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[bookmark: _Toc17768609][bookmark: _Toc17768648]Introduction
This reports basically deals with the use of effective communication while conducting any group work. Proper communication among group member will help any group to attain the desired goal of any firm. If there is miscommunication among the group member, it will reduce productivity of the group performance. Different types of methods like Berlo’s communication are used to ensure proper communication’s system in any organizations. As an employee of Tesco, I have seen how Tesco has developed the communication channel that has made it effectively continue the performance of the organizations. Interpersonal communication skills and proper written communication method of any organizations also help it to properly communicate its strategy and other shared goals(Mattessich and Johnson, 2017).If there is communication gap between customer and employees of any organization, it will create improper customer relationship. So ensuring proper communication system is very crucial for any organization.



[bookmark: _Toc17768610][bookmark: _Toc17768649]Communication in the Workplace
Communication is profoundly important in every place that contains human interaction. In the case of the workplace, its application is more important because it helps achieve business success. Workplace communication is the transmission of a message from one employee to another or a group in a business, may it be verbal or non-verbal. Typical communicational mediums include speaking, calling, text messaging, emailing, etc. (Morgan, P. 2016)
The cost or consequence of miscommunication in the workplace is too much to ignore in today’s business world. It results in employee disengagement, reduced productivity and conflicts, much of which can be toned down by ensuring proper and effective flow of message or information. For example, proper communication can make employees more engaged. It allows them to be more aligned with the work objectives and activities. And engaged employees lead to more productivity. Several pieces of research found that communications are positively linked to overall productivity. But the most important advantage for a company like Tesco is the increase in customer satisfaction. More often than not, the only difference between a satisfied and dissatisfied customer is an improper employee-consumer relationship, not the quality of products or anything else. And the only way to strengthen an employee-consumer relationship is effective and proper communication (Barker and Gaut, 2016). This is why Tesco focuses more on communication because it knows that a part of its success is dependent on satisfied customers. Tesco uses Transactional and Berlo’s model of communication in its stores extensively.
Berlo’s Model: Berlo’s model defines 4 parts of effective communication. They are the source, message, channel, and receiver or SCMR for short. 
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Figure: Berlo’s model of communication
The source refers to the sender, for example the store manager to employees. The source converts his thoughts in words using four elements: communication skills, attitude, knowledge, social system and culture (Barker and Gaut, 2016). The message contains several elements such as content, treatment, structure, etc. For example the store manager wants to find out about some accounting error. So his content will be the description of the error followed by a question. Channel refers to the mediums between the sender and the receiver. It can be seeing, hearing, smelling, touching or tasting. When we refer to communication, we usually picture someone talking to another. But it can be of other forms. For example, one employee may signal another to lower his voice so that he can concentrate or touch another to call attention. The receiver is the one who the message is for. These four elements form this mentioned model.
Transactional Model: According to this model, the sender and receiver of the message take a turn to establish a bridge or channel between them. What differentiates this model from many others is the existence of feedback. The feedback changes not only the messages but also the background of messages. In Tesco stores, the managers communicate with their employees using this model. The managers know that simply delivering orders won’t cut it. They also have to listen to what employees or salespersons have to say. For example, It’d be unwise to push the salespersons to increase sales without knowing the reason behind the decrease. And no one knows better about the reason because they are the only ones who truly connect with the customers. So the initial receiver or the employees take a turn and provide feedback as the sender (Hills and McLaren, 2017).
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Interpersonal Communication:
Interpersonal communication is a process through which anyone can share ideas opinions, views through verbal and nonverbal communication method. Group members of Tesco can communicate with each other through the different interpersonal communication process (Mattessich and Johnson, 2017). Some of them are described below-
Body Language: Body language can have a significant impact on the management of the team. Sometimes I have seen that any group member may misinterpret the gesture and posture of other group members. It creates a negative among members of the team of Tesco. On the contrary, the proper understanding of body language will help to identify unspoken issues or problem.
Active Listening: Active listening is interpersonal skills that help group members to clearly understand what is being said by the other group member. I have gathered practically experienced that those members of Tesco who don’t listen carefully to the guidelines provided by their group leaders, they may do something wrong. So active listening is a good practice to clearly understand the work activity said by others.
Personal Presentation: Personal Presentation describes how any group members represent him/herself. I have seen that while any group member of Tesco fails to represent him/herself properly, other group members will have a negative impression for him/her. It is basically an interaction skill to interact with other people in the group (Hills and McLaren, 2017).
Context Awareness: Context-awareness basically helps group members of Tesco to clearly understand the environment of the organization and take the necessary steps to adapt to the circumstances at any point in time. 
So, we can say that interpersonal communication skills are very helpful for Organizations like Tesco to clearly communicate with the group members.
[bookmark: _Toc17768612][bookmark: _Toc17768651]Written Communication Formats and Structure:
Written communication is the most effective way of communication for any organization as there is a written document for the organization. It will create evidence and there are no possibilities of distortions of information. Some of the written communication format and structure that is used by Tesco are described below-
Letters and Memos: Different types of business letter and memos are used by the Tesco to do any formal communication among employees. I have seen that letters and memos are prepared in the specific format and they are not only the media of communication but also a record for the transaction of Tesco company (Morgan, P. 2016).
Job Description and Employee Manual: These two methods are used by most of the organizations. While joining in the Tesco, I have found that the basic tasks that an employee needs to perform in the organizations are described in the context. They also defined the responsibilities of the employees of Tesco. So, it is an important communication media.
Email: Nowadays Email is one of the most popular media of business communication. Email can be used to communicate with both internal and external parties. Email is basically used to do any formal communication. Tesco also uses Email as a written communication media.
So, we can say that Tesco can use this media to conduct written business communication with internal and external parties.

[bookmark: _Toc17768613][bookmark: _Toc17768652]Strategies for Improving the Clarity of Expression, Grammar, Syntax, and Punctuation
If there is an unclear expression and grammatical and syntax error in both verbal and non-verbal communication it will create a negative impact. So, Employers of Tesco can take several corrective measures that will help them to improve their communication skills while communicating with each other in the group. Some of them are described below-
Use of subordinate clause: While using a subordinate clause with a principal clause, users must be very careful. Sometimes I have found out that the subordinate clause will create confusion and distort the meaning of the main clause. So, Employers of Tesco should be cautious while using the subordinate clause.
Use of Active voice: Employees should be very cautious while using active and passive voice. Active voice easily expresses the meaning of the organizations. On the contrary, I have seen that passive voice may sometimes distort the meaning. So, group members of Tesco should be cautious while communicating using active and passive voice (Barker and Gaut, 2016).
Use of Clear Pronoun Reference: While communicating with other people of Tesco, I have found that uses of unclear pronoun references create confusion while communicating. People will not understand which pronoun is referring to which noun. So, while doing nonverbal and verbal communication, these factors should be clearly remembered by the group member of the Tesco.
Use of Parallel Construction: While communicating two or more things together, parallel constructions should be clearly developed. It will help to understand the meaning or find out the sequence very easily. The employers of Tesco should clearly develop a linking relationship among different sentence.
Use of correct Punctuation: Sometimes I have seen that misuse of righteous punctuation can distort the meaning of any sentence. So, Tesco Employers should clearly inspect this issue. They can use different grammatical software to complete their tasks.
So, all the employees of Tesco should clearly follow some guidelines and rules so that there is less grammatical mistakes, syntax and punctuational mistake.
[bookmark: _Toc17768614][bookmark: _Toc17768653]Presentation Format and Structure
While working in a group member of Tesco need to present many things regarding their group work. If the member of the organization can present anything systematically it will be very helpful for the company. The members of the group will easily find out what they actually want to present. Some well-defined presentation format and structure is given below-
Demonstration: I have found out that an effective team leader will address the problem and describe the benefit of solving this problem. A team leader of Tesco will clearly demonstrate the problem that will be solved by his or her group. He/she will also demonstrate the responsibility of any group member in the group (Cartwright, 2017).
Problem Solution: In this stage team leader will clearly define the way of solving the problem. I have found out that the group member will receive various benefits by solving the problem and their shared responsibility in the process of solving the problem. Tesco company's team leader will define various ways to solve the problem of their organizations.
Demonstration of different methods: In this stage, the group leader will determine the various method that will be very useful to solve the problem.  I have gathered practical experienced how the Team leaders of Tesco will demonstrate a different method and the advantages and disadvantages of using this method. He/she will also compare this method with their competitors.
Internal Summaries: While presenting any issue the employees of Tesco should draw the internal summary. While moving one slide to another, there must be an internal summary of the previous slide. The demonstration of the problem, their solution should be summarized by the presentation of Tesco.
So, we can say that this is some presentation format and structure that is used by Tesco to communicate any issues among group members.
[bookmark: _Toc17768615][bookmark: _Toc17768654]Communication with an Audience with Visual and Electronic Resources:
Any organizations like Tesco can use various visual and electronic resources to communicate with their employees and third parties. Visual and electronic resources will help group leaders to demonstrate their problem vigorously. There are some disadvantages also lies with visual and electronic sources. They are described below-
Realistic approach and experience: Sound, recording, broadcasting and other visual aid are used to present any topic that helps employees to connect the topic with reality. I have found out that Tesco uses these methods to develop a real image in the mind of the audience as there will be graph charts content and other things. The group members of Tesco can use this method to communicate any problem (Kenney, 2017).
Spontaneous participation of audience: Any team leader can address the problem that will be solved by their team through this approach. I have found that it is very easy to understand the problem very easily because different types of objects and contents will be used that will link the issues to reality. They will spontaneously participate in this communication process as it is a very interesting communication media.
So, we can say that Tesco can very easily communicate with its audience through visual and electronic resources. These things will make communication more interesting among group members of the Tesco.


[bookmark: _Toc17768616][bookmark: _Toc17768655]Recommendation for Improving communication
As an employee of Tesco, I have seen the communication process through which Tesco communicate with its group member. I have found out that the predefined presentation format helps to clearly communicate the problem through team member of Tesco (Adair, J.E. 2018). If Tesco wants to improve its communication system, it should use different visual and electronic media to successfully communicate any problem with its employees. It will increase the performance of the team, as proper guidelines can be communicated on time. So, I can draw a conclusion that effective communication system developed by Tesco will enable it to achieve its shared goals.


[bookmark: _Toc17768617][bookmark: _Toc17768656]Conclusions
[bookmark: _Hlk17747078]From this report, we can say that effective communication system in any organizations can help its employees to share strategies and objectives in a systematic way that will help the organization to achieve its ultimate goal in the long run. I have learned from this report about different communication systems of Tesco to effectively communicate in the workgroup(Morgan, P. 2016). At last, we can say that a collaborative work environment will only produce the best results for Tesco if and only if there are good communication systems exist in the organizations. Otherwise it will create dissatisfaction and conflict of interest among employees that will ultimately result in poor performance and customer dissatisfaction.
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In-class exercise 2

% T e David Effective Team Working and Communication - Term 1

L Given the professional context, what would you have done the same and/or differently if you
Were in Mark’s position?

2.Do you think Mark accurately evaluated the context? Why or why not?

3. What communication factors led to the change in the chief executive officer’s disposition?

4. How could Mark improve his communication skills?
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