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1.0 INTRODUCTION
As a business consultant for Sarah Davis, I have conducted the relevant requests and also provided the advice for her organisation, about how to maintain effective teamwork and communication, in this report I intend to explain the key importance and the effective methods of communication within her organisation,
I evaluated that Sarah's Business has been growing rapidly and she has expanded her store, the rapid expansion has driven the need for more formal process, and I shall advice Sarah as a Business Consultant how to maintain effective teamwork and communication, This report will highlight key aspects such as the importance of effective team working, and the importance of two-way communication, using effective methods in her Business, I will point out some important issues about Sarah's Business and conduct some relevant research in how to smoothly run a Business,
I take note that Sarah's the owner of a large discount store, and employs 20 people of which 2 are managers, majority of them part time with varying hours, and that just 1 year ago it was a small convenience shop employing only 3 people, the Business has grown very fast and with good prosperity, so to ensure that the business continues to do well I shall advice her how to maintain good teamwork and communication within her organisation, and how to continue the success of the organisation, as the Business is doing well and has maintained a good steady turnover it's now employing 20 people which shows the Business has grown.



2.0 THE IMPORTANCE OF EFFECTIVE TEAM WORKING 
Within an organisation and business the effective team working is very important and crucial, as it underlines the key importance and working strategic methods required in that environment, one important benefit of working as a team is that it can help communication issues and barriers, where team members can freely express their input and ideas, without team work and communication the goal would never be achieved, the effective team working is about collective approaches and working inline with policy and regulations, such that all personnel are working for a goal or target, as mentioned by (Bridgeman, 2018) it says Effective teams have a common goal. They have one shared objective that each team member is working toward. This goal is unambiguous, known to all team members, and has a clear path to achievement. An uncertain goal can never be achieved satisfactorily. Uncertain goals have vague outcomes with numerous varying approaches. These varying approaches will be debated within the group creating discord.
2.1, As a owner of the business, the effective team working is important for the organisation and defines the continuous stable structure of its revenue turnover. In a business environment its crucial to have effective team working, because its potential benefits can help operations and procedures run more smoothly and effectively, as the business has grown rapidly, effective team working will make work within the store more efficient and faster, getting more tasks completed without work overload and pressure, establishing a set target or a business policy working structure, such as a guideline or rules, that will enable the team members to co-operate within that requirement, this can also prevent issues with communication barriers within the workforce, as employees are rehearsed and well aware of the daily operation that take place in the business, the team and the business will less likely have any operating and maintaining issues, unless limited to by it's capacity.




3.0 THE IMPORTANCE OF TWO-WAY COMMUNICATION
There are various ways of communication such as written, digital, symbols, using hands, facial expression, and eye contact, the function of communication especially the two-way communication is very important for the store and its operators, communication can be of information source, different channels, and destination/receiver, the interactive model of two-way communication process, of converting and and changing encoded messages and decoding, via various channels of information sent and received are a very effective way of communication.
(Comm. 2017) Below is the Schramm's interactive model, this model shows how messages and meaning is transferred from one person or group to another.
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(illustration, Schramm's Interactive Model 1954)
Schramm's model of communication is used in both Intrapersonal and Interpersonal communication, the model takes communication as a never ending process which constitutes messages and feedbacks. The two-way communication is a very important component as it lets the sender know if the receiver has interpreted the message as required or not. The message becomes useless if the receiver does not understand it making feedback different than the expected outcome.
As a business owner of a large store, employing 20 people, Id consider the use of communication model, because of its reliable and beneficial tool for the store and the staff, as majority are part-time workers and communication or information of the business operatives are not clearly updated. The business could benefit from this form of communication strategy, as the business has grown rapidly, and using shared meaning system can make things run more smoothly, if the business continues to maintains it's communication methods and system, the organisation will run and operate efficiently and accordingly. 


3.1) In every successful business, as a consultant I believe the thriving and success of a business is down to the whole business in itself, include its intellectual property and the finances it holds, but most of all important, it's your staff and team of operators that makes a business continue to prosper and succeed. So the importance of communication is very crucial, and as a owner of the business you are responsible of it's operation and need to accept liability, its important to communicate with your staff and managers, keeping a routine and improving your standard's with your staff, in consultation, dialogue, discussions, and effective communication.
(Acas June 2014), having employee communications and consultation can improve organisational and management performance and also improve decision-making in the business, and employees will be able to perform at their best if they know their duties, obligations and rights and have an opportunity to make their views known to management on issues that affect them. So having the right measures put forward and consulting with your staff that includes everyone, it can improve business results.
The business must adapt to improved and reliable sources that keeps the business run efficiently, and to uphold the communication and effective teamwork strategy at all times, keeping updated formal process and plans in place, and with a well maintained operation, the business will have no issues in terms of service and how it runs, as long as you (The owner), considers interacting and consulting with your staff and managers, the business will continue to thrive under your demands.
In businesses owners and Managers need to communicate information to employees about:
-Business terms and conditions. -the job and its work and performance required.
-And changes to any business guidelines and operation.
-Face to face meetings, or video conferencing.
-Email notice board and organisation newsletters, or written
Employees will also have concerns and points or issue they wish to raise about their job, it's important to consider every employees voice, and the organisation should be in provision for communicating this information to managers.


4.0 EFFECTIVE METHODS OF COMMUNICATION
These days there are many forms and types of communication methods, and some work differently to others but the conveyance may or may not be the same.
Effective methods of communication can be;
· Verbal communication
· Digital communication
· Gestures or using hands
· Written 
· Signs and symbols
Communication can also be internal & external,
· Internal communication happens within the business.
· External communication take place between the business, individuals, or organisations outside.
Formal and informal communication,
· Formal communication are official messages sent by an organisation.
· Informal communication messages are unofficial.  
Verbal communication- face to face, telephone, radio, digital or media.
Non-verbal communication- eye contact, movement, gestures, expression.
For a large discount store, the most reliable communication is face to face communication, integrated with modern digital systems, (Morgan. 2017), says the richest and most complete form of communication is face to face communications. With this you will be able to observe body language and facial expressions, as well as understand their tone of voice, which means that the chances of your message being interpreted correctly are increased.
The most effective way of managing you business so that your store runs smoothly, is the internal and formal communication and the use of different methods, and In business non-verbal communication can also be very effective, such as gestures, eye movement, and facial expression.



4.1), For you to manage the store smoothly it also requires the suitable communication methods, verbal and non-verbal, the use of digital electronics to convey messages and signs can also be a very efficient tool for the business, as it can increase operation flow and speed and still continue to run without overload and pressure. (Morgan. 2017), The more information we get about the communication and the more consistent that information is, it has more chance of interpreting message correctly, and these signals are meanings of someone's message, and we can include facial expression and body gesture.
To operate in a formal way and run business smoothly, the use of different methods of communication is important to consider, and email communication and intranet network is the best form of communication for the informal and non-verbal use, (Holtman. 2018), Internal communication is quite simply, the way that a company and its employees interact with each other. effective internal communication is vital to employee engagement and morale. Ultimately, it’s this which leads to a motivated, productive and loyal workforce. Email is the simple, effective and obvious choice when it comes to communicating with employees. private network which is only accessible to your staff. With the ability to reach your entire workforce, it’s no surprise that 93% of organisations say they use theirs as a main channel of communication.











5.0 RECOMMENDATION
There are many aspects to consider within the business, such as the recommendation of consultation policy, and internal communication, because it will help maintain the business, and keep a consistency of high working standard in a business that shows the dedication and ethos of operator's and owner's that are keen to efficiently run their organisation.
A business than can run without the need of continuous attention and prompting staff, and are well stable in terms of operating and managing, and it can operate without any issues, this is because your store may choose to operate via effective verbal communication and interaction as well as electronic or digital signals, that does not require the need to verbalise or dialogue with staff at all rates, (Staffbase. 2019), But purpose isn’t limited to showing employees their goals; it also includes visualizing the actions that each and every person can take in order to contribute. For example, it’s highly effective and motivating to regularly post and share information about what a team or a company has achieved. Reaching set goals together increases the feeling of teamwork and progress. Employees should never learn about important company news from an external source. But having news and information easily accessible on our smartphones and networks anytime and anywhere is a situation that intimidates many companies. The only way to deal with it is by learning to match and even exceed that external speed and to make internal points of view readily available—not just during times of crisis, but also in day-to-day operations.









5.1), A business must consider equality rights, disability rights, and discrimination law, as many workplaces are very diversified and include non discriminative recruitment procedures, the consideration of such must also be taken into account When it comes to recruitment, in many organisations the academic skills and work experience are things widely considered to be credible and looked at, but id recommend that a large successful discount store such as yours, have employing and recruitment based on communication skills and interpersonal skills, as this will continue to keep the business thriving, given the fact that the business continues to maintain a consistent effective team working structure.
 I have sourced information from a website that relates to autism and how its having a negative impact for those looking for work, and what the employees look for. Data for the communication and interpersonal skills graph, The following table shows the percentage and number of job adverts that demanded each type of criteria. The total number of jobs was 1,662.
( Hotham-Gough. 2013) No. of demanding each type of criteria
	Criteria
	% of jobs
	No. of jobs

	· Excellent communication skills,
· Good communication skills,
· Excellent interpersonal skills,
· or Good interpersonal skills
	56%
	927

	· Excellent communication skills,
· or Good communication skills
	49%
	819

	· Excellent interpersonal skills,
· or Good interpersonal skills
	26%
	434

	Excellent communication skills
	33%
	553

	Good communication skills
	17%
	279

	Excellent interpersonal skills
	16%
	273

	Good interpersonal skills
	10%
	166
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