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Abstract 

Effective communication system within the workplace will help the management of a business organisation to link among the departments of the organisation so that together they can manage and achieve the goals of the organisation. A proper communication system also helps the workforce to learn to share as well as keep a positive mind-set to each other within the organisational environment. In this particular report, the importance of the effective communication system, the significance of the two-way communication method by applying different models, illustrations and theories, different communication methods as well as the importance of the non-verbal communication method within the organisation will be discussed in detail. 

Introduction 

Communication within the workplace refers to the process of sharing the ideas and relevant data among the colleagues as well as within the organisation through either verbal or non-verbal methods of communication. In an organisation, there are different types of people who have come from different locations, cultures, races and have different backgrounds. A proper communication framework can make the management successful to align the goals and thoughts of the employees with the objectives of the organisation also. An effective communication system within the workplace will allow increasing the productivity of the organisation as well as the efficiency of the employees in a gradual manner. 

Importance of effective communication for the success of the company. 

To achieve the highest level of productivity as well as successfully achieve the objectives of the organisation, the proper establishment of effective communication is essential for every kind of business organisation (Knight, 2016, p268). Proper communication can save the consumption of an extra amount of time and money which ultimately increase the profitability of the organisation and make the organisation most successful. In every stage of the operation of an organisation, an effective communication process has some importance. A brief discussion is stated below: 

· Building team: In every business organisation, teamwork is an essential factor for better productivity as well as being successful in the market. Proper teamwork will help the management to implement its strategies, increase moral satisfaction as well. For a discount store like Sarah Davis’s one, it is important to establish the culture of teamwork to increase the sales of the organisation. 

· Ensuring equal rights: A proper communication method allows the employees of the organisation to share their ideas and views with the top management which will provide more options to the management to execute the operational strategies of the organisation. Moreover, a proper conversation with the employees of the organisation will bring innovative ideas to process operational activities as there will be lots of people from different kinds of backgrounds (Bhatt, 2011, p83). Sharing the ideas between the management and employees will definitely boost up the employee satisfaction at the end for a discount store like Sarah Davis’s one.

· Organisational growth: To ensure a proper organisation in a gradual manner, effective communication must be established in both the internal and external business environment of the organisation. If the internal communication process of an organisation is strong, the management of the business will surely send the message of the organisation to the external business environment that ultimately connect the business with its stakeholders. For example, a discount store like Sarah Davis’s one is taking a new project to expand the business area. The management of the store needs to connect its internal communication system with the external one so that the stakeholders can get aware of the objective of the organisation (Bhatt, 2011, p84). 
· Establishment of strong management: strong management can be built up with the help of the strong communication framework of the organisation. Providing motivations to the employees, delegating different kinds of tasks, managing the conflicts among the employees are definitely the conditions of constructing strong management of the organisation that can be implemented through a proper and effective communication system within the workforce especially for a business like a discount store of Sarah Davis’s one. 

Thus the management of every business organisation needs to understand the significance of effective business communication within the workplace to make the organisation more successful. 

Significance of two-way communication method within the workplace. 

Two-way communication method refers to the process of making communication between two parties in a reciprocal manner. Through the usage of the two-way communication method, two parties can understand each other and their shared content as well. Two-way communication also helps every kind of business organisation by establishing a public relation through sharing information and opinion with each other. A business organisation needs to follow a certain model for establishing a proper two-way communication method. A brief explanation regarding the model of two-way communication model is given below: 

As a two-way effective communication model, many organisation use Schramm model of communication which establish communication through sender and receiver. It is considered as a circular model that flows the information between the parties at a circular motion. 
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Figure: Schramm model of communication (Juneja, 2019)
There are three types of parties involved in this particular model of two way of the communication model. The first one is the encoder who usually sends or encodes the message for the other parties. The decoder usually receives the message that is initiated by the encoder. And the last but not the least the interpreter usually tries to understand, analyse, perceive and finally interpret the message for better communication (Juneja, 2019). The interpretation of the messages in this model goes on throughout the process. Messages are received by the decoder depending on the interpretation only. When the sender and receiver of the messages apply different types of meaning to the identical messages, semantic noise occurs. That is why both the receiver and the sender needs to be cautious while applying the meaning of the messages to avoid this semantic noise. 

For a discount store, two-way communication is very much important where the employees can share their views and opinions to the management as well as management has a huge chance to have a proper consultation with proper individuals before executing the process. A brief discussion regarding the importance of two-way communication within the workplace is given below: 

· Smooth flow of information: In every two-way communication method, management can be able to establish a proper process of flowing the information all over the organisation. The flow of information can help both the senders and receivers to share their opinion as well. 

· Implementation of decisions: through a two-way communication model allows the management of an organisation to reach the directions for executing the plans properly (Webb, 2019). For example, if the managers of the discount stores want to increase the sales and by applying the two-way communication model, management will be able to provide proper direction to the salesmen efficiently. 

· Hearing employee voice: two-way communication model also allows the employees of the organisation to share their opinions to the higher management so that the management can have more options for their strategic decisions. There are more than 12 workers who are currently working in the discount store. To implement the strategies properly, managers can have a proper discussion with them so that the plans can be executed properly. 

· Creating a proper working environment: As there shall be an involvement of the subordinates in the strategic planning process, all the subordinates will be highly satisfied while getting recognition regarding their efforts (Webb, 2019). 

· Increasing efficiency: And, certainly last but not the least, through the application of the two-way communication model, an organisation can be able to reach the information regarding the goals of the organisation to align the interests of the organisation and the employees within one line. The process will clarify the objectives of the organisation to the employees to increase the efficiency ultimately. 

Effective methods of communication. 

For a discount store, the owner and the management of the store need to apply different effective methods of communication so that the employees of the store can have a proper idea regarding the strategies of the management and management can establish a proper relationship both with the employees and the customers. The management of the discount store can apply different methods of communication for better performance. A brief discussion is given below: 

· Verbal method of communication: To terminate the misunderstanding within the workplace, a verbal or face to face communication is needed (Sherry, 2015, p118). Through verbal communication, the body language of the team members or the salesperson can be understood and can have a free informal relationship with the managers of the store. Through the verbal communication method, the managers also can reach to as well as receive the information from the employees within the quick possible of time. 

· Body Language & Facial Expressions: In many cases, for the management, facial expressions, as well as the body language of the subordinates, are more significant to the management of the organisation (Schwartz, 2019). For the discount store, the managers need to understand the requirements of the salesmen, cleaners and employees through their body language and vice versa. This requires no direct contact between the parties rather management can apply the communication method by maintaining a minimum range as well. 
· Phone Conversations: As managers of the store have different other things to implement, using a central controlling phone in every certain point of the store will allow the management to implement the decision without wasting any time. Phone conversation is also a popular communication method to maintain a healthy relationship with customers (Belonwu, 2018). Through phone conversation, the management can provide better customer services as well as inform the customers regarding the new discount offers as well. 
· Written Communication: Another effective method of communication for the discount store is to communicate with both the customers and the employees through written format. This is more of a formal way of communicating with different parties. The organisation can collect the opinions of the customers through email as well as messages and can reply to them as soon as possible for creating a more positive image (van Atteveldt and Peng, 2018, p85). 

Thus by using effective communication methods, the discount store can also bring success to the business. 

Importance of nonverbal communication while communicating with employees. 

Kidwell and Hasford (2014) stated that the nonverbal communication method includes different aspects of the communicating parties such as the attires, expression of the face, gesture, eye contact and so on. This communication method provides a hint regarding the next communication attempt that will be taken by the communicating party. In every organisation, including the discount store, it is important to understand the significance of nonverbal communication in terms of communicating with the employees. A brief discussion regarding the significance of nonverbal communication while communicating with employees is given below: 

· Dedication: Nonverbal communication helps the communication party to understand the feeling as well as dedication to each other. For example, the managers of the discount store can easily understand the dedication of the employees, cleaner as well as the salesperson regarding their dedication to the organisation. Similar to this situation, employees of the discount store also can understand the behaviour of the managers and owners regarding the performance of the employees. Managers need to react the correct way to make proper Nonverbal communication with the subordinates. 
· Understanding: a proper nonverbal communication with the subordinates will help the management to understand the requirement of the subordinates in the organisation so that they can increase the job satisfaction of the subordinates (Huntington, 2018). Nonverbal communication of the management will help the employees of the discount store about the short and long-term planning of the management, organisational policy as well as the customer handling policy of the organisation so that the performance of the employees can be increased and ultimately the management can expand the business as well. 
Thus through a proper nonverbal communication process, management and employees can build a proper and professional relationship with each other which will allow them to make the organisation more successful in the market. 

Recommendation 

To establish effective communication within the business environment of the store, the management and the owner of the store can follow the below-stated recommendations. Such as: 

1. Providing training about the basic of nonverbal communication to all the employees of the store so that they can show a positive attitude to the goals of the store. 

2. In every regular interval, the management of the store can ask honest feedback from both the employees and the customers so that the performance of the store can be increased. 

3. For better external communication performance of the store, management can involve the audience in the process. 

4. The management must know and have the required information about the employees and the customers so that they can contact them when it is required. 

5. Rather using similar communication method for all parties, the management of the discount store must use a different communication method for different parties. 

Action plan

Action plan for effective communication refers to the reconfiguration of the program for the internal and external communication of the organisation. A brief action plan of the store regarding effective communication is given below: 

	Action Plan
	Particulars
	Responsible party
	Cost (£)

	Situation analysis
	1. Brainstorming with the employees

2. Conducting survey
	1. Owner 

2. Manager 

3. Employees

4. Customers. 
	£5000

	Defining objective
	1. Following the SMART theory
	1. Managers

2. Employees
	£2000

	Defining the key audience
	1. Public in general

2. Regular, past and would-be customers. 
	1. Managers 

2. Employees

3. customers
	£4000

	Identifying the media
	1. both online and offline media can be used to reach the information
	1. Managers 

2. customers

3.Employees


	£1500

	Evaluate the report
	The reports must be evaluated on a regular interval such as weekly and monthly
	1. managers 

2. employees
	£6000


Conclusion 

The effective communication method is one of the key factors for the eventual success of the organisation. For every business, a proper relationship among the organisation, employees and the customers must be established so that they can understand each other’s requirement and provide requirements according to their demand.  On the other hand, a proper and an effective communication method will allow the organisation like the discount store to align the interests of the employees and the organisation in a one-line so that they can be achieved quite efficiently. It is imperative for the management to understand the situation and use different methods of communication according to the situation. 
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