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1. Introduction
The purpose of this report is to demonstrate the importance of an effective communication within the workplace. This report will be focused on a case study based on Sarah Davis’s discount store. 
The first section will be to explain the importance of effective in a teamworking, divided in two parts, first part is the benefit of effective teamworking in an organization and the second part is the benefit of effecting teamworking within the discount store Sarah is managing. The second section will be to explain and provide the importance of two-way communication using the Schramm’s Interactive Model and how it will benefit the organization. This section will also cover employee consultation. The third section will cover all the effective methods of communication. The most effective method of communication which will be important for Sarah to use. I will be explaining the significance of non-verbal communication when communicating with employees. The last part will be to advise Sarah on what methods of communications will be effective and recommend a list of solution to ensure that Sarah manage the store efficiently.

 2. The importance of effective team working 
Effective communication is very important aspect of business within the workplace and is a key in any relationship whether is professional or not. It is very challenging for businesses environments. Effective communication will also help boost a good relationship between employers and employees. It will help the organization to work efficiently to be able to achieve productivity and maintain strong working relationship within the workplace. According to Husain (2013). According to Michaelpage website, good communication is important when it comes to achieving good productivity and maintaining better operating relationships. Employers who spend their time investing into delivering better form of communication will have more trust among staff, resulting in increasing productivity. Meanwhile, staff who liaise effectively with coworkers, employers and consumers are continuously very good valuable to a corporation which may usually set individuals when applying for jobs. There's little question that groups have a robust impact on the performance of the workers and therefore the way forward for the organisation.  The studies that are conducted on the topic indicate that the construct of groups is effective and useful to facilitate the biological process within the organisation and to boost employees‟ performance. (Sanyal and Hisam 2018).

Staff become unmotivated due to lack of poor communication in the workplace. Questions are raised about their competence and abilities to do the job required in the organisation. (Husain 2013).
 Sarah discount store is a small business, with a variety of different background staff and age group. The business growing rapidly, it has lots of potential because they are very well organized, the store has enough staff to cover shifts, some staff got lots of experiences to do well in their jobs. Communication is a powerful ingredient for a business to be successful.  In the case of Sarah Davis’ discount store, the business is extending quickly, she needs to set up a formal procedure of communication to all her twenty workers of different ages and experience. Without a decent channel of communication, her employees will struggle to accomplish their maximum capacity. 
There are various advantages to conveying effectively that Sarah can oversee with her employees, her customers and her suppliers.  The following are listed the primary advantages:
2.1.      Improved employee management.
As indicated by Husain (2013), a great channel of communication is imperative for the successful implementation for a company to change.  Husain a viable correspondence is a fundamental apparatus in accomplishing profitability and keeping up strong working relationships.  In the case of Sarah Davies’ discount store, it is imperative that Sarah being the business owner must establish a strong communication to her two managers.  She must set up regular meetings and during her meetings, speak clearly and very concisely her expectations.
This will empower the two managers to better instruct and advise their subordinates on specific errands, objectives and general performance expectations.
2.2.      Build a strong relationship.
Effective communication will also help boost a good relationship between two managers and the rest of the team, it will help the store to work efficiently to be able to achieve productivity and maintain strong working relationship within the workplace. 
In reference to Sarah Davis, she could arrange some social events outside work for instance, a birthday party. The introduction of team building days would likewise expand a decent relationship in the working environment, which could be useful for staff assurance, cooperative energy and solidarity. Building and keeping up good relationship will more likely than not prompt increase efficiency and motivation among workers. The studies that have been led in the matter of employees’ productivity demonstrated that a team is important and accommodating to encourage formative procedures within an organization and also increase staff performance (Sanyal and Hisam 2018).

3. The importance of two-way communication
It is important to have two-way communication so that you understand what the other person is saying, sharing ideas, coming up with a solution together. The sender sends the information by transmitting the message to the receiver. Once the message is received, the receiver should send a message acknowledging that the message was well received. (Schramm’s model 1954)
It is important and vital for Sarah to use the Schramm’s (1954) interactive model for her large store. Any communication sent by Sara should be acknowledged by her employees to make sure the message she sent was well received. Sara has a large store with different age and experience group of employees. The way she will receive feedback will be different from one to another. For example, Sara will send the message to the younger employees using emails, social media or text messages and feedback will be acknowledged based on that method of communication compared to  older employees, it would better for Sara to use face to face communication as it will be easy for them to understand as they are not use to technology. By accepting great and steady feedback, advising them on areas for improvement and giving recognition when warranted from the managers, the rest of the team will probably reduce the risk of errors being made and diminishes the probability of disarray.

4. Effective of methods of communication
Communication happens in various ways in everyday life. There are different forms of communications, informing, persuading or entertaining in the workplace, these forums of communications are rule governed. (Perkins 2010).
There are several methods of communications:
Internal and external communications
External communication is the   exchange of information both within the organisation itself and outside the organisation. Sara as a business owner must creating a good relationship with her suppliers to be able to buy products that she will need for her business. Sara will be communicating with her suppliers by sending emails, faxing or telephoning.
Internal communication is the information transmission between members of the organisation or sections of the business. It takes place across an organisation’s all levels and organizational units. (Tankosic, Ivetic and Mikelic 2017)
Sara communicates with her member of staff using emails as an internal way of communicating within the organisation. The use of Emails, board notification and hand over reports are effective ways of communicating without the needs of face to face communications to any staff members who work at night.
Formal and informal communication
Formal communication is a form of verbal communication in which data is exchanged through the channels that are predefined. (Kandlousi, Ali and Abdollahi 2010). For example, Sara can schedule meetings, keep professionals’ messages in a secure folder and use intranet for publications.
Informal communication is a form of verbal communication in which no channels are followed by the exchange of data, for example, the communication extends in all directions. (Kandlousi, Ali and Abdollahi 2010).  For example, Sara would have more influence in some other sales areas than her managers due to her connections in social media or business connections and Sara could prevent rumors spreading by communicating official information as soon as she has the opportunity.
Verbal communication
Verbal communication is the method of exchanging data through oral or written words between two or more people. It could be face-to-face conversations, group discussions, counseling, interview, radio, television. (Hanafiah 2004)
In terms of verbal communication, Sara is to set up meetings when she conducting presentation for example, if she wants to introduce a new range of product, she can do a presentation of the new product and train  her staff members to show them how the product can be sold. It is an effective communication that Sara can use to promote a new range of product by discussing it with her employees.
Nonverbal communication
[bookmark: _GoBack]It is best to define that non-verbal communication is as a form of communication of sending and receive information using  expression such as facial expression, body movement, body language, gestures, tone of voice, eye contact or other ways of communicating without the use of language.
Non-verbal communication is often used to convey a thought or ideas and make a message more attractive and exciting for the individual you are talking about.
Non-verbal communication has a major impact on our social environment and the entire process of communication. There are four significant non-verbal communication functions. These features can supplement, control, replace or accentuate a verbal message. (Phutela 2015)
In the case nonverbal communication, when Sara is doing her presentation, she will communicate with her employees using symbols, for example doing charts, graphics, signs or PowerPoint.

5. Recommendations
For Sarah Davis to be able to perform well, a basic communication plan must be in place for the business to run smoothly and efficiently. By communicating promptly, her two managers and her rest of her team must understand what must be done, follow instructions to avoid any mistakes.
Effective communication will also help the organisation to work efficiently to be able to achieve productivity and maintain strong working relationship within the workplace. It will resolve problems, increase productions and build a good team between staff.
I recommend that Sarah should conduct brief meetings before the start of the business, to be able to update the team with any new information or instructions, receive any feedback from her two managers by listening how the team would to express their options.  This is the best approach to communicate with a team. 
she could arrange some social events outside work for instance, a birthday party. The introduction of team building days would likewise expand a decent relationship in the working environment, which could be useful for staff assurance, cooperative energy and solidarity. Building and keeping up good relationship will more likely than not prompt increase efficiency and motivation among workers
The use of Emails, board notification and hand over reports are effective ways of communicating without the needs of face to face communications to any staff members who work at night.
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