



Executive Summary
This executive report produce by Sahida chowdhury a senior business consultant from university of Wales Trinity saint David to Sarah David, owner of a large discount store in Birmingham. 
As a business consultant I will be analysing, investigating and advicing the appropriate action for my client to take. My client Sarah Davis have experienced a huge turnover in the last year and she had employed extra staff. She asked me to help and support her to keep up with her resent success in the business. After investigating and Analysing I have come to conclusion that my Client must use effective communication skills and methods to send and receive massages promptly. She will have identify the barriers some of the employee facing and work together to resolve them efficiently. She must arrange training for the new and inexperience staffs.



Introduction
In my report as a business consultant, I will be producing a report about how to improve Sarah Davis’s business. I will be analysing and producing a detailed advice, action plan and measures to take in maintaining effective teamwork and communication. I will advise her steps and actions she will need to implement to create a successful organisation. In my report I will also explain what effective communication is and how to communicate effectively with her employees. Failure to communicate effectively can lead to misunderstanding and communication barriers which would mean Sarah losing valuable time and money in order to run her business.  I will be guiding and supporting her in order to maintain her successful business. I will be focusing on the effective communication between Sarah and her employees also the method she uses. I will make sure the equipment she uses are adequate and sufficient to cope with the new expansion. I will analysis any barriers her staffs are facing completing their tasks. 



The importance of effective communication for the continued success of the organisation
Just like Sarah’s business in any organisation the effective communication, co-operation is vital to run day to day tasks smoothly and co-ordinately. To communicate effectively we need to understand what communication is.
Communication is sharing information and it can be done in different ways such as ideas, thoughts and emotions.






For effective communication to take place we must make sure we have following strategies in place such as:
Understanding the language
Ability to hear
Ability to see
Acquired reading skill
Ability to recognise and use information
Memory to recall and understand information

Sarah’s current situation
Effective communication is essential for delivering a high level of service in Sarah’s organisation. The effective communication is needed to help Sarah run her business smoothly and effectively and increase her revenues.  Currently Sarah has 20 employees, working various shifts and in various places. She has one employee on maternity leave. Her employees vary with experience. Her organisation has a rapid growth over the last year. She expanded from 3 employee to 20 employees. She might have eployess with language or cultural barrier. Reports shows that cultural factors which contributes to nursing problem gaining equal status in the industry. ( Margaret, M.2001) She must manage and communicate with them effectively.
Sarah Davis’s current situation is she has employees in various places, with various abilities. I have researched that there might be number communicating difficulties with her employees. I have highlighted some of them below:
They might be new and inexperience
Physical barriers so they could have problems with equipment. Not well equipped for the job
They might have language barriers
They might have cultural barriers
Physiological barriers
Information overload or might not be given enough information
Lack of common ideas or knowledge
Attitude- as some of the staffs work different shifts, they might not receive all the information required.

Solution for Sarah’s business
Sarah must learn the positive communication skills such as active listening and assertiveness. She will have to express herself as an honest without disrespecting or dishonouring any colleague. She will have to avoid self-promoting behaviour which can intimidate her staff or restrict them from participating. She can get suggestions from her employees by asking open ending questions, giving them chance to get actively involved. 
Sarah will have to meet the needs of her colleagues and identify any barriers they might have and work together to find the solution. She must make sure all her employees receives the massages as they work in different shifts.




The importance of two-way communication
Two-way communication is a channel used by both parties to transmit an information. It is also called interpersonal communication. The sender sends a message receives the massage and then reply. It’s a circular process. There were lots theorist that had created communication model over the year.
In 1960 David Berlo created a communication model, where he had four components deccribing the communication process.
Sender                      Message                     Channel                         Receiver
David Berlo descried that each of the component is affected many factors such as
Source is affected by communication skills, attitude, knowledge, social system and culture.
Message is affected by content, element, treatment, structure and code.
Channel is affected by hearing, seeing, touching, smelling, and tasting.
Receiver is affected by communication skills, attitude, knowledge, social system and culture.
(businesstopia 2018). There was problem with this model as it wasn’t circular.
In 1954 Wilber Schramm created a model of communication which was as follows. (bussinesstopia 2018)

Message


Encode                                       Decode
Interpreter                                   Interpreter
Decode                                       Encode


                                                            Message


In the Wilber Schramm model, he included the two-way communication by responding back to the sender. It is circular model where the response gets back to the sender. The circular method is more effective because it allows the information to be shared equally. As everyone can access the information and respond promptly and share feedback. Communication channels can be both internal and external. They can be also having high richness or low richness. Depending on the channel you use to communicate shows the seriousness of the matter.
Sarah’s current situation
In Sarah’s organisation she has 20 employees that she will have communicate daily. She has employee that are doing different jobs at different times in different location. Her employees also vary from age and experience.


Solution for Sarah’s organisation
In Sarah’s organisation its absolute vital that she uses two-way communication. She can use horizontal, vertical and diagonal communication. She will have to use circular network for effective communication. By using circular network, she can make sure she gets the prompt response she requires. She must give opportunities for employees to ask any questions to clarify specific issues. Sarah must have daily meetings in the morning and use social medium (group WhatsApp) for two-way communication.
Below is diagram for Sarah’s organisation and the structure with the different level of employees. It is also showing communication taking place in three categories, Horizontal, vertical and diagonal. 
                                            















CHART SHOWING COMMUNICATION FLOW IN SARAH’S             ORGANISATION

Effective methods of communication
Effective communication is a two-way information sharing process, where a sender sends a message and a receiver receives the massage and the communicator manages to successfully achieve their desired goal. Exchanging our thoughts, ideas, opinions and facts through different methods. This can be verbal or written.
Method of communication is sending messages from first user equipment to set up communication (Tuohino,M.2005)



Different methods of communication
Verbal                       Face to face, telephone. 
Non-verbal                     Body language, gesture, eye-contact, hand movements, sign language.
Written                     Books, Magazine, Email
Visualization                   Graphs, chats, pictures, posters, maps.

Different methods of communication are verbal communication is words used to exchange information, this can be written, social media, Emails, oral, face to face communication, meeting. Non-verbal communications are paralanguage, which is style of speaking, tone, emotion, stress, pitch, intonation and voice quality and visual communication. 
Reacharch shows that astudy conducted in Abu Dhabi that better climate school was expected in school where effective communication between school principal and his/her teachers(Halawah.I 2005)






Example of good communication skills











Sarah’s current situation
In Sarah’s organisation she employees working in different places at different shifts. Her employees also vary from different age and experience. She also has employees at the base. Therefore, she will have to use communication that works for everyone.
Solution for Sarah
In Sarah’s organisation the effective methods of communication Sarah can use are visualisation communication such as posters reminding employees the rules and regulation they must follow. She will have to use emails to contact her employees as they all work in different shifts and away in maternity leave. She can also use WhatsApp to send and receive massages and its quick and effective as she would get a prompt response from her employees. Her employees can ask for questions for clarification. WhatsApp is time and cost effective. Sarah can massage her co-workers9 who are in different place at once). Everyone can see the massage, so they are all aware of Sarah’s instruction and act accordingly. She can use this method in and out of her business hours as some of her workers does different shift.

The significance of non-verbal communication when communicating with employees
Non-verbal communication is a process of sending messages without using words, either spoken or written. The example is gesture, facial expression, body language, body posture, stance and eye contact. Non- verbal communication such as body language, eye contact, appearance and the space between the members contribute to the way the massage is being interpreted. The level of eye contact and body posture indicate the seriousness of the massage being delivered and from the receiver, how much the receiver is listening and the level of understanding. “An accurate perception of non-verbal communication helps the listener understand the intend of the speaker and strongly relate to social intelligence and interpersonal sensitivity.” (Goleman2006) 
Sarah’s current situation
Sarah has 20 employees varying age and experience. 

Solution for Sarah
Non-verbal communication is very significance as its carries lots of different massages. Sarah’s non-verbal communication will determine what kind of person or leader she is. To be a successful leader Sarah needs to display a personality through that she is open, approachable and easy to talk to. She can successfully do this by using a positive non-verbal communication. Sarah need to make eye contact, correct body posture and welcoming facial expression. Sarah can a successful businesswoman if she acquires the skills to have positive non-verbal with her employees. By using non-verbal communication.
skills, she must convey the message that she is approachable, calm, positive person who can deal with any situation that arrives.


Recommendations/ Action plan for Sarah’s business

Tasks	Date	Costs	Delegated person	Benefits to the business
Brief meetings in the mornings		Set up WhatsApp group		Do SWOT analysis 					Do PESTLE analysis 					Arrange site and online training for the employees			Must invest in some more high-tech equipment		Identify the cultural and language barriers				Everyday			Next working day		Within a week					Within a week					Immediately					immediately				within a week	N/A			N/A																								N/A	Sarah			Manger			Manager 						Manager 						Managers					Managers				Managers				Staffs will be better informed.		Send and receive massages quickly and promptly.	Can identify the internal and external factors effecting the business and act accordingly.				Evaluate and analysis the outside factors that can affect the business and act	Accordingly.		To equip the staff with the relevant training which will improve their performance.			To meet the increasing demand of the business expansion		To avoid misunderstanding and miscommunication
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