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BUSINESS REPORT
Case Study of Sarah Davis’s business 
ABSTRACT
The Sarah Davis’s business has large number of employees who are working in various hierarchies. The more the division of the level the more difficult the communication process. So the report shows the importance, ways of communication, action plan and recommendations.
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[bookmark: _Toc426905886]Introduction
Communication is the process of transforming message from one identity to another identity. The process is mutual exchange of feeling, thoughts and understanding. A good communication needs an effective media. In business the communication is one of the major part to get success. It is the flow of information and this is essence of management. Communication process start with the sender by encoding message and the message is sent via a media. The receiver decode the message and give feedback by the same way. In the case Sarah Davis is the owner of a large discount shop. At the beginning stage of the business, it was a small firm but afterward the business is increasing at an increased rate and he needs to effective communication in the firm and to make effective teamwork (Du Pre, 2000). The organization have large number of people who are working in various hierarchy. The more the division of the level the more difficult the communication process. So the report shows the importance, ways of communication, action plan and recommendations. 
[bookmark: _Toc426905887]Importance of effective communication for the continued success of the firm
Effective communication helps manager in many ways. The first one is the continuous connection and getting feedback of the business decision. The manager can explain the goal of the business and way of achieving this goal via an effective communication. The communication plays the moods of coordination in the business between various employees. 
To make smooth business work manager needs to communicate with subordinates and coordinated with the human and physical elements of the business. A proper communication helps manager to take a proper decision for the firm. Managers get feedback from the customers and make their further decision. 
An effective communication increases the managerial efficiency by providing targets to the employees and giving them a proper instructions. Basic communication increases the job allocation. For a quick and effective performance managers need an effective communication. Two-way communication increases the co-ordination, co-operation and mutual understanding between managers and employees (Kamel Boulos, 2007). 
A good communication helps manager and workers to modify their working behavior and physical and social aspect of task. A good communication system helps in improving human relations and motive, influence and satisfy to the manager to work. 
[bookmark: _Toc426905888]Importance of two-way communication
The two way of communication is the process of flow of information from one part of the business to another receiver. The respond from receiver to sender and Vis versa so that the communication process is complete. Two-way communication can either horizontal or vertical. The common way of two-way communication is face of face and tele communication. In written communication by two-way the flow of information occurs when the receiver send feedback to the sender. One of the most important aspect of two way communication is both the parties should be in same platform while they make communication. The communication process is done when the receiver of the messages understood or decodes the message of the sender. 
Two-way communication is the complete communication process having some troubles. In this communication process, the respond directly communicate with the other party and easily express his feelings. The receiver also sends feedback smoothly of the message he receive. So, smooth flows of information have been occurred in both direction (Moorhead, 2013). 
Two-way communication reduces the rumor, ambiguity of the task. This communication system allows manager to communicate at a time and convey his response to the receiver. Two-way communication helps in building cognitive relationship by allowing superior managers or owners to listen the opinions and views of employees. 
Information have no use until it is converted into meaningful words and send it to the proper persons. The converting the message or encoding the information has an important role and it is the initial process of communication. So, it is the duty of receiver to interpret what sender intended to say. If the receiver or the second party is not able to interpret the information properly, the message has no use. The process of encoding and decoding is one of the important part of communication. Schramm’s model is about this principle. According to the model encoding and decoding are two essential parts of effective communication.

Figure: Schramm communication model
A better communication system has not only formal communication but also informal communication. Two-way communication allows managers to exchange the feelings and views of employees. 
Importance of consultation and employee voice
In case of large firm, the boss provides orders, procedures and policies of task, instructions etc. to the employees; this process is called the vertical two-way communication. If the employees are failed to understand any instructions, two-way communication allow them to inquire and clarify the matter. So, it helps in implementing firm’s decision. Besides, while implementing firm’s policies and instructions, employees suggest manager and give some feedback of the task. And employees also can convey complaints, attitudes, opinion, feelings and interests to the superiors.so this increases the job satisfaction of the employees (Brach, 2012). By getting the feedback from the employees, managers can take corrective actions and modification of plan for being well of the employees. The employers can also take corrective actions give instruction to do the task. 
An effective communication depends on the proper understanding of the message. The ability of receiver to decoding the message. It allows positive communication, clarification of data and the analysis of data, which ultimately increases the knowledge base. Two way communication increase firm’s performance. So, managers can give proper weight to this communication process. 
[bookmark: _Toc426905889]Effective methods of communication 
The method of communication is different due to the some external and internal factors. The communication is the exchanges of ideas and information through verbal or written or any other method. In business the traditional communication method have been replaced by modern method like video conferencing, social media added a new era. People are looking for paying attention for the effective communication method. 
Verbal communication system allows immediate delivery of information by face to face or over phone or group settings etc. the media in this case is oral. Written communication is more stable and authentic in business. In large business it is seem everywhere and the form of it can be letter, email, text charts, documents, report or simply SMS. Social media also one of the important part of communication. Non-verbal communication is also an important part of communication. Such messages are dynamic part of message.  Sarah Davis can use the combination of both verbal and written communication system in her business. The most important part is the ability of understanding of messages (Reeves, 2011). 
The communication model of Schramm gives us insight about the effective business communication model for Sarah Davis. Here, Sarah Davis and the top managers send information about the policies, procedures or any other instruction to the subordinates via business communication channel. So they are the encoder or sender of data. After sending the message to the sales assistance or employees in stock room are decode the message or interpret the message or decode it. When applying the instruction they face some challenges or difficulties or any other opportunity, they send their opinion to the top-level managers. Top-level managers decode and interpret the data and take further actions (Millar, 2013). 
[bookmark: _Toc426905890]Significant of non-verbal communication when communicating to employees
Nonverbal communication is the simply expression of senders via gestures, facial expressions, or body language. In case of oral communication, it is very common that eye contact of the speaker, speed of voice, posture or hardness of voice say many things which are not express in words. So non-verbal communication has the same importance as verbal communication. So the owners, top managers pay attention about their body language which greatly effect way of message conveyed.  
Non-verbal communication can give more information than a formal letter, for example, a new employee in Sarah’s store make distance and do not eye contact. So, the interpretation may be shyness of employee or hate the work place. So there is chance of misinterpretation, which makes a harmful effect in certain cases (Parker, 2003). 
Eye contact is one of the important non-verbal communication which a person gauge another person’s emotion simply by looking their eyes. In jobs regular eye contact indicates that the employee is alert and confident in the subject matter. 
Another important element is facial expression which indicates someone’s personal feelings based on facial expression. A smiling face indicates something positive or joyful for the employees without any verbal communication. 
Posture is someone’s body position for communicates certain messages. An open arms, smiling facing job candidates send a message of much more open and linked to nonverbal cue. Tone of voice, breath, and clothing are another element of non-verbal communication. 
[bookmark: _Toc426905891]List of recommendation to ensure effective communication 
For effective communication in business managers seek various steps to make the connection better. One of the easy ways to make effective communication is first seeking an honest feedback. Many mangers do not want to hear any adverse feedback regarding current business policy which aftermath rein the business. Besides employees should seek true their communication skill (Bennett, 2010). 
Second important thing is understanding the audience. The common mistake is that the managers assume that the audience is same smart like them and smart knowledge level and one size fit for all. But the audience will differ from time to time so manager should customize the message to fit for a particular set of audience. There are some special critical time when effective communication is important like the merge of the firm with another firm or major layoff due to economic or firm specific downsizing. To avoid confusion and rumor such sensitive information must be in written form and the information must be in public. Without informing employees, which may create confusion, frustration and low moral, which harmfully affect turnover and goodwill of the business. 
Thirdly listing is an important element in business communication. But it is human nature that everyone wants to lesson less but speak more. So, employees are feeling important if the top managers are good listener and their concern are taken seriously. Open to door policy is make so that employees are come to top managers at their need to say what they are concern. 
[bookmark: _Toc426905892]Action plan 
To make effective business Sarah can make a plan that the business decision are taken on the basis of meeting of contribution of all employees. The open door communication policy should be maintained and both verbal and written communication is made to reduce confusion. Though informal communication and social media is an important part of business, they are used carefully to avoid rumor and confusion.
[bookmark: _Toc426905893]Conclusion
Communication is essential tool for business existence and survival of humans. In simple word we can say that communication is the process of sharing ideas, thoughts, information, feelings views, and facts. Some people say that communication is the key to the function of management. A manager needs to be highly qualified for the communication skill (Ginter, 2018). Communication is the most vital aspect in establishing efficient support and is at the basis of all relationships.  It is very important that the standards depicted by the business are represented by a promise to data protection and confidentiality principles. Information communications technology has without hesitation improved efficiency in the remit of health and social care but should stay a part of providing good quality care not be a substitute for it (Koh, 2013).
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