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Introduction 
This report contains the following information of why effective communication is important for the success of Sarah’s business. The main purpose of this report will be to consult Sarah about how to maintain her large rapidly growing business by advising her on how to implement the methods of effective communication and teamwork within her organisation.  Using the Schramm model (1954) of communication will help to explain the importance of two-way communication. I will also be explaining the different methods used to promote effective communication and team work, specifically to Sarah’s consultation and the significance of non-verbal communication. By looking at each method this will then help narrow down which methods work effectively to contribute to the growth of Sarah's business by using a list of recommendations, which then can be used to help this business run more smoothly. Effective communication and team work promotes motivation and good staff morale for both management and staff members this can be achieved by teaching various ways of managing conflict, the benefits of teamwork and successful team development. According to an article found on management study guide (2015) “An effective and efficient communication system requires managerial proficiency in delivering and receiving messages. A manager must discover various barriers to communication, analyse the reasons for their occurrence and take preventive steps to avoid those barriers. Thus, the primary responsibility of a manager is to develop and maintain an effective communication system in the organization”.




Importance of Effective Team Working
[bookmark: _GoBack]The benefits of effective team work in an organisation can lead to positive outcomes. When a team is placed together, sharing the workload can enable tasks to be completed efficiently which contributes to good team rapport and building self-esteem. Merriem-Webster (2016) defines teamwork as work that is done by many associates with individual parts but all subordinating personal prominence to the efficacy as a whole. The other benefits of effective team working combines the strengths of people with the same skill set that can work together and finish their tasks on time and at a high standard. Teamwork builds trust between members helping them to establish better relationships and encouraging one another to seek support and guidance. According to (Sandler.com, 2019) the 6 steps to effective of team working are creativity and learning this will help Sarah and her members of staff to share ideas through brainstorming it creates creativity and positivity amongst different departments this prevents sole Ideas going stale and promotes fresh idea and learning from others. By combing different views and perspectives to create more selling solution. This then leads on to bring together complementary strengths working as part of a team lets colleagues build on their skills and talents of their teammates for Sarah’s business this will work extremely well as she has many different employee’s ranging from different ages and multi-cultural backgrounds. While a person of an older ages might have more experience in a particular skills a younger member of the team may have a different approach allowing them to combine Ideas together which causes change, adjustment and trust. Relying on one others sharing others ideas and skills builds up teamwork and trust. Trust gains a strong relationship with staff members even departments there maybe occasional disagreements but effective team and communication is the key is allow Sarah and employee’s to build a strong bond a family away from home having this sense of feeling allows them to feel an wins or losses and it affects them altogether as a team it encourages every member to open up to each other and communicate. Teamwork produces creativity and effective solutions in hard group tasks, without trust a team cannot work as a strong unit on difficult projects can be succeed by having trust Sarah and her employees can individual grow confidence in each other’s distinctive skills














The Importance of two-way communication














Effective Methods of Communication
Communication is importing and exchanging information whether it be speaking, written, your body language or through social media it’s even more crucial within a business. In this section, I will be looking at the important effects of communication and teamwork, within Sarah’s organisation. Poor communication affects teamwork in a positive and negative ways. The quality of communication within the organisations are very important in Sarah business vertical communication which consists of downward communication where authority starts from sales management to floor salesmen. Upward communications start from the employee to the employer. This form of communication is good for feedback within the organisation. Horizontal is both informal/ formal ideas that are exchanged between different departments or members of staff. Diagonal communication is between management and employee. Other methods of communication that will be looked at within Sarah organisation are internal communication this happens within a business. External communications are a discussion that happen between the businesses and outside individual and organisations. Formal and informal communication are messages that are directed by the company via memo, email and fax. Informal communication is office gossip between staff members. Communication promotes motivation for both management and staff members everyone knows what work needs to be done, it helps individual attitude


Recommendations
In order for Sarah's staff to communicate effectively I recommend she holds weekly staff meetings which will encourage the staff to speak out on any problems they’re having whilst working it's also an opportunity for Sarah to discuss work rotas and offer staff training for those who don't feel confident and need to better their skills. I also feel that Sarah should organise an extracurricular active outside the workplace such as staff meals, drinks, bowling things that a team based this enables all members of staff due to different cultural and ages that Sarah employs to relax and build bonds outside the office and find out things about one another. The majority of Sarah's staff vary from different cultural background for to implement an intolerance to racial comments or abuse Sarah could host a cultural food event at the end of each month encouraging staff to bring in a dish that represents their background. Offering staff training for different roles leads Sarah to putting staff on rotation. Allowing them to experience different job roles and to grain different skills in a different area of expertise this will allow them to work with other staff on a weekly basis. You will always have some staff members that don’t get on with other staff members within the business sector which course conflict having a work based email system ensures the staff and mangers can have regular contact with each other, every staff member would have their own individual email address based on the company's name combined with their own name. if they have any private or personal issue, they can email Sarah or another department.  This system could also be used to change shifts with another member of staff, message other colleagues about a finished task whilst waiting confirmation from Sarah at the same time.
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