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Executive Summary

In this brief overview of Sarah Davies Discount store based in Swansea it shows, firstly the importance of effective communication for continued success within Sarah Davies store, secondly discussing the importance of One way communication, thirdly discussing the importance of two way communication, exemplifying communication models that will need to be implemented in the structure of communicating with other team members, research has been carried out and investigations on the importance of effective communication in the workplace. 
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[bookmark: _Toc529959315]Introduction
  The aim of this assignment is to give a clear understanding of importance of two-way communication along with one-way communication, during this assignment there will be an investigation on Sarah Davies convenient store based in Swansea, whilst this study focused explicitly on effective teamwork and communication skills within the workplace, it will illustrate what is needed for the business to run more effectively. An article written by the Sunday times, published in Team Building. An effective exercise in leadership states that, Team building is an imperative skill for today’s managers. The ability for staff to perform as a team as well as an individual is vitally important for the organisation. (Maddux and Page, 1994). 

As stated in the case study Sarah Davies is the owner of a large discount store in the middle of Swansea, as the business is rapidly growing, she now employs 20 staff, of varying ages and experience, 4 employees in the stockroom, accepting deliveries and stacking shelves, 2 cleaners, 12 sales assistance, 2 part time employees working flexible hours, two managers, 1 employee on maternity leave. This study will show what is needed in the different departments to work effectively and improve communication standards. 
As stated in business communication by sethi, Effective communication is essentially the key to the success of any business to survive in the highly competitive business environment. (Sethi and Adhikari, 2001)
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Why is effective communication important for the continued success of the organisation?
Good communication provides safe and secure relationships, essential in a workplace environment. According to Sebastian (2004), leadership skills provided by management allows for relationships to be built, where staff have a respect for management and their positioning within the workplace. Furthermore, actively listening is a two-way process, this provides a mutual respect during working relationships. If managers take time to gain understanding of the needs of employees, this will enable mutual respect and help to establish a relationship where trust is gained.  Providing a structure where both parties have a clear understanding of what is needed to allow a good outcome for business to achieve success. 

Communication is important for teams to work effectively in the work place, as it allows for barriers of unhelpful communications to be overcome, clarity of dialog can help both parties gain insight into achieving good outcomes in the workplace. Written communication is beneficial, as instructions can be clearly defined and understood in a coherent manner. Failing to complete tasks in the workplace, can have great cost to business and in turn, could potentially mean loss of employment to the workforce and management. One of the highest barriers is missed communication from one person to another, effective communication that is misunderstood through listening skills, will impact across all sectors of the workplace.
Business recently expanded. 3 staff to 20 strategic training plan needs to be implemented
As company has expanded more communication strategies needed eg. Face to Face meetings, staff emails, staff nights out.
 As stated by Acas for maternity leave.
The Equality Act 2010 makes it unlawful to discriminate against someone, or treat them unfairly, because of pregnancy or maternity. this is not cost effective as the company is down one member of staff so staff need to work efficiently to and cost effectively in other aspects of business. (Acas.org.uk, 2018). 
 Managers need to come up with a shift timetable working together to bring up new ideas of keeping employees morale high. Structuring a plan that is effective and cost efficient. Due- to Sarah employing more staff managers may face higher demands of training resulting in, less feedback creating negative attitudes amongst staff, standards may drop due to managers being more stressed than usual, lack of consistency from workers as their morale is low. 




The importance of two-way communication

	


Two- way communication is important in a workplace to ensure that no breakdowns occur, and that work gets completed. If employees understand each other, and a message is clear within the two-way communications. Early stages of communication are vitally important to establish clear comprehension of mutual communications. Using immediacy to check and clarify own understanding of what is being said can help relationship progress effectively (Blundel,2004).
One -way communication

One-way communication is a way of communication, where by there is only one sender, this person will be verbalising information, in a one- way transmission. It is important to be delivered clearly, as it must involve giving feedback to carry the instructions through. Checking, understanding, and delivering the information as clear as possible by only one-way communication is essential to the success of a well-run business. At times communication could be through means of modern technology.  In order that the receiver has clear informed insight into what is being communicated, the sender needs to be precise with their instructions. The use of public notes can aid understanding for the receiver, an example of this could be a white board. The receiver’s response will be using the same technology, and this to could be described as single communication (Blundel,2004).
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(www.google.com/search?tbm=bks&q=shannon+and+weaver+images -image 1). 
Shannon and Weaver, formed together in 1949 and came up with a communication model as shown above, that was designed to improve in the message transmission and was implemented in the workplace to help employees grow together aa a team. 
Figure 1 One-way communication
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Figure 2 Two-way communication
Feedback – why important for Sarah Davies company. Feedback is vitally important within Sarah Davies company as a way of communication with staff to keep morale high, its good to have information fed back to make important decisions, as stated by The- world of better learning, positive feedback is another word for praise as its all about taking the opportunity to express appreciation of a job well done. (Cambridge University Press, 2017). 



Importance of consultation
Employee consultation is about including employees in any changes in the business.  Management need to involve employees when there are changes in how things are done, to be successful (Acas.org.uk, 2018). If employees are not consulted work may not be completed effectively. Employees can improve the success rate of aims and goals that need to be reached. As a result, according to Acas (2018), communications and consultations have a key role to play both ensuring the business success of organisations and involving employees. 


Importance of employee voice
It is very important for employee to have a voice, to be free and able to speak their minds of any underlying problems that will or could arise. Without a voice, implications may arise, for instance: work targets could not be reached, consistency breakdown due to no feedback (According to Gino (2017), when employees feel their jobs are playing to their strengths, and they feel their unique skills and ideas are valued, they are much more likely to leave the pressure to conform behind. If so, they and the company that they work for stand to gain. 









Effective methods of communication

Staff meetings would be ideal this also involves having telecom radios for two- way communication, group messages through Facebook, WhatsApp, emails, or facetime, workplace meetings both morning and evening shift just before the shift starts. social meetings outside of work.
As stated in Lyfe Marketing, by giving your business brand the social media touch, you not only generate more business but also connect with your customers better and serve them on a higher level. It actually makes your digital marketing easier. According an infographic published by Ambassador, 71% of consumers are more likely to recommend a brand to others if they have a positive experience with it on social media. (LYFE Marketing, 2017).
The pros of using Facebook and WhatsApp for Sarah Davies company is getting to know each other on a more personal level, Internet and social media have changed dramatically people all over the world now communicate via internet, before social media people were limited with their means to with other, we are now able to interact with thousands of people. (https://fowmedia.com/social-media-changed-communicate/). 
Team building events are essential if you want better team relations because it is all about the most important asset of your business – your employees. (https://helloendless.com/why-team-building-is-important/). 
Even the best product or most innovative business plan doesn’t mean anything if there aren’t great people behind it. Employees are the heart of every company and investing in team building exercises enhances their roles and connections.








Significance of Non-verbal communication when communication to employees

“Nonverbal communication is any symbolic activity that communicates a message other than words.  This definition covers a wide range of topics: facial expression, hand movements, dress, tattoos, jewellery, physical attractiveness, timing of what happens, distance, tone of voice, eye movements, the positioning of furniture to create atmosphere, touch, and smell – and that is not an exhaustive list.”       Duck, S. & McMahan, D. (2015) p.89
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As quoted by Jim Rohn ‘If you just communicate, you can get by, but if you communicate skilfully, you can work miracles’ (https://www.educba.com/different-methods-of-communication/) this is why it is important to implement these communication modules above so we get a deeper understanding of one another in the workplace making relationships  and team efforts stronger.





Bruce Tuckmans Theory Model	[image: http://www.improvementscience.co.uk/blog/wp-content/uploads/2017/01/Tuckman_Model.png]
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[bookmark: teamworktheory]Teamwork Theory - Bruce Tuckman's Team Stages
In 1965, Bruce Tuckman produced the Team Stage Models, it has been used in a variety of businesses’. This theory has four stages that do take part in team progress which is to perform an improved understanding of Communication whatever it includes.
This is a model that Sarah Davies could implement within her workplace to help with different forms of communication within the team. 
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Conclusions
It has been concluded that Sarah Davies company needs to implement effective team work strategies using the communication models to have good communication and team bonding exercises. 


Recommendations
Team meetings
Notice boards
Social media
Team building – Tuckman and berlo and Shannon and weaver models.
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	Responsibilities
Who Will Do It?


	Timeline
By When? (Day/Month)


	Resources
A. Resources Available
B. Resources Needed (financial, human, political & other)
	Potential Barriers
A. What individuals or organizations might resist?
B. How?
	Communications Plan
Who is involved?  
What methods?
How often?

	
    Managers

	
   2/1/2019
	Board room is available for morning and evening meetings with staff.

Work union- giving the employees a voice. 

	Differences in perception and viewpoint 


Emotional- some people may struggle to express their opinions or have lack of interest.

	People having a voice expressing their concerns. These meetings should be held weekly 

	
 Managers/Staff
	
 2/1/2019
	Arranging team bonding exercises internal and external. Go karting/paint ball group day out/staff night out 



	
Cultural differences 
Cost 
	Once a month team bonding exercises to build morale keeping the staff happy and excited. 
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