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1.   Introduction

Communication is one of the most essential elements of any successful business. It enables organisations to share information, coordination’s to share information, coordinate tasks, build relationships with customers, and ensure that employees work efficiently toward common goals. 
In business environments, clear and effective communication helps reduce misunderstandings, improves productivity, and supports better decision-making.
The purpose of this report is to explore the role of communication within a business environment and analyse how different 
Communication methods operate in practice. The report also examines common communication challenges faced by organisation and provide recommendations for improving communication effectiveness.
The organisation used for this analysis is pastel hair & beauty, a hair and beauty business that offers services such as hairstyling, hair treatments, makeup services, and beauty treatments. By examining communication practices within this business, the report aims to provide practical insights into how communication supports daily operations, staff coordination, and customer satisfaction in the beauty industry.
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2.  Communication and Methods
Communication in a business context refers to the process of exchanging information, ideas, instructions, and feedback between individuals, or groups within an organisation or with external stakeholders such as customers and suppliers. Effective communication ensures that massages are clearly understood, enabling employees to perform their roles efficiently and helping organisations achieve their objectives.
In a service-based business such as pastel hair and beauty, communication plays a crucial role in maintain service quality and building strong relationships with customers. Employees must communicate clearly with client to understand their needs, preferences, and expectations. For example, a hairstylist must discuss haircut style, hair colour options, and treatment procedures with client to ensure the desired result is achieved.
There are several different communication methods used in businesses. These methods help organisations share information in different ways depending on the situation. The main types include,
· Verbal communication
· Non-verbal communication
· written communication
· digital communication

2.1 verbal communication:
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Verbal communication involves spoken conversations between individuals. This is one of the most common forms of communication used in workplace. In a hair and beauty salon, verbal communication takes place when employees speak with customers about their desired hairstyles,
Explain treatment procedures or discuss appointments times. Verbal communication is helpful because it allows immediate feedback. Customers can ask questions, and staff can respond quickly.

2.2 Non-verbal communication:

[image: ]
Non-verbal communication also plays a major role in customer service businesses. Non-verbal communication includes facial expressions, body language, gestures, and tone of voice. In a salon environment, non-verbal signals can influence how customers feel about the service they received. For example, greeting customers with a smile, maintaining eye contact, and showing positive body language can help customers feel welcomed and comfortable. These behaviours help build trust between employees and customers. 

2.3 Written communication:
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Written communication is another important method used in businesses. This includes written documents such as appointment schedules, service price lists, employees’ instructions, and promotional materials. In a hair and beauty business, written communication helps keep records of appointment, track customer preferences, and provide information about services. Written communication is useful because it provides a permanent record that employees and customers can refer to when needed.
2.4 Digital Communications

Digital communications has become increasingly important in modern businesses. Many hair and beauty salon use online platforms such as social media, email, and online booking systems to communicate with customers. Social media, email, and online booking systems to communicate with customers. Social media platforms allow businesses to promote services, share photo of hairstyles, and inform customers about special offers. Online booking systems also make it easier for customers to schedule appointments without visiting the salon in person.
Using different communication methods helps businesses communicate effectively with both customers and employees. In a hair and beauty business, combining verbal written, and digital communication helps ensure that information is shared clearly and that customers receive a positive experience.
         
     
3. Common issues

Although communication is very impotent in business, many organisations face communication challenges. These issues can affect teamwork, employee performance, and customer satisfaction. Some of the most common communication problems included. 
 There are the most common problems is business communication.
· Miscommunication
· Language and cultural barriers
· Lack of clear instruction
· Poor listening skills.
· Information overload

3.1 Miscommunication:

miscommunication occurs when the message sent by one person is misunderstood by another. In a hair and beauty business. In a hair and beauty business, miscommunication can easily occur between a stylist and client. For example, a customer might ask for a trim,’’ but the stylist may misunderstand and cut more hair than the customer dissatisfaction and complaints, which may damage the reputation of the business.
3.2  Language and cultural barriers:
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Another challenge is language and cultural barriers. Many businesses employ workers from different languages. This can sometimes make communication more difficult. In a salon environment, employees need to clearly explain service, treatment procedures, and aftercare advice. If the customer does not fully understand the explanation, they may feel confused about the service or how to maintain their hair or beauty treatment.

3.3 Lack of clear instructions:
A lack of clear instructions from management can also create communication problem. Employees depend on clear guidelines from managers in order to perform their Task effectively. If managers do not communicate schedules or job responsibilities clearly, employees may become confused. For example, if appointment bookings are not communicated properly in a salon, two clients may be booked at the same time, which can create delays and frustrations for both customers and staff.
          
3.4 poor listening:
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another issue is poor listening skills. effective communication requires both speaking and listening. If employees do not listen carefully to customers or colleagues, important information may be missed. For example, if a client mention allergies or specific hair products they prefer and the stylist fails to listen carefully, the wrong product maybe used. This could negatively affect the customer’s experience and potentially cause health concern.
      







Information overload:
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Information overload can also create communication problems. This occurs when employees receive too much information at the same time, making it difficult to remember important details. 
In a busy hair and beauty salon, staff member may handle multiple clients and appointments during the day. If too much information is given quickly emplyees may forget impotent instructions or booking details.
These communication challenges highlight the importance of having effective communication systems in place. If communication problems are not managed properly, they can affect the Quality of service and reduce customer satisfaction.


4.Recommendations.
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To improve communication in a hair and beauty business. Several practical strategies can be implemented. First, employees should always confirm customer requests before starting any service. Stylist can ask questions and repeat important details to ensure they clearly understand what the customer wants.
Second, regular staff meeting should be organised to discuss important information such as appointment schedules, new service, and customer feedback. These meeting help employees stay informed and improve teamwork within the business. 
Another impotent strategy is providing communication and customer service training for employees. Training can help staff develop stronger listening skills, improve their ability to communication clearly with customers, and handle difficult situations professionally.
The business should also use digital tools such as appointments management systems. These tools help organise bookings, reduce scheduling errors, and ensure that all employees have access to accurate information.
Finally, management should encourage open communication and feedback within the workplace. employees should feel comfortable sharing ideas, asking questions, and discussing any issues they strategies, a hair and beauty business can improve communication, enhance customer satisfaction, and create a more productive work environment.
    
7. PASTLE ANALYSIS[image: ]
 1.1 Political Factors:
· Licensing requirements for salon
· Government tax policies for small businesses
· Minimum wage regulations for staff
· Local council regulations for hygiene and safety
In the salon must follow health and safety rules from the Health and Safety Executive.
      Impact
· May increase operating costs 
· Ensures safe working condition 
1.2 Economic Factors
· Inflation and cost of living
· Customers’ disposable income
· Price of beauty products and equipment

Impact:
· During economic downturns, customers may reduce visits for treatments like facials or nails.

 1.3 Social Factors:
· Beauty trends and fashion trends
· Social media influences
· Increasing demand for self-care and wellness
· Age demographics in the local area

Impact:
· Salons must stay updated with trending service like lash lifts, balayage, or skincare treatments.

1.5 Technological Factors:
New technologies affecting the beauty industry.
· Online booking systems
· Digital marketing
· Advanced beauty equipment
· Hair and skin treatments technologies

Impact:
· Improves efficiency and customer convenience
· Helps attract more client online

3.5  Legal Factors:
· Employment law
· Hygiene and sanitation regulations
· Data protection for client information
· Product safety regulations

Impact:
· Non-compliance can lead to fines or business closure.

3.6 Environmental fact:
· Demand for eco-friendly beauty products
· Waste disposal of chemicals 
· Energy and water usage















8. Conclusion
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In conclusion, communication is a vital element in the success of any business. It helps employees share information, coordinate tasks, and build strong relationships with customers. In service-based organizations such as hair and beauty salon, communication is especially important because employees interact directly with clients and must clearly understand their needs.
This report explored the concept of communication in a business environment and explained different communication methods such as verbal, non-verbal, written, and digital communication. It also discussed common communication challenges including miscommunication, cultural barriers, unclear instruction, and poor listening skills.
The report provided several recommendations to improve communication, including confirming customer requests, holding regular staff meetings, providing communication training, and using digital systems for scheduling. By improving communication practices, a hair and beauty business can enhance service quality, strengthen teamwork, and maintain customer satisfaction.
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