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1.INTRODUCTION

The purpose of this business report is to give advice to Sarah to help her with her discount store which is growing at a rapid pace. I will be writing about some of the things Sarah needs to do, to help her. The added costs of an increasing business, such as buying extra stock for which she will need extra capital. The increase in staff and wages, hiring of experienced staff to help with the running of the business all of this will have a impact on the finance, DJ Storey (2016).
Also, I shall be writing about some of the things Sarah needs to do such as the staff will need extra training, the hiring of new staff to deal with increase in the business, create a staff identity by providing uniforms. The importance of communication between the staff and management, so that the correct messages and emails can be passed on. 
The importance of customer loyalty and of advertising her business, JR Copulsky, MJ Wolf (1990) with new products and customer loyalty schemes.


2.The importance of effective team working.

With the business growing it is very useful to work together as a team, to help with the growth of the business. There will most likely be an increase in staff and with extra workloads for the current members of staff, which at the beginning could be difficult to handle and the extra pressure this will put on the staff. The importance of working together as a team, AO Osibanjo, J Akinbode,(2018), is a very important part of any successful company or organization. It can increase staff morale and the staff will feel as if they are valuable members of the company, which in turn can help with communicating with the management. If there are any issues then instead of covering them up if the company has effective communication skills and understanding, they can be dealt with and resolved straight away otherwise there could be problems if not dealt with promptly.
The rewards and extra benefits this will improve the running of the company, E Salas, T Bisbey (2019), as with most companies when there is an increase in sales and the company is growing, there will be a impact on staff, and the need to train and help them. With extra training and a better understanding of the staff and their needs, it can help the company to grow successfully. With the correct information being passed on for things such as orders being sent to the right department, emails being read and sent to the right department can help with the smooth running of the business. Effective team work can also help with the morale of the company, as with the company growing Sarah needs to still be there for the staff if there are any problems to resolve. There will also be a greater responsibility on Sarah to make sure everything is running smoothly as the company is growing. Better team work will create effective communication, between the staff and can also help with boosting staff morale. Working together as a team you are more likely to come up with ideas and problem solving, to help the business grow. By dividing the store into different departments and having a someone in charge for each of those departments it will help deal with problems and issues quickly having someone direct to report to, who then can relay any messages to the manager if they cannot resolve it themselves. All of this can help run a business and deal with any customer and staff queries if need be.




3.The importance of two-way communication.
In this section I will be writing about the importance of two-way communication based on Schramm’s Interactive Model and it’s benefits for Sarah to help her in her growing business, and to communicate with the staff.
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There have been many communication ideas, but one of the most simplest and easy to understand was Schramm’s Model, S Saleh ‘et al’,(2015), as illustrated above. Which is where each person acts as sender and receiver. It can only work if there is good communication between the staff and Sarah.
As in any business communication is one of the most important component of the company structure, AC Stanciu, ‘et al’(2016). Without a proper communication in place for Sarah in her growing business it could easily fail. The benefits of the system are that if any messages such as emails, telephone calls are sent by the encoder, in this case the staff then the receiver Sarah can easily receive them and act on the message accordingly and if any important messages need to be sent, they can be acted on quickly.
Communication between the relevant staff and Sarah will only work effectively if the correct procedure is followed, and the messages are received and acted on. If for example there is a breakdown in the communication link the results could be in some cases severe. You might have run out of stock and placed an order but sent it to the wrong department. One of the staff members might be ill and did not know who to phone to say they are not available to come to work. The delivery of new stock has not arrived as someone placed the order late. These are all problems that can be resolved by having knowledge of who needs to know what with a good communication skill.
As with any growing business there will need to a employee consultation, MR Markovic, A Salamzadeh,(2018). Sarah needs to consult with her staff the possible changes she has in mind for the company. With a democratic consultation with the staff it will help her, also the staff will feel like they are valued. Listening to the current workforce and engaging with them, hearing some of their ideas on the way to move forward can also be a great help. The possibility of changing job hours for the ones who work part time to full time, extra training for staff. Uniforms also need to be provided to make it more formal.










4. Effective methods of communication.

Communication is a very important part of everyday life, from your personal life to work commitments. So, it is extremely important to try and improve your skills, M Prada ‘et al’(2019), to communicate with your work colleagues, as a lack of good communication skills could lead to misunderstanding at work.
The challenges facing Sarah and the staff is with discount store growing at a rapid pace, she needs to consider training for the small amount of current staff and possible new staff. 
Some of the following methods will be of a great help in the business. Sara needs to set up a formal method of communication between herself, the managers, supervisors and staff. So, if there is a need for anyone to get in touch with a member of staff, they can follow the correct procedure. It might not always be the case to get in touch with the manager, in some cases the supervisor could deal with any enquiries. This can save time and keep a record of all formal matters. Of course, you can also use informal skills if you are chatting to your work colleagues or manager about any problems. The only problem with this is sometimes it could take longer for you to sort out your problems.
Internal and external skills are also important as with the business growing from only 3 members of staff to almost 20 in less than a year, staff will be dealing with increase in customers and other work colleagues, R Piehler ‘et al’(2019). The importance of internal skills such as communicating with other staff, managers and supervisors will be important so if there are any problems, the right people can deal with it and everything is dealt with internally within the company. With the business growing skills such as dealing with customers, handling enquiries, ordering stock for the shop, dealing with creditors will play an important part, and with this being a more formal process for example staff dealing directly with the members of the public, the staff need to be in full uniform as they are in the frontline.
Verbal and nonverbal skills also play a very important part within the company. With there being a range of staff members of varying ages and experience. When you are having a verbal discussion with either the manager or customers, the need to speak clearly is important. Things such as meetings, talking to fellow workers and customer service need good verbal communication skills. As the owner of the business Sarah needs to understand the importance of good verbal skills when dealing with her managers, and staff and customers in order to have a good working relationship.
Nonverbal skills are also important, most people do not realize the importance, such as how you dress to the way you do hand gestures can easily relay a message to the other person. Your facial expressions are nonverbal, you could have a angry expression, happy face, look surprised in fact quiet a few ways of expressing yourself. Even with eye movements you can communicate, it signals interest in others, good eye contact means you are willing to listen which is important in a business. Using facial expressions could show you look interested in something, you are listening. Using hand gestures is also a sign of nonverbal communication you could use gestures to say you are pleased to meet people with a handshake, you are listening of course Sarah needs to realize that different cultures have different gesture meanings, so the staff need to be aware of this.

5. Recommendations.

On conclusion of doing the business report for Sarah to help with her growing business, I have come up with the following recommendations.
As with all expanding stores, the different sections of the store should be designated, so customers know where to go to purchase their items. Have a supervisor for the various departments, so that if there are any problems it can be dealt with.
Organization of the staff roster is also important to the running of the business. A roster needs to put in place, so the shop is not understaffed. It might mean asking some of the staff to work full time and cover any absences if someone is unable to come to work.
There should be company structure, so each person knows their responsibilities and duty. With this staff communication link in place, from the manager right down to the staff, it should be easier to communicate with the right person. With a good structure in place, TL Howard ‘et al’(2019) it can make the discount store more formal and easier to manage.
There should be a store uniform for the employees to make it more formal, as they are frontline staff and the first person a customer sees. Being in uniform and properly groomed shows a good professional image to your customer.
There should be investment in information technology, as the company is growing it needs to keep UpToDate with stock records, ordering of goods, office work. With a IT system in place it will be easy to see what stock they have sold, things that need ordering and also a record of what the bestselling items are.
The staff will also need training, with the varying ranges of staff and of different cultures and values, communication training is important. Nonverbal training such as hand gestures and eye contact are important in sales and dealing with customers, with some investment in staff training, L Benton, (2019) it can help the staff. Also, more training will make it easier for people of different cultures and ages to work and help adjust to working in a busier store. As in the multicultural society that we live and work in today communication, S Taylor(2006) is a key component of a successful and happy workforce.

.

 





6.References

Copulsky, J.R. and Wolf, M.J., 1990. Relationship marketing: positioning for the future. Journal of Business Strategy, 11(4), pp.16-20.
Howard, T.L., Ulferts, G.W. and Hannon, J., 2019. Leadership Styles of Small Business Owners: Linking Theory to Application. Journal of Leadership, Accountability and Ethics, 16(2).
Markovic, M.R. and Salamzadeh, A., 2018. THE IMPORTANCE OF COMMUNICATION IN BUSINESS MANAGEMENT. BUSINESS MANAGEMENT, ENTREPRENEURSHIP AND ENTREPRENEURIAL TENDENCIES, p.11.
Osibanjo, A.O., Akinbode, J., Falola, H.O. and Oludayo, O.O., 2018. Work ethics and employees’ job performance. Journal of Leadership, Accountability and Ethics, 12(1), pp.107-117.
Piehler, R., Schade, M. and Burmann, C., 2019. Employees as a second audience: the effect of external communication on internal brand management outcomes. Journal of Brand Management, 26(4), pp.445-460.
Prada, M., Rucci, G. and Urzua, S., 2019. Training, Soft Skills and Productivity: Evidence from a Field Experiment.
Salas, E. and Bisbey, T., 2019. Team Dynamics and Processes in the Workplace. In Oxford Research Encyclopedia of Psychology.
Saleh, S., Sahu, M., Zafar, Z., Berns, K., Rama, R., Skatulla, S., Sansour, C., Auccahuasi, W., Marcatoma, J.B., Takayama, S. and Watanabe, M., 2015. A multimodal nonverbal human-robot communication system. In Proceedings of Sixth International Conference on Computational Bioengineering, ICCB.
Stanciu, A.C., Condrea, E. and Zamfir, C., 2016. The importance of communication in quality management. Ovidius University Annals, Economic Sciences Series, 16(2), pp.393-396.
Storey, D.J., 2016. Understanding the small business sector. Routledge.
Taylor, S., 2006. Communicating across cultures. Manager, p.12.
[bookmark: _GoBack]
image1.jpeg
THE SCHRAMM’S MODEL

Schramm's Model of Communication, 1954

ﬂ

Interpreter Interpreter

W




