of the organisation like Marks and Spencer will come to a shaky situation. The actual result may be good but if the lead-time is taken more and the monitoring is less in case of responding to customers’ queries then the whole activity will put a bad impression on the customers’ mind. It is the duty and responsibility of team leader that the team leader should measure the team effectiveness and if there is any lacking found then the team leader should take corrective measures to balance or help the employees acquire the communicational qualities or skills (Chian, 2017). The employees who are skilled in communication process can have satisfaction in the workplace, which will lead to positive productivity of the organisation and build morale of the employees.
[bookmark: _Toc503143522]Conclusion
The assignment concludes by depicting the fact that the management of an organisation follows a distinct communication channel and if the channel does not work the management can take corrective actions modify the communication channel and make it work for taking the responses of the shareholders and other employees. The feedbacks received in the communication process by management can help them to make better organisational decisions. Formal communication is not enough for an organisation to bring success as in the informal dealings of communications the organisation will lack popularity because of lead time that will lead to more costs. Appropriate tone, professionalism or maintaining a level of formality and the exposure through body language should be checked in effective communication. Improper grammar can hinder the way of communication despite of a good delivery by the sender. The balance use of written and verbal communication channel will bring success for the organisation, as the mediums will help to reduce interactional problems and lacking in managerial directions.
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