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1.  Introduction
Sarah Davis is the owner of a large discount store in Birmingham. Sarah’s business has grown rapidly and now employs a large number of people.
In this report, I will be advising Sarah Davis on how to maintain effective teamwork and communication within her organization.  Effective teamwork is very important in any business and contributes to the overall success of a company.  First I will be explaining more about the importance of effective teamwork and its key benefits.  I will also be explaining how crucial a two way communication is and will be discussing Shramm’s interactive model and how it can benefit Sarah. Further, I will be examining various methods of communication such as formal, informal and verbal to name a few and how Sarah can apply these methods to her organization effectively.
Finally I will be advising Sarah on what actions she needs to take to ensure effective communication within her store and how they can be implemented.

2.  The Importance of Effective Team Working
A team is fundamentally a group of people with a combination of skills required to work together to complete tasks and accomplish goals (Edmondson, 2012).  Effective team work however involves focusing on the goal, building relationships with your team members and sharing ideas and expertise amongst other things (Parker, 1990). It is also important to note that team members that can associate with each other are highly likely to collaborate better in a team (Eckel & P. J, 2005). There are many benefits of effective teamwork in an organization.  Parker, (1990) claims ‘effective teamwork ultimately leads to increased productivity, efficient use of resources, cost reduction and better customer service.’ Working effectively in a team also promotes greater productivity as the workload will be shared therefore reducing the pressure on individuals and allowing tasks to be completed.  An example of effective teamwork is an organization called Simmons Bedding Company back in 1990 who managed to successfully turn around their business.  They did this by building better relationships and by giving their teams clear indication of what jobs they were responsible for.  By creating these stable teams they managed to save millions, increase customer satisfaction and boost employee morale (Parker, 1990).
There are many potential benefits of effective team working within Sarah’s store. Having a team 20 people of varying ages and experience in Sarah’s company will bring with it various knowledge, skills and abilities that can in overall benefit the organization. ‘The concept of diversity has multiple dimensions’ (McGrath et al., 1995). A diverse team is more capable of greater productivity as each individual is likely to have a required skill to accomplish a goal or task.  With Sarah’s store rapidly expanding it is likely to become more stressful for the employees as the store will be much busier and employees will need to be dealing with more customer related enquiries. This is where having a team that works effectively together is crucial as team members need to support each other during stressful situations and as a result will perform better. Teams that work together in a professional and friendly manner will create a pleasant atmosphere within the store and allow customers to feel comfortable (Ingram, D). 

3.  The Importance of Two-way Communication
Communication in an organization is an essential aspect of a business’s success. Effective communication involves information sharing, decision making and cooperating amongst others. It also increases interaction and engagement between employees and enhances positive relationships with each other (Myers & Sadaghiani, 2010). 
There are various models of communication that can be applied to an organization to improve its communication within the workplace. However the communication model which I would like to discuss is Schramm’s Interactive Model which I feel that Sarah can benefit from in her store. Wilbur Schramm introduced this model of communication in 1954. It involves two fundamental elements which are encoding and decoding to ensure effective communication.  Encoding plays a crucial role as it is where the message originates and is the conversion of thought into words.  Decoding is the received information by the other party.  Unless the information delivered to the recipient is understood it is deemed useless and breaks up the communication process. Schramm’s model uses the same principle but also adds that the communication between the two parties is incomplete unless the sender receives a response from the recipient.  This ensures a two-way communication process and also assures the message was perceived the way the sender intended judged by the recipient’s response and not misinterpreted in any form. 
This model can benefit Sarah hugely if applied to her organization.  It will ensure that any communication between her employees or even between staff and customers have been clearly understood and not misinterpreted in any way.  This will significantly reduce the amount of mistakes or errors made by her employees which can have negative consequences for the company. 
Democracy at work is extremely important and has many advantages not only to the employee but the company itself.  Research has shown that ‘countries with strong democracy at work have more productive economies and higher employment rate’ (Stan, 2019.  Employees should have the right to be heard, be involved in decision making and have equal opportunities.  Democracy at work can effectively make employees feel more engaged in their work.  Employees who are not happy at work are more likely to leave or find a new job which will cause a higher staff turnover costing the company more money in recruiting and training new staff.  Therefore it is important for Sarah to apply more democratic principles within her store.  Overall a democratic workplace has happier and more satisfied employees.  Some of the ways Sarah can create a more democratic workplace are:
· Sharing information with your employees- it will help build trust
· Treat each department fairly and equally- i.e. cleaners are no less important than the sales assistants
· Delegating responsibilities- so everyone is clear on their tasks and what needs to be done
· Recognizing achievements- praising individuals who have done a great job
· Employee consultation- allow employees to have a say or voicing opinions in decision making
Employees perform better when content therefore this should create a more pleasant atmosphere in the workplace.

4.  Effective Methods of Communication
There are various methods of communication Sarah can use to manage her store efficiently.  One of the more effective communication methods for Sarah to use would be internal communications which is communication within the organization.  Internal communications consists of written and oral.  Written communication is more appropriate for sharing information with all employees.  So Sarah can use this method in the form of newsletters, notices and memos to share important information with her staff.  Also sending an email to all her employees is a quick and easy way of getting her message across.  But it is also important to remember that written forms of communication can be misinterpreted as you cannot always read the tone of the message so you have to be very careful.  Oral communication is also important and involves speaking directly with your employees.  Examples would be face to face discussions, meetings and over the phone.  Sarah can use oral communication for more urgent matters so to make sure everyone is aware of the information or if she wanted to speak personally with an individual employee rather than then all her staff.  Some key aspects of oral communication is to speak in a clear and confident voice so your staff can understand you and to always listen back as that will complete the communication process.  Face to face communication is generally preferred as staff can see your body language and facial expressions so are more likely to interpret your message correctly (Peter, 2017).
Non-verbal communication is quite important when communicating with others.  Non-verbal behavior can significantly affect the way a message is interpreted.  The message is likely to be understood more accurately with the addition of non-verbal behavior (Peter, 2017).  Examples would be facial expression, eye movements and body gestures.  Conveying an important message to your employees with excitement and enthusiasm will have a more positive impact on them than delivering your message with a flat tone and a dull facial expression. This will in turn help employees to form better relationships with each other and create a more positive atmosphere in the workplace.  Sarah can benefit from using positive non-verbal cues when communicating with her staff as it can encourage them to perform better and increase employee morale (Marie, 2019).

5.  Recommendations
We have discussed in this report why team work is important and the benefits of effective teamwork. We have also examined the significance of two way communication and studied Schramm’s Interactive Model and how it can assist Sarah. Lastly we have explored effective methods of communication and how Sarah can benefit from them in her organization. We will now look at what Sarah can do to ensure effective communication within her store.
These are some of the things I would advise Sarah to do to maintain effective communication in her store and how to implement them:
· Hold regular meetings with employees- This is a great way to communicate with her staff as not only can they listen to what she is saying but can also see and feel it emotionally.
· Sending emails- It is a quick and easy way of sharing information with all her staff at the click of a button especially if it’s the same message she wants to get across to everyone.
· Having one to one conversations- This is an effective way of speaking with an individual rather than a team.  Good body language is key as it will help the individual to understand what she is saying.
· Using written communication- Sarah should use notices, newsletters and memos as this will allow employees to not only hear the information but see it too.  This will increase the chances of the message getting across. 
· Using body language- Adopting a more positive body language when communicating is important.  Sarah can use eye contact, facial expressions and hand gestures to emphasize her words when communicating.  This will add to the likelihood of the message being interpreted correctly.
· [bookmark: _GoBack]Using a confident and appropriate tone- When communicating with her employees Sarah should display confidence so her staff do not dismiss what she is saying and should also use a positive tone when speaking.
· Listen to your employees- Good communication is a two way street and Sarah should encourage her staff to communicate openly by listening to what they have to say.  This will make them feel more valued and therefore more content with their job.
· Be appreciative with her employees- Appreciating her staff will make them feel more content and satisfied therefore boosting productivity in the workplace.  Sarah can do this by listening to them, sharing ideas and encouraging feedback.
In conclusion when you communicate effectively with your employees it diminishes misunderstandings, increases employee motivation and encourages a more pleasant work environment which in turn boosts productivity and profitability. 
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