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Introduction
This report highlights the importance of effective team working and communication in the workplace. The purpose is to explain the requirement and the methods of effective teamwork and communication and how it is beneficial in the working environment. There are several characteristics in effective team working in many industries in the world. Team working enhances business as well as acquiring great contributions among the employees. It requires understanding, respectfulness and honesty to make team working happen effectively (Smith, 2019). This report is also about the effectiveness of communication and how it should be utilized in the workplace. It will explain about the importance of two-way communication and its other methods involved. Such example would be the Schramm’s Interactive Model which will be explained in the report.
The report highlights on non-verbal communications too and how it is significant in the workplace when using this method to the employees at work. In this instance, I will use the example of a large discount store in Birmingham that is owned by Sarah Davis. I will also be acting as a business adviser and will advise Sarah on what needs to be done in her business to ensure proper and effective communication that will make her business prosper.
The Importance of Effective Team Working
The benefits in overall when working as a team in a company has good effects. Certain jobs cannot be done alone with one’s initiative, they will require some help from other colleagues in the organisation. It has been said that two brains are better than one to finish off tasks effectively (Leitch, 2017). In that sense, workers in a team can produce many solutions to unexpected problems should it ever arise. Such teamwork can boost confidence as well as making the working environment more pleasant. The overall benefits in effective team working may include things like boosting productivities, morale improvements, innovation encouragements, attracting new talents, improving relationships, improving services, allowing flexibility and also career enhancements etc (Magloff, 2019). Primarily, teamwork has many benefits to obtain more efficiency because it gives everyone the chance to focus on one certain problem with different minds. Everyone working together brings mutual support and understanding to deliver the solution of an issue. Sarah Davis owns a large discount store in Birmingham with 20 members of staff working there with varying ages, experience and of diverse backgrounds. Some work in the stockroom handling deliveries and filling the shelves, some are cleaners, a dozen of them are sales assistants and two of them are store managers. Many staff do part-time, others work varying hours and night shifts. However, one of the sales assistant is on maternity leave right now which leaves 19 employees.
[image: ]
Source – Pexels.com (free to use site)
Sarah’s business has boomed quickly over the last year where she started off with a small store having only 3 employees. There are potential benefits of effective teamworking in the store for Sarah to lead as main manager. The crucial part is effective communication among the workers despite them being of different ages and having different levels of experience. Communication is the motivator to ensure her business is well maintained and to achieve more success. Sarah can use that motivator in her workers to solve problems and reach certain goals as well as meeting personal needs for all individuals. Effective collaboration is another factor for her team to work together effectively and efficiently. Sarah also needs to realise that to make her workers perform potentially is not an easy task because to make teamwork happen, it has to be built. If she is struggling to work with her team, then it means utter failure (Wehbe, 2017). The other potential benefit of effective teamworking at her discount store is that it will bring unity in the workplace regardless of race, creed or colour. More opportunities, productivity and learning new things will be created at the store having effective teamwork. Sarah has those potential benefits and she only needs to put in great effort to make it happen.
The Importance of Two-Way Communication
To begin with, communication itself simply means the exchange of information, ideas or thoughts that creates a mutual understanding between people. A sender and a receiver will be required for the process with the sender producing the message using any forms of communication to transmit it with their ideas or concepts to the receiver. Such communication forms can be the use of words (speaking), pictures portrayed on a wall, text messages, hand-written letters, electronic transmission media or sign languages for example. This is generally known as two-way communication.
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Image Source - https://www.employees-lawyer.com/two-way-communication-organizational-trust/

According to DR. John Lund, there are signs on how to better understand the way people interpret communication with each other. DR. Lund’s research shown that when a person communicates with us, their message to us is interpreted on three things that is based on and his statistics say that 55% is constructed on the person’s facial expressions and his/her body language, 37% is on the tone of the person’s voice and 8% is based on the words the person says (Anderson, 2013). These findings are average percentages formed across both male and female.
The report will explain about a specific type of communication model and how it will benefit especially in Sarah’s business. First there is a linear model of communication which is simply a one-way communication model where the message is flown from sender to receiver in a straight line. Some examples that follow the linear model are Shannon Weaver Model and Berlo’s SMCR Model.  Another one is transactional model of communication where both senders and receivers are the communicators and their roles of communication are played equally. This type of model may include non-verbal communication like hand gestures or other body language for feedback (Businesstopia, 2018). Helical Model or Becker’s Mosaic Model follow this type of transactional model.
The most important one is the interactive model of communication (aka convergence model) followed by Schramm’s Interactive Model. This model is similar to the transactional one because they both work as two-way communications. However, the interactive model is widely used for mass communications such as videos, news, social media and so on. Wilbur Schramm (1907-87) was an American Scholar of Mass Communications and proposed his model and written a book called Process and the Effects of Mass Communication in 1954. His role was very important in building the discipline of communication studies (Yun, 2019).
[image: ] Source - Moodle

The above diagram of Schramm’s Interactive Model with 3 elements in a two-way communication system explains that:
1. Encoder – The one who does the encoding or sends the message (sender).
2. Decoder – The one who receives the message (receiver).
3. Interpreter – The person trying to understand, analyse and perceive.
Schramm’s Model is a constant communication flowing in a circular manner. We should also note that receiving a message is not equal to as interpreting a message (Novak, 2019). If I am the intended person to receive a message from the sender, it does not mean I would interpret and understand it correctly. Schramm’s Interactive Model will have good benefits for Sarah’s discount store and these can include: 
· Increased efficiency 
· Problem Solving 
· Good working relationships
· Improved interaction
· Improved morale
· Inspired innovation
· Time investment is shortened
· It does not cost anything
· Better understanding
· Increased revenue
· Better customer service
Effective Methods of Communication
There are numerous forms of communication methods in the business world. These can include formal and informal, internal and external, and verbal and nonverbal. My advice to Sarah would be to choose formal, internal and nonverbal methods of communication. These in my opinion would be effective in her business because her employees are of varying ages, experience and are also diverse.
Formal communication would be my choice for Sarah because it enables respectfulness in the workplace. It eradicates doubts and misunderstandings and it will provide a good platform to interact with workers who have less knowledge in the English language. It also benefits for those four employees who work in the stockroom and the other two who do the cleaning in the store. Basically, formal interaction is a great strategic plan to use a two-way communication to exchange information that will support a clear agenda for her discount store for the present and future (Callaway, 2019). 
Internal communication is important for Sarah to have an impact on her business and smooth operation. This method of communicating in the workplace will flow well through the formal channel, either horizontally and vertically, or either verbally or in written form (Coach, 2015). The exchange of information, ideas, performance, planning, motivating and controlling will be a great advantage in this internal method of communication.
Nonverbal communication would be advised to Sarah which requires hand gestures, facial expressions, eye movements, postures or written signs for example. Compared to verbal communication, nonverbal is a wonderful substitute for messaging others whilst talking to another person (Coach, 2015). For instance, if Sarah was on the phone in her office and one of her two managers stands at the door, she can motion them to enter by using a polite hand gesture towards the chair to have a seat. Sarah can use nonverbal methods for those employees who are illiterate or cannot understand the English language that well. Nonverbal directional or warnings signs can be used to convey a message. Nonverbal behaviours sometimes can help to show contradiction to verbal communication which is something Sarah may benefit on.
Recommendations
The four general functions for communication are control, motivation, emotional expression and supplying information if Sarah wishes to enhance her business. I would first recommend that Sarah understands the individuality of all her employees including her two managers at the store. Get to know their weaknesses and strengths and identify which communication method will be best especially on Schramm’s interaction model. Since Sarah has been running her organisation for a year when she started with only three employees, it has led to a rapid expansion in a short space of time where she now needs to handle 20 people with one of them on maternity leave as already mentioned. It has come to her attention that formal methods or processes are required to run her store effectively and I as her business consultant will try my best to assist her.
Sarah needs to develop an understanding on the diversity, culture and value of her employees and needs to be respected without offense. Equality and fairness must be obtained always. There are three workers with less knowledge of the English language and two of them work in the stockroom filling the shelves and the other one is a cleaner. If they talk to Sarah and she does not understand clearly what has been said, she should not get irritated without putting in some extra effort first. I will tell Sarah to be patient and treat it as a learning experience. Maybe useful gestures or facial expressions will be helpful to understand on what has been encoded, decoded and interpreted. A little sense of humour will go a long way without Sarah and the employee feeling intimidated. It will reduce the tension and enable comfortability and build better connections. 
Sarah should be careful of hand signals because it could mean other things that may be interpreted as being impertinent. A thumbs-up signal may indicate vulgarity, handshakes may offend and handing an item to a person with the left hand should also be taken into consideration. My advice to Sarah would be to learn to adapt to those employees and pay attention to their hand gestures and figure it out. Facial expressions and postures are a good way of displaying effective communication. Employees will notice that Sarah’s body language is saying something without uttering a word. Good posture will lead to good motivation for her employees to work effectively.
Internal communication keeps things flowing continuously and benefits the twelve sales assistants and the two managers. Combined with nonverbal and formality, the internal method works well to ensure smooth operation of the store. Motivation and productivity will improve where employees will feel comfortable communicating with each other and their customers (Miller, 2013). Without Sarah taking all the effort I would advise her to involve the two managers to take some responsibility. To ensure effective teamwork, Sarah can train the managers of effective communication to the other team members so they can get to know them. This method will make the team members feel connected and they can address their concerns individually with the managers rather than Sarah. Also, clearly displaying written notes with instructions and rules is another great way of communication in the workplace. Sarah should encourage her workers to follow the rules and regulations by obeying important signs on the wall such as “Wash your Hands” or “No Food & Drinks Allowed” for example. Employees will understand better to keep the store hygienic and for safety reasons.
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