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[bookmark: _Toc39477275]INTRODUCTION
According to Dainton and Zelley, (2017), communication is termed as the process in which the intention is to exchange certain idea, thoughts, message or information with one or more individuals. There are two major methods of communication verbal and non-verbal. In verbal communication, the intended message is transmitted via telephone, television, face to face interactions and other such media. On the other hand in non-verbal communication, the message is transited via using gestures and body languages such as expression.  The effective communication tactics are very important for the business organization since it boosts the effective and efficient management in business via communication the needed things (Thompson, 2018). 
According to Lantz Friedrich et al., (2020), teamwork is defined as the procedure in which a certain group of people comes together with a vision to achieve common objective or goals. The approach of team working is beneficial for the business organization since it gives a platform through which individual can solve their conflicts and hence work with the corporation to chive the business goals on the effective and efficient basis (Salas et al., 2018).
This report will examine the importance of effective communication as well as teamwork for business growth of HSBC bank. The analysis of the importance will be dine based on theories that can provide the procedure of effective communication and teamwork tactics adopted by HSBC bank.
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[bookmark: _Toc39477277]EFFECTIVE COMMUNICATION
Dainton and Zelley (2017) stated that effective communication is the requirement of every business organization since it gives the platforms through which managers and leaders can guide and direct the employees towards organizational goals and objectives. The organization and coordination of work in an organization exists because of the effective communication tactics otherwise the business can collapse in the absence of effective communication (Thompson, 2018). 
METHODS OF EFFECTIVE COMMUNICATION 
There are certain methods and strategies that organizations can adopt to make communication procedure complete on an effective basis as under-
Open communication environment
The business organization must give open communication environment to the employees to ease them with the freedom to share their views, opinions, suggestions, perspectives and even criticisms. The leaders and managers must adopt the tactics of building trust amongst the employees to encourage effective communication (Dainton and Zelley, 2017).
Inclusive communication strategy
An inclusive communication strategy can also be adopted for making communication effective since it makes the employees involved in the decision of business relating to day to day activities. This practice makes employees more productive and involved in the business.
Focus on listening
Active listening capabilities must built-in both the employees and employer to make the communication effective in the business. Listening carefully avoid the chances of miscommunication (Dainton and Zelley, 2017).


Repeat important messages
The organization must adopt the tactics of repeating the important business message to make sure that its communication is done on an effective basis and all workforces have been covered while communicating (Thompson, 2018).
Keeping a check on the communication procedure
Only implementing the communication tactics and strategies are not enough the business organization must ensure that the communication is working well by cross-checking it.
COMMUNICATION BETWEEN MANAGERS AND EMPLOYEES
According to Thompson (2018), in a business organization communication is very vital since the vision, direction, strategies, work method etc. all are communicated to the employees by the managers through communication procedure only. All the managerial function such as planning, organization, controlling, staffing, leading can be performed with ease with the assistance of effective communication tactics. The manager is someone responsible for ensuring and establishing the communication strategies and procedure on both effective and efficient basis (Dainton and Zelley, 2017). 
To make the communication work on an effective basis a manager must go through following methods of communication with the employees- 
Regular communication: a manager must communicate regularly with the employees to make the business grow on a smooth basis (Thompson, 2018).
Talking feedbacks: the manager must adopt tactics of taking feedbacks from the employees to know about the challenges, difficulties and even opinions for business development.
Listen closely: a manager must have the capability to listen to the employees without any kind of interruption so that communication can be completed in an effective manner (Dainton and Zelley, 2017).
Lead by examples: a manager must have the tactics of fulfilling what he promised to the employees. This made the employees feel that the manager is credible enough and hence follow his instruction (Thompson, 2018).
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SHANNON AND WEAVER MODEL OF COMMUNICATION
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[bookmark: _Toc39477264]Figure 1: Shannon and Weaver model of communication
Source: (Gai et al., 2019)
According to Gai et al., (2019), The Shannon and Weaver model of communication is adopted by HSBC bank to ensure effective flow of intended message and information in the business.  This model focuses on a framework through which how a message can be sent and received can be analyzed (Wang and Li, 2017). As per this model, there are major six parts that are involved in the communication procedure which can be explained as under-
The sender of HSBC which can be either the manager or the leader or any other authorities of business firstly encodes the message or information and then sends it to the receiver which is the workforces of the organization (Gai et al., 2019).  The encoder used by HSBC bank can either be telephone or it can be a direct face to face communication. The channel used for communication can be a mobile network or internet through which message is communicated. The receiver of HSBC bank which is the employees encodes the message via mobile phones in case of mobile communication and then the employees’ tries to interpret it. The sender of HSBC bank i.e. the manager or leaders ensures that the intended message is correctly interpreted by the employees or not by taking the feedback. In case of mobile communication, the noise can be weak network or poor connectivity and in case of face to face interactions, the poor listening can act as transmission error for effective communication (Gai et al., 2019).
Feedback is very essential in the communication procedure since it makes the sender understand whether the information has reached correctly to receiver or not and even gives a platform to create a mutual agreement with the receiver which is the employees on HSBC bank (Wang and Li, 2017).
Also in the procedure of establishing effective communication tactics both sender and receiver must be aware of the context level of each other. There are two types of context first is the high context under which situation can carry some sort of meaning while in low context the words are enough for carrying the meaning in the communication procedure (Gai et al., 2019).
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The communication is very vital for HSBC bank since it let manager transmit the intended messages and information which is vital for the smooth flow of business. The managers of HSBC bank adopts the tactics of taking feedback after giving the information to make sure that the information is correctly interpreted by the employees (Thompson, 2018). The tactics of repeating the important message by the managers are not present in the organization which sometimes gives rise to miscommunication and conflicts between managers and workforces. Also, open communication is less practised that impacts the attitude and behaviour of employees.
Also, the Shannon and Weaver model are adopted by the organization to ensure that communication is being completed on an effective basis. The feedback taking tendency is also present in the organization but the only things which are not implemented in the workplace are the tendency to give an open communication platform to the employees that sometimes creates conflicts in the workplace (Gai et al., 2019).
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Salas et al., (2018) stated that effective teamwork is important for the business organization since it assists in achieving the business goals on a more effective and efficient basis. Teamwork if implemented ineffective basis assists the organizations to enhance the competitive advantages and business growth (Lantz Friedrich et al., 2020). 
METHODS OF EFFECTIVE TEAMWORK IN BUSINESS
Certain ways and strategies that business organization can adopt to implement teamwork on an effective basis are as under-
Clear goals
Clear goals assist in making the workforce align their work with the organizational goals since it gives the exact things and goals for which they need to work (Salas et al., 2018).
Open communication
An open communication platform is must for giving foundation to effective teamwork in the business since it eases they workforce by giving the platform through which they can share ideas, messages and information (Lantz Friedrich et al., 2020).
Clear roles and responsibilities
The workforce must be made aware of the clear roles and responsibilities so that they can put efforts in the right direction of achieving goals in business.
Organization of team procedure
The procedure must also be organized in the business to make the workforce work on an effective and efficient basis (Salas et al., 2018).
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TUCKMAN’S TEAM DEVELOPMENT THEORY
The Tuckman's team development theory is adopted by HSBC bank to ensure that the team are made and developed on an effective basis (Black et al., 2019). Kiweewa et al., (2018) stated that It assists in enhancing the performances of the employees and aligns them with the organizational goals of HSBC. The various steps involved in this model are as under-
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[bookmark: _Toc39477265]Figure 2: Tuckman's Team development model
Source: (Kiweewa et al., 2018)
Forming
This is the first step of the model under which the leaders form the team and people are not aware of the roles and responsibilities. Team members meet with each other in this step and this can be seen as the basic introduction step of team formation and development in HSBC (Kiweewa et al., 2018).
Storming
This is the step under which actual team formation takes place in HSBC and the leaders try to solve the conflicts that may arise because of the distribution and difference of the roles in perception and opinion of the team members. The leaders of HSBC distribute the role based on the strengths of the team members (Black et al., 2019).


Norming
This is the step under which the relations between the team members get smoother and sense of cooperation develops among them. Under this step the leader successfully sort outs the conflicts and views start getting exchanges amongst the team members (Kiweewa et al., 2018).
Performing
This is the step under which the main objectives of team formation get achieved in the HSBC bank. All solutions are developed and developed to make it align with the business and team embers together to achieve excellence in the work (Black et al., 2019).
Adjourning
This is the step under which after completing the task the team members bid adieu with each other and moves ahead with a personal relationship and sense of achievement.
The major disadvantages of this model are that it is suitable for smaller team and group of 3-12 members and hence it is not possible to effectively form the larger team based on this model in HSBC bank (Black et al., 2019).
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APPLICATION OF EFFECTIVE TEAMWORK IN HSBC BANK
In the business of HSBC bank, effective team formation is majorly used to accomplish the given tasks on an effective basis. The leaders try to reduce the overheads of work and conflicts in the business for forming teams. open communication which is a lot that encouraged in the organization acts as a hindrance for teamwork too since the employees don't get adequate chances to speak up and hence their performance get affected by it (Lantz Friedrich et al., 2020).
The Tuckman's team development model is majorly utilized by the managers and leaders to align the teamwork with the business objectives (Black et al., 2019). Sometimes managing the conflicts becomes hectic and difficult for the mangers in HSBC and this act as a barrier for the teamwork. It is recommended that HSBC must give adequate chances of open communication to sot put issues of both effective teamwork as well as communication in the workplace.
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From the above report, it can be deduced that both effective communication as well as teamwork is very crucial for attaining the business goals on an effective and smooth basis. For carrying the business smoothly and attaining competitive advantages HSBC adopts the tactics of ensuring teamwork and communication on an effective basis. For effective communication Shannon and Weaver model of communication is adopted by the company and for effective teamwork, Tuckman's team development model is utilized.
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