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Executive Summary
This report discusses the importance of communication between the higher and lower ranking working personnel in an organization. The purpose of the report is to find out the importance of effective teamwork and communication technique. Good interaction between two parties is fully dependent upon their way of conveying message which can positively on their bonding and interpersonal ability. Good communication through greatest way of communication strategy can be best technique for Sarah to increase productivity of the discount shop. In order to implement an effective communication process within organization employees need to listen carefully every information directed by higher authority members. Employees should be shy about approaching and talking to authority members in case they are having problems.
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[bookmark: _Toc16241339]1. Introduction
A main factor for successfully running an organization is the efficiency of working team for the organization. The purpose of the report is to find out the importance of effective teamwork and communication technique. The importance of communication and effective working team can lead an organization to maintain a good working environment. Maintaining an effective communication results a satisfied working team doing their job happily for the organization. Maintaining proper communication can lead to a good working team. If the communication is not good then workers will feel unnecessary stress and anxiety. For this, a good communication is essential for the employees of an organization to communicate with each other properly and work properly. A good communicating team can accomplish a tricky job more easily and seamlessly then the team of having a bad communication between them. 
[bookmark: _Toc16241340]2. The importance of effective teamwork
In today's modern world working as a member of a team is become essential for everyone in the organizational level. Effective teamwork is a major key for an organization to run successfully as most of the organization is operated by a team. For becoming an effective member of a team, a member could possess high intelligences to communicate with the other members of the team (hr.berkeley.edu, 2019). There are some reasons for describing the importance of an effective teamwork for an organization. Motivation of unity as teamwork is one of them. A good environment of teamwork is referred as friendly team as well as loyalty. This friendly relationship of a team motivates to work harder and parallel as well as to be supportive with the other team members. Teamwork delivers different perspectives as well as feedback. As suggested by Al Salman and Hassan (2016, p.80) good and efficient teamwork for an organization provides different types of approaches for problem solving, different opportunities as well as thoughts. As a proper working team consists of different type of minds included, results the rise in problem solving capacity as well as the capacity of finding the solution. As opined by Bonaccio et al. (2016, p.1050) advantages of good teamwork is that it improves the productivity as well as the efficiency of an organization by increasing the overall performance of an organization. Good working team operations result in best chances of learning for each member of a team. An individual can learn from a mistake done by other team members and ensures that the same mistake is not repeated in future. Following other experienced team member, an individual can acquire fresh and new ideas regarding a job in an organization (yti.edu. 2019).  
In the case of growing business for the discount shop owned by Sarah Davis, implication of transparent communication with the working team of the store is suggested. Effective working among team members of discount store can be the reason of incorporating innovative ideas into quality of production, which can influence positively on rate of sales volume (yti.edu. 2019). Efficient teamwork can result in evaluation of different ways of solution for the problem rises within the discount shop. Guidance by the owner Sarah Davis to the operating team members can increase in their confidence and can ensure a peaceful environment for the discount shop. As opined by Singh et al. (2016, p.837) a satisfied work team for the shop can increase its potential of providing good quality products as well as proper service for the after sales department. Motivating the employees as well as directing them about required performed activities of the shop by owner Sarah Davis can be the result of seamless operation of the discount shop.
[bookmark: _Toc16241341]3. Importance of two-way communication
According to Schram’s model of communication, information is considered useless if it is not described properly and transferred to others. As the prime step for communication, the transfer of ideas and implementing the idea to practical work is considered (Hanaysha, 2016, p.296). After the information reaches to the receiver it is important to understand the idea behind the sent information properly is an important step for communication. If the receiver does not understand the information sent by the speaker, then the sent information is considered to be of no use. Conversion of information into quality content through proper understanding can be the reason of solid interaction between two parties named as sender and receiver (Refer to Appendix). 
Thus, in this context, it can be demonstrated that Sarah can consider proper thinking and converting into good content so as to convey through effective message in case of communicating with employees. As asserted by Mishra et al. (2014, p.187), good interaction between two parties is fully dependent upon their way of conveying message which can positively on their bonding and interpersonal ability. Good communication through greatest way of communication strategy can be best technique for Sarah to increase productivity of the discount shop (yti.edu. 2019). The understanding of problems faced by the employee and thus giving them the proper way of solution for the problem can be a useful step for Sarah Davis to maintain good communication strategy. The owner of the shop can introduce an online platform for the employee to convey their problems through messages. Sarah Davis can understand them and guide them accordingly in the process of maintaining a transparent communication medium (hr.berkeley.edu, 2019). Using this method the owner of the discount shop can build up a good as well as efficient working team for running the business. Transparent consultancy by the owner of the discount shop can results in work team satisfaction and the growth of business simultaneously. Effective consultation process with employees is heavily significant for Sarah to maintain increased productivity and growth of business. As mentioned by Singh et al. (2016, p.835), regular basis consultation with employees and gathering their opinions on the basis of specific facts as well as finding out optimum solution are significant approaches to meet the objectives of an organization.
[bookmark: _Toc16241342]4. Effective Methods of Communication
Formal communication
Formal communication is generally pre-assigned process by authority to improve communication techniques of organizational employees. This type of process is generally conducted by official meeting arrangement, traditional conference or video calling facility. Sarah can arrange formal meeting in order to enhance communication process of their employees. As mentioned by Simis et al. (2016, p.401), formal meeting has several advantages such as increase overall efficiency, giving equal opportunity to all members, discipline maintenance, keeping a permanent record of overall communication process. However, formal communication could be time consuming, inflexible. Lack of cordiality and initiative could result in unsuccessful process of communication.
Informal communication
Informal communication is not pre-assigned process by higher authority member. As mentioned by Kraut et al. (2014, p.163), this process can happen anywhere and there is no need for any authorized channel to conduct this communication method. As informal communication does not require any traditional medium or channel, it is really cost effective and serves as a medium of alternative system. Informal communication system will help Sarah Davis and her employee to increase overall efficiency and improve relations between employees (influenced by Simis et al. 2016, p.401). Lack of rules and regulation can result in distortion in a traditional communication process of employees. Lack of secrecy is another huge problem.
Internal communication
It is a way of communicating with organizational employees in order to exchange information among employees. Internal communication process can be conducted through, telephone, email, personal chat or online media platform for employees of Sarah Davis. Internal communication can be represented in their form such as vertical, horizontal and diagonal. As mentioned by Hume and Leonard (2014, p.295), communication between executive director, management, officers and assistant are considered as vertical. As mentioned by Cardwell et al. (2017, p.153), communication between employers sharing asme hierarchical position can be selected as horizontal form of internal communication. Diagonal process of internal communication takes place when both vertical and horizontal communication takes place at the same time.
External communication
External communication process is same as internal communication however, exchange of information takes place between organizational employees and outside people. For example, a telephone call to customers, sending business letter for arranging meeting with supplier or distributor and dispersing information through media is a process of external communication.
Verbal communication
Verbal communication is a process of delivering effective information using clear and specific words. Verbal communication could be one to one or group conversation. Medium of verbal communication is oral. Sarah Davis along with other higher authority member can use mobile phone, group conference or traditional meeting in order to implement a successful verbal communication process among organizational employees. As mentioned by McQuail and Windah (2015, p.29), verbal communication provides complete understanding about communication process of employees and their issues. It is a quick way to send feedback to organizational employees. In order to deliver lengthy information this type of communication is not suitable.
Non-verbal communication
Non-verbal communication can be conducted through recognizing body movements, facial expression, gestures, eye contact, and voice tone. This is the quickest way of communicating with someone. As mentioned by Adler et al. (2016, p.43), this process is the way of attractive presentation and reducing waste of time. It can serve as complementary form if verbal communication process fails to improve communication process of employees. However, all employee do not have the necessary capability of getting success in none verbal communication process. Long conversation is impossible and it is very difficult to understand body movements, facial expressions of employees.
Verbal communication will be best possible process to boost communication among employees of Sarah Davis. It is the most suitable form of lengthy conversion in order to bridge communication gap and establish better clarity about exchanged information.
[bookmark: _Toc16241343]5. Importance of Consultation and Employees Voice
Employee consultation as well as communication is essentially regarding involving as well as developing people in an enterprise. However, a proper consultation can develop the performance of the organisation in a positive way. It also develops performance of management as well as decision making. It can also develop the performance as well as commitments of the employees as with the help of good consultation they can be encouraged to perform better. It can also be able to improve the relationships between employees and employers in an organisation by building greater trust within them. 
[bookmark: _Toc16241344]6. Significance of Non-verbal Communication
Non-verbal communication can develop relationships at workplace both in a negative and positive manner. However, a positive non-verbal communication supports colleagues in an organisation creates positive professional relationships (Babatunde, 2015). While a negative non-verbal communication can be reason for conflicts as well as other negative disturbance within the workplace. It also develops performance of the workplace. However, effective communication is essential for the managers of the organisation as their proper communication with employees impacts the performance of the employees for the company.
[bookmark: _Toc16241345]7. Conclusion
In the entire study, it has been concluded that the team within an enterprise work together in effectively as well as efficiently can make the company successful and developed. An effective team work can help the company to achieve their targeted goals successfully. In order to maintain the team work performance in a better way, it is essential to motivate the team members by the leader of the team. However, a proper communication within the employees of the brand can also develop their motivational level as performance level in a positive manner. Therefore, an effective process of communication is important for achieving the goals of the organizations.
[bookmark: _Toc16241346]8. Recommendation
In order to implement an effective communication process within organization employees need to listen carefully every information directed by higher authority members. Employees should be shy about approaching and talking to authority members in case they are having problems. Clear listening ability should be able to give better clarification about specific information. When employees are asking question to higher authority members, they are ensured that employees were observing their information and conduction process. However, employees must make sure that they should not ask relevant questions in order to seek attention of higher authority members. As verbal communication is the best way of improving communication between organizational employees, authority must make sure that all communication gap should be bridged within the process of verbal communication system. 
[bookmark: _Toc16241347]9. Action Plan

	Resource
	objectives
	Time Period

	Effective Teamwork
	· Higher level of communication and mutual understanding
· To maintain team motivation by providing time based feedback
· To give proper guidance by team leader
	2 to 3 weeks

	Effective Methods of Communication
	· Formal communication
· Informal communication
· Internal and external communication
· Verbal and Non-verbal communication
	4 to 5 weeks

	Significance of Consultation and employee voice
	· To improve employee performance and commitments.
· To encourage employee to work properly
· To provide opportunity to share employees opinion
	1 to 2 Weeks

	Importance of Non-verbal communication
	· Develop positive employees relationship with each other 
· Improve employee and employer relationship in a positive way.
	1 to 3 Weeks
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