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Communication is needed to our daily life but effective communication must need to our business operation. Effective communication means which communication has the meaning and the message can give a feedback or output. Business communication is now based on information technology and all kinds of communication of business like report sending, marketing, meeting, seminar etc. are dependent on the information technology (Beebe, Beebe and Ivy, 2015). John Lewis Partnership has been chosen here as a selected organization. In this report, it has been discussed in relation to John Lewis Partnership on the theory and model of communication used in business or daily life, the importance of effective communication in business, types of business communication, group strategies in the selected organization and Recommendations to communication development for John Lewis. 
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Communication is the process of sending message or sign via a media where the receiver will provide a feedback or response receiving the message. We are continuously communicating with our relatives, colleagues, domestic animal and family. But this communication becomes different in terms of its pattern. As an example, our communication approach with friends is different from our teachers, employer or family. 
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Effective communication can be defined “which communication can bring a feedback through interpreting the message is effective communication. The effective communication has several characteristics like clearance of message, contemporary media, interpretation and the qualification of the receiver to give feedback. the example of contemporary of communication media is email, social media, Mobile phone etc. 
There has several characteristics of effective communication. Effective communication has an open floor. There has a relationship between receiver and the sender. The relationship between sender and receiver will become soft and friendly oriented (Collins, 2009). 
Effective communication becomes two-way communication. There is needed active participation of receiver and sender. None person will show reluctance or avoidance to the communication process. It doesn’t matter how much the hierarchy or power balance is. 
Effective communication comprises with relevant data, clearance of data and meaningful. The receiver must need expertise on data. As an example, military communication is not understandable to general public. Only military can understand the message. Effective communication becomes possible when the message becomes clear, data oriented and meaningful. The communication medium must be contemporary. As an example, telegraph takes much time and so email has gotten popularity. 
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Shannon and Weaver has developed a communication model. This model is more scientific and easy. This communication model can provide the best output for the organization. 	Given below the communication model with a picture-

1. Sender: A person who writes the message or sign with a view to getting a proper feedback form the target audience or man. He is conscious about sending message.
2. Encode: this is the process of converting message to the binary. Basically this is the machinery task like writing a paper with alphabet. 
3. Channel: This is the medium of the of communication. The message is sent to the receiver through a medium or channel. As an example, email or phone calling. 
4. Decode: The receiver has also a machine to interpret the message. This is also a machinery task which makes an output to the message. 
5. Receiver: The receiver is a person who interprets data and tries to feedback to the sender. The sender gives the message for taking action of the receiver. 
6. Noise: Nosie means the feedback or response of the receiver accepting message. The message had a meaning given be the sender. Now the receiver will take action according to the message (Al-Fedaghi, 2012). 
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In John Lewis, there has several businesses like retail, finance, service, network etc. so there is needed to make group to start a business project. Most of the organization follow Tuck Man theory to group development. There is needed a communication system to build this group. In every phase, communication is the common catalyst to build up group dynamics is any organization. 
· Forming: when John Lewis company starts new project, the employees are not fond of this new challenges. They disagree to the new project. The manager communicates and gives direction and presents the project to the employees.
· Storming: when the project or target is set for certain project of John Lewis, there creates storm among the employees. The employees bargain with the manager. 
· Norming: in this phase, the employees can understand their roles and responsibilities. They try to understand their own role and reach to the consensus of the project. 
· Performing: After reaching consensus and goal specification, they start their work to their specific roles. They start their work according to the task role.
· Adjudication: when the result or outcome comes, the manager is needed to give them appraise or incentives (Supplemental Material for Group Interactions and Time: Using Sequential Analysis to Study Group Dynamics in Project Meetings, 2016).
Thus this group development theory is practiced where the manager always communicates with the employees. 
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Business communication is needed to operate business activities. This is the process of sharing information among the stakeholders with a view to earning specific goal. As an example, manager communicates with employees to sales target, sales report, marketing department with customers, finance department with shareholders etc. 
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Organization must share their understanding with the employees. Employees share their information with the colleagues. So the innovative idea of employees become genuine because other employees can observe the weakness. But the communication must be effective. The sender like manger will send message with data and relevant table or information. The receiver must knowledgeable to manage the data (Barrett, 2011). 
When business communication becomes effective then the company will get a distinct organizational goal, employees will get specific roles and order form the authority. So effective communication can remove overlapping and specific roles of the employees. So every employee become conscious about the roles. When the marketing department of John Lewis company can communicate with the target audience for creating their values, effective communication is needed to get these things. Again, John Lewis has a position in London Stock Exchange. He has to convince the shareholders to get the finance (Krizan, 2011). 
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There have several forms of communication. All kinds of communication is practices in the business organization. John Lewis is the partnership organization who has several kinds of businesses. The below mentioned communication method is practiced in the organization. These are described below-
Formal and informal communication: 
Formal communication is procedural and business purpose. This is the office program of communication system. Sending business report, daily meeting, email sending etc. are under formal communication system. 
Informal communication is the daily conversation with the employees between colleagues, leader and manager. The conversation between employees and customers is the common informal communication (Overton, 2008). 
Verbal and non-verbal communication: 
Verbal communication is distinct, procedural and direct. Storytelling is the common forms of communication. Face to face communication, meeting, phone calling, vide conference etc. are the common forms of verbal communication (Hofert et al., 2015).
Non-verbal communication is the symbol, signal, facial expression and sign. This is the common forms of day to day life in organization. When an employee can’t sell the products according to sales target, the manager shows angry face or dissatisfaction. The signals or symbols are used to conceptualize the customs in the shop. The employees can show their facial expression to their colleagues. 
Written communication:
This is the common forms of communication in business. The manager makes report of day to day life. The manager sends email, letter, table and chart to the central branch. John Lewis has to make report on average sales and employees. 
Visual communication:
Now this is the common forms of communication forms used in John Lewis. John Lewis has several projector to meeting, social media video conference, now a video is sent for training and updating product variation. Thus visual communication has gotten popularity because it saves time and cost (Knight, 2019). 

[bookmark: _Toc29063444]Communication skills needed in organization

Communication skills must need for any employees. A continuous communication and sharing information gives the output. The needed communication skills are described below-
The first and foremost needed skill is the public speaking skills. The employee’s language proficiency, business term using, pronunciation is needed to public speaking. If the employees mumble during speaking with colleagues, it creates ambiguous and uneasy to the colleagues. So every employee need to public speaking skill to present their ideas, meeting, presentation and day to day conversation.
Second, an employee must remain the endurance of listening skills. He should respect the others information and during conversation, the employee must listen the speaker. It gives valuable information and attraction to the work (Whitcomb and Whitcomb, 2013). 
Thirdly, the employees must remain written skills in email, paper, letter or something else. In addition to, this is the common forms of communication to make report to the performance. 
Fortunately, the employee needs to know how the communication model can be applied to communication. They will know the receiver, channel, decode and feedback system. 
Fifthly, the employees will develop his non-verbal communication like smiling face, arrogant mood, sign and gesture. This assists to intensify the importance of message or text message. 
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Using Tuckman’s dynamic group theory, the manager of John Lewis builds our group. We have sales group, accountant group, product sellers, product maintenance group etc. Everyone is responsible for performing their duties. Primarily, they avoid group work because this is more task oriented but following Tuckman group dynamics theory, we build our group to work. 
Employees share information among group members that assist to know what they are going to do and what are the fault. A meaningful schedule is prepared to compete the task. Delegation of power is another characteristics of John Lewis. The employees get partnership and they work as an ownership (Stewart and Johnson, 2009). 
A group leader continuously communicate with the manager, sends email, business letter with relevant data. He shows the sign, symbol and facial expression to show arrogance or courteous. Thus the group works well in John Lewis. 
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From the discussion, there has been suggested the communication method for John Lewis-
· The branch manager will arrange a training for the employees. Then the employees will ensure effective communication following the theory or model.
· The style and produce of written communication, visual communication will be trained properly. 
· The employer or higher executive should disseminate information properly. This culture encourages the employees to share their information. 
· Development of technology based communication like emailing, social media, video conference etc. 
· The employees should encourage the interpersonal communication skill and informal communication. 
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Effective Communication can bring the positive output and even it may become the comparative advantage for an organization. When the employees can convince the customers or clients through communication skills like gesture, speaking, listening, the company can get high benefit and more customers. From this report, we have known the communication model, group development model and the importance of communication. There has been discussed several types of communication method practiced in the organization. In addition to, there has been discussed on the needed communication skills. Several suggestion has been drawn from the analyses. 
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