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Executive summary
This report summarizes how effective communication can have benefits in a work place. As a business consultant my job is to advise Miss Sarah Davis on the different ways of adapting to the needs of the audience which is paramount in her line of work. Identifying different context and applying the right methods can successfully get the message across. Different levels of hierarchy in the workplace can produce many ways of communicating and recognising this can lead to a level of well-rounded communication skills.
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As a business consultant, Sarah Davis has asked me to advise her on how to maintain effective teamwork and communication in her organisation. 
Effective communication is one of the most powerful tools on both a personal and professional state. Communications in the workforce can be used in many ways through non-verbal and verbal attributes. According to Bonacum, Graham and leonard, (2004) effective techniques can improve the work environment, by allowing evolving methods to benefit the work.
In this report I will be showing you the different ways of communication and the models used for an organisation to maintain the importance of communication.
[bookmark: _Toc16154353]Importance of effective team communication.
Communication in the workplace is very effective tool and highly important as it allows companies to produce and work accordingly which may result in them effectively working alongside each other. According to Winbow, (2002) communication benefits all areas of personal and professional lives as they can enhance human interaction.
Good communication is a fundamental tool in managing and building strong lasting working relationships on all levels of a workplace. Employers can produce this by using clear communication skills and investing their time that eventually builds trust between employer and employees.
Many of times this can lead to Increased productivity, Moral and overall great relationships in general. On the other hand, poor communication will lead to staff being undervalued and unmotivated. Communication is sometimes classed more than words. It can come in many forms such as, Facial expressions, Body language the tone in your voice can also play a factor in the communication process.
To have a successful communication approach in business you must be able to put your values into place. Follow ups with team members and discussions with the team are also vital to sustain a free flow of information.
This line of communications works best when the encoder can decode the message. Feedback between the owners and workers are vital. The communication process starts from the sender to the receiver but before the receiver can interpret the message the medium in between needs to be clear and messages need to be put in the right place. 
Team communication skills are great for ensuring the accomplishments of a team effort. Having strong communication skills can help build the morale of the employees as well as build relationships that allow workers from different ages and experiences to embark on company that has grown from three to twenty people over the last year.
To have a satisfied work force bringing together men and women who make up the discount store is vital. As each of them can bring a continued success to the organization by allowing them to bring to make a success of themselves personally and as part of a team. Diversity in a group can lead to different areas of knowledge given by each member of the team. Building a productive workplace with employees from many circumstances can help develop a company to a much higher-level Rana (2013). 
[bookmark: _Toc16154354]The importance of two-way communication and the importance of consultation and employee voice.

Communication is one of the most important aspects of any business. Within this line of communication there is always a sender who sends the message and there is a receiver who retrieves the message.
Both parties do not have be present at the same time when sending the message across, but it is important that both encoder and decoder should have the same level of understanding when communicating.
This process can only be completed when the receiver can decode the message given and understand it fully from the sender or vice versa. According to Rajhans (2012) communication within an organization that values its employees should be reflected in morale, motivation and overall performance made by the employees.
There are many ways to use Two-way communication the use of radio links, messages that can be email, letters and face to face meetings. By allowing an interpersonal communication taking place between two individuals. This type of communication allows a maximum flow of contact between the two with can include gestures, signs, and in some cases symbols never the less allowing both verbal and non-verbal communication taking place.
[bookmark: _GoBack]There are many ways to interpret this level of communication and many models you can follow.
[bookmark: _Toc16154355]Aristotle’s Model of communication. 

Aristotle was born in 322 B.C and was of Greek native. In his model of communication, he developed a linear model, it was one of the first models to come in use and currently it is still being used as an acceptable form of communication.
It can be divided into five elements Speaker, Speech, Occasion, Audience and lastly Effect. In his model it can be focussed around the speaker’s role being the most important one. The speaker delivers the speech to an audience who is in active and can be influenced highly by the speech. The targeted audience are based on the occasion, and the effect can lead to the speaker leading an impressive but powerful message when completed, but without the need of a receiver.
The problem with type of communication is that it is all verbal, oral speech can be misinterpreted as it can be a direct command. Linear uses heavily the on a one-way system of communication and in many ways, it is not effective.
Figure 1.
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The idea of feedback is none existent, there is only a one way. This type of communications works best if a direct order is being given and that work can resume without the receiver giving feedback. The sender needs to be on a powerful level so that the message can be complete. This type of model does not take into consideration the audience and the effect it can have on them. 
[bookmark: _Toc16154356]Shannon and Weaver Model of communication.

The Shannon- weaver communication is designed to maintain and develop communication between the sender and receiver. According to Leydesdoff, Peterson and Ivanova (2017) the extension of the Shannon- Weaver model involves a complex system of communication which can be used both vertically and horizontally. This model provides an understanding of how information is transferred from one data to the other. It also allows us to see how messages are sent and received.
There are six features that the Shannon- Weaver model possess.
· Sender: This is the primary originator.
· Encoder: The encoder transmitter the message through the data.
· Channel: The device then broadcasts the message through the workplace.
· Decoder: In this area the message reverses and gets delivered.
· Receiver: The receivers receive the message who it was initially intended for but if they do not have the means to require it then the message can get lost in translation.
· Noise: With noise interference it can affect the way the message is portrayed, if the concentration is not fully given then the message can be distorted.
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                                                                               (Mehrun nisa ayub, 2019). Figure 2
One of the biggest draw backs of this model is the time and place it was created. It works well with the technology aspect such as telephone use and texting. This model does not capture the face to face dynamics of the system therefore non-verbal communication’s a huge part of life, but this model doesn’t account for this. Feedback may be applied in the model, but it does not apply directly to it. This model provides an understanding of how information is transferred from one data to the other.
[bookmark: _Toc16154357]Schramm Method of Communication.

The Schramm method of communication has its own motion of nature.
· Encoder: Who sends the message
· Decoder: This is who receives the message from the encoder.
· Interpreter: This is where the person is trying to understand the interpretation of message that has been sent.
                                                                                      
Encoder                                           Message                                   Encoder
Interpreter                                                                                           Interpreter         
Message                                    Decoder                                            Decoder
Mehrun nisa ayub, (2019). Figure 3.
From the message start to end there is always a level of interpretation that happens, this is because the sender and receiver can communicate in a practical way. This allows one’s self or two or more people to communicate where they can share experiences, advice and allow questions to be answered. This allows group communicating where they can send messages to a target that respond back.  
The above methods show how each form of communication would be applicable to the Sarah, but for her the best form of communication I would recommend the Schramm Method. The option of feedback is necessary for the business to strive as knowing what is going on behind closed doors is essential. Linkage between voice and performance can remain an issue if the managers are not a direct voice of efficiency (Dundon, 2004). To run a successful business, you need to become familiar with different methods of communication. Overcoming barriers can help develop respect and understanding communication between managers and personnel alike.
[bookmark: _Toc16154358] Effective methods of communication. 

There are many forms of communications that can make it easier to express the way you are feeling to your colleges. Poor communication can lead to the difference between being any good leader. By behaving in a professional manner with the team can help get the work done more professionally. 
Emails will give you chance to pass on messages to team members without disrupting the work ethic.
One on one can help you and your co-worker understand each other by ensuring the use of eye to eye contact. Barriers in non-verbal communication can lead to mis understandings as Actions can speak louder than words.
The use of simple words can help move along a situation as it can be easily understood. By using larger vocabulary certain words can be misunderstood. With one of the members of the team being on maternity leave the best form of communication would be using a video conference. 
Using visuals can give you a chance to allow workstations with your team members.
Body language when communicating with the team can help the floe of the message in a better way. The use of smiles, eye contact can be very effective.
Encourage feedback as then you will only know when the message that was sent has been received and understood.
Horizontal communication allows free flow of information between the same way employees. Higher levels of communication between departments is necessary. The disadvantages can lead to arguments.
These types of communication can help with any barriers that can be a flaw in the communication process.
[bookmark: _Toc16154359]Non- verbal communication 

According to Hall et al (2019) non-verbal communication includes Face, Voice, Touch and interpersonal space and many more that can form in to a disciplined notion of psychology. Barriers in non-verbal communication can lead to mis understandings as Actions can speak louder than words. Learning to utilize your voice in a positive way can help build understanding and negational skills. Work place need to build on their own ways of non-verbal displays and see what an appropriate approach to any situation is. Language barriers can be broken down if communication is not free flowing.
[bookmark: _Toc16154360]Conclusion

 As a business advisor I would recommend that Sarah Davis engage in two-way process where the message sent by the sender needs to be understood by the receiver. Sarah Davis needs to use a channel of communication that is based on its richness and most of the time where the receiver can use the same medium but through a different channel.
· The purpose: The sender’s message should be clear and whoever the message is being aimed at should be able to understand the message without hesitation. 
· Completeness: The message should be in a complete form and it should be well planned without needless assumptions.
· Feedback: Feedback should be given in a timely fashion and not aimed a personnel level.
· Empathy: listening to the workers is essential for verbal communication. This can make you understand things from the other persons perspective.
· Adapt the message according to the audience: Requirements for certain information in the organization can differ from the needs. What can be an important message to one level of management might not be of use another level of the team. This can lead to misunderstandings between the hierarchy.
· Using multiple channels of communication: The use of emails, Was sap and other such as telecommunication and video conferencing.   
The overall responsibility in the work place for effective communication lies with the Managers as they are overseers in the workplace. Before there was only three workers and the communication would have been on a face to face basis but now it is twenty people and the communication breakdown needs to be rectified.
Sarah Davis needs to invest in an internet service throughout the building so that it can help with the communication barrier. British Telecommunications are a leading provider of internet services to businesses and with the latest 4G networks provide a fast a reliable service all for just £41.99 per month (British telecommunications plc 2019). This can be used when applying multiple channels for communication.
	Action
	Cost
	Responsibility

	Internet
	£41.99 BT
	Sarah Davis

	Face to Face meetings 

	£10
	Managers
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