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[bookmark: _Toc16194112][bookmark: _Toc16197405] Introduction:
Sarah Davis, who is the owner of a large discount store in Birmingham, needed some advice on how to maintain effective teamwork and communication within her store, as it has rapidly expanded. 
This report highlights on how to preserve a successful teamwork and communication within Sarah's store. It explains why effective communication is important for businesses and the advantages of effecting team working within her store and why it is very important to maintain this. 
The report will also outline the two-way communication, and how it is important, using Scramm's method and the benefit that will occur for Sarah and why gaining information from  employees is important for the business.
I will also talk about the effective methods of communication that Sarah can use for the benefits of her store, in order to manage without any difficulty.
Finally, I will make some recommendations for Sarah, as to what needs to be done to make sure that appropriate communication is used and how it can be applied at the store. 

[bookmark: _Toc16194113][bookmark: _Toc16197406]What is team working
 Team working is something that every organization strives for. For an organisation to succeed and run smoothly, it is very important to maintain effective team work. Working within a team in a workplace, accomplishes much more than one individual can. Relying on inter-team communication is a must, as the workload increases, it is almost impossible for oneself to complete tasks by themselves (University of Phoenix, Apollo Library, 2007).

[bookmark: _Toc16194114][bookmark: _Toc16197407]Overall benefits of team working
There are many advantages of teamwork in any business. Working together as a team, makes something more solid, than anything completed by one single person, as each individual have their own skills, ideas and strengths that they can bring out and share with each other. This is why any businesses should promote teamwork. Another major advantage of working in a group is the success of secure bonding with each other. This enables them to feel more confident and are able to communicate with each other more freely and openly, which makes it easier to support and help each other to work within their capability, as this is the most essential thing for the success of any organisation.
Quoted by Babe Ruth (N.D) , "The way a team plays as a whole determines its success. You may have the greatest bunch of individual stars in the world, but if they don't play together, the club won't be worth a dime." 
Looking at Sarah's discount store, you can see many benefits of effecting team working amongst employees. As the business has expanded rapidly, it shows that by following good team work structure, the success of the business has increased. It shows that teamwork  creates a smooth and looser structure by developing a friendly environment and Sarah being the owner is not bossy and would rather work together with the members of her team. 
As Sarah's company accommodates diverse group of employees, and having to deal with this, it is benefitted in different ways. As workforce diversity is good for businesses, it shows that Sarah's company is aware of varies society, culture, Gender, Tradition, Race and background experiences. By combining different cultures and experiences it broadens the understanding of consumer needs. 

[bookmark: _Toc16194115][bookmark: _Toc16197408]The importance of two-way communication
In today's world, two ways communication plays an important part, especially in the business side. Two-way communication is when one person who is the sender, sends a message to another person, who is the receiver. Once the receiver gets the message, they send back a response, accepting the message received (Citra Reddy, n.d).
This form of communication is important for businesses  because messages are passed on  between employers, employees, customers etc. After it is passed on, and a response is made,  you will know if the message was received and understood. Majority businesses rely on two-way communication, so they can stay in touch with employees on site. 
Schramm's interactive Model, which is an extension from the Shannon weaver model, shows that the two-way communication is the most frequently taught and extensively used theory since it was proposed in the late 1940's.
Wilbur Schramm's 1954 suggested that communication is a two-way process, where both sender and receiver take turns to send and receive a message. According to Schramm's model, the two most essential processes of effective communication is coding and decoding.
This is a diagram of Schramm's interactive Model:
[image: C:\Users\Karima\AppData\Local\Microsoft\Windows\INetCache\IE\0DB7RONO\image1[1].png]
It is essential to understand the key points of Schramm's interactive Model. The beginning of the process is the encoding. It is very important because it is the start of the communication process. The decoding is important just as encoding, as it helps the receiver to understand the message. Any form of communication is not complete until the sender receives a response from the receiver.
Using Schramm's Interactive Model, it is benefitted in many ways for all businesses, especially for Sarah. As Sarah's business has expanded rapidly, following Schramm's model, will be beneficial for Sarah as well as the employees. Having to deal with a diverse group of employees, for Sarah there are benefits there. Schramm believed that different people interprets messages different ways, according to their knowledge, experience and cultural background.  
Employee consultation is very important for any business. It is essential to involve and develop people in organisation through employee communication and consultation. When an employee knows exactly what their duties include, their obligations and rights are, businesses will run smoothly. All these can happen only through effective communication.  Therefore, in order to continue working in a group and communicating effectively in the organization, Sarah will need to have a policy so that her employees can follow. Making decision and the performance of the management can be improved in any organization by good employee communications and consultation. Everyone in Sarah's discount store should be involved with communication and consultation. 

[bookmark: _Toc16194116][bookmark: _Toc16197409]Effective methods of communication
Communication can be various types. These are in the basis of  purpose, depending on what the message is and what the purpose is. It is shared and transferred both ways, so either parties can understand and improve their knowledge about certain things. In business meetings and presentations this type of information can be formal, while anything to do with our daily life can be informal. Communication can also be verbal or non verbal. Hence, communication should be clear, concise and meaningful (Davies & Ikeno, 2002). It is far more easier to respond and interpret verbal communication than the non verbal. 
When looking at the basis of communication channels, people have classified communication into:
1) Verbal (written and oral) and
2) Non-verbal.
Some has classified communication into:
1) intra- personal,
2) interpersonal,
3) machine-assisted interpersonal communication and 
4) Mass communication on the basis of communication channels.
In order to manage the business easily, Sarah can follow a structured communication, which will be most effective for her and her employees.
 As communication is very important in any business, Sarah could use the face to face communication with her staff or even by passing e-mails externally and internally. Although e-mails are a very good way of communication, it can sometimes be misinterpreted. Therefore face to face communication is more ideal for Sarah.
Sarah needs to be very reactive to e-mails , telephone calls  making sure not to forget. It needs to be answered and dealt with accordingly. 
Sarah needs to make sure that things need to be communicated clearly, so problems are less likely to arise. If problems do arise only because of miscommunication, it could have a bad impact on the business. 
Communication can be through many ways. Such as: meetings, through e-mails, newsletters, through intranet  etc. There are lots of different ways, and Sarah just have to make sure she is using the right form of communication. She needs to make her staff feel that the information that has been given to them, is or will benefit them in some way or make them better at the jobs they are doing.
 Sarah also needs to be aware that the right people get the right information at the right time. And that too much or too less information have not been given out. 


[bookmark: _Toc16194117][bookmark: _Toc16197410]The significance of Non-Verbal Communication:
All the different ways we communicate without actually using any words are non-verbal communication. This type of communication constructs meanings for others, rather than writing or speaking (Ivy &Wahl,2014,p.5).
Knowing how to implement non- verbal communication is important in order to create a good impact. It is alongside verbal communication. This form of communication involves facial expression, gestures, body postures and eye contact. When using body language, it strongly supports and helps the message to be more clearer and understandable. It has been suggested by Mehrabian and Wiener that only 7% of message is sent through words, which leaves with 93% of non-verbal expressions. There are many advantages of non-verbal communication. Some example such as:
Saying sorry to someone you have offended by patting that person on the back.
Using visual, audio-visual for presenting information is non-verbal communication.
In a very noisy environment, when verbal message is obstructed and disturbed by noise, it can be substituted by Non-verbal message through gestures and facial expressions.
People who are unable to read and write, benefits from non-verbal communication as they only use body language, sign language etc. Sign and symbol are a quick way to convey messages than written or oral messages.
[bookmark: _Toc16194118][bookmark: _Toc16197411]Conclusion:
As Sarah's Store is expanding rapidly, she will need to ensure that effective communication is in place. The success of any organization depends on the team that the employer employs, which needs to be very strong and it can be strong only if there are effective communication strategies. Communication needs to be frequent, as in keeping everyone in the loop both in person and via technology (Sandeep Kashyap, December 4,2017). 
There are a few recommendations I have mentioned below:
Firstly, achieving the excellence of team collaboration, is the main elements of success for any organisation.
Always have in mind the goals that you want to achieve, this will help you to maximise your success. To achieve this,  you should assign suitable task to each employee depending on their experience. 
Always keep in mind the goal that you want to achieve, this helps you to maximise your success.
Think of the broad range of performances and experiences when hiring. To be able to cope with the change of life styles, you need to make sure that the people you hire have strong and professional communication skills. Many people are able to use emails at home to get in touch with families and friends, but using emails at work place to contact different suppliers and businesses are completely different (Dr Loewy And Guffey,2010).
Don't be a boss. Give your employees access and authority to whatever they need to expand their horizon. Working together and supporting each other will help you reach your goal faster.
Always monitor your team regularly, this will help to understand where they are, and making sure they are given the opportunity to carry out tasks independently, which will help gain more confidence and taking control of things.
Always show appreciation, which is a very important aspect of any business. Building trust and friendship between the employees motivates them and they can do things better in the future.
If you continue working together effectively, you will succeed in your business and it will show the exceptional team work of employees that you have.
Looking at all of the above, it shows that strong communication is very important. Lack of communication can result to failure in any business, as people will not know what type of offer that particular business has. If effective communication is not used, business would fail to explain in details about their products and how it is suited to the needs of the customers. 
In order to continue the smooth run of the business, Sarah needs to follow and continue a structured teamwork and communication within her team.
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