1. [bookmark: _GoBack]Why effective communication is important for the continued success of the organisation. 
Effective communication is important for the continuing success of a business because, effective communication is a simple form of professionalism within the workplace. This would allow the business to continue the path to success because it will allow the business to set aims and objectives for themselves to see whether they have improved as a whole business, or whether there are gaps or surpluses in the organisation. With effective communication a business can make more profit as they are communicating with the customers and getting to know what they want to see in the future and also customers will most likely leave feedback and this will help the business to gain more ideas of how to grow their organisation and what the needs of customers are. Most companies follow a protocol called the paper trail which is very important as employees and customers can communicate over email which a lot of people find very easy. This makes it easy for employees as they can communicate and find out what their job roles are for the following day and everyone can make sure that they are clear on what needs to be done. This saves a lot of time and in a company, money is time. 
Another form of communication is verbal communication, for example if an employee is working very hard and is noticed by the manager It will make them work harder as praise boosts confidence and in other words morale. On the other hand, if a manager sees that an employee is not working correctly and looks like they have a lot on their mind verbal communication will automatically turn to nonverbal as the manager will have to speak to the employee and ask them what is going on and if they need to take time of or if they require another employees help. This will also show the employee that the people in the workplace environment are trying very hard to make sure that everyone feels like they are in the correct place. In a workplace it is very vital to make human interaction with employees as this is the only way you can solve any real-life problem.

The next thing that I would like to point out is what the roadblocks of effective communication are:
· Misjudging a situation before you know the full problem or have heard both sides
· Ignoring opinions or ideas of those who are in the workplace 
· Calling other employees or customers names
· Irregularity of protocols or rules 

2. The importance of two-way communication (using models to illustrate your points), including the importance of consultation and employee voice. 
First of all, a two way communication within is a business is when two employees or anyone that works within that business are sending or receiving message bearing in mind that both the sender and the receiver do not have to be present in the same room to do this. The most important part of a two way communication wall is that both of the people are expected to be on the same platform whilst communicating this is known to be very important. The communication wall is fully completed when the receiver has understood the main line of that message or has decoded it to make sense. The main reason that businesses use a two-way communication wall is because it is easy and quick to use when exchanging information, ideas and opinions about that business and should be kept confidential.  In todays society every business faces very tough competition as ideas for businesses are growing and more and more people are coming out of universities with degree’s and new ideas for different types of businesses. it is very essential that a company makes their stand and makes space in the market for their business. To do this it would be very essential for the business to outstanding brand communication to attract their target audience. Customers are normally very quick to identify the product because of companies branding techniques. Brand communication is not only their logos and their identity, but it helps their products get identified if audience properly. The next step would be to talk to the employees and see what aspects they are looking for within the company, and then they can talk about what online media social media they can use to communicate and share their ideas and if needed to reach out to different employees. Every business is aware that if this protocol is followed correctly then each employee will gain more confidence within the business environment. 

3. Effective methods of communication, specific to this case study. 
The first effective communication method that I want to talk about is business communication being visualised. This is a good and effective method of communication because a lot of people learn quicker when things are shown to them before they have a chance to do it. This is know as learn as you do and is an easy method to make money whilst you learn and do what your good at. 
Another effective communication method is also known as give and take consented feedback. This is also another very effective method of communication as customers and employees can leave feedback on forms or online and tell the company what they like and what they would like to see next time they drop by the business. To make a business successful it is vitally important that feedback is noted, and action is taken to make the business grow and to make employees and customers happy. This is a good way to show employees and customers that the business is trying to fulfil their commands as they are coming through. Surveys are the most common way of noting down feedback and making sure that it is attended to, this will make a business slowly expand and will make the workplace look more open to constructive criticism. 
Stay attentive, a lot of people get confused between listening and paying attention, this very effective communication methods is what a lot of companies are missing currently. It is very important for employees and managers to make notes in their head whilst someone is talking to them, this will make the company look very good in front of customers as they will feel like there is a business that does listen to them and does take their feedback on that company seriously. If managers get an email from one of their employees or anyone within that businesses team it is very important that it does not get ignored and is replied to as soon as possible. Managers should always try to find the centre of the issue within the email that has been sent to them. If one of the team members is showing signs of grieving or going through personal problems managers and employees should always try their hardest to lend an ear and try to make them open about their problem as this is the best way to bring the team closer and bring my confidence into the team. It is very important to show different team members how important they are to the team and to show them how their own skills and qualities are important to make that business successful.
Be clear and confident, within a business it is important to be clear about what you are talking about and what needs to get done. (Convey the message properly) when you are in a meeting they are usually short and straight to the point so this teaches employees and managers to develop clarity about what you want to explain and what you are speaking about. Confidence plays a huge role within a success of a business and comes along with clarity. Most managers and employees convey an portray within the audiences minds through their style of speaking. To keep the audience engaged within the conversation you do need outstanding self confidence skills or to be able to push yourself through the meeting or anything that requires confidence and good communication skills, you should always try to make yourself look like you have a good idea of what you are talking about and what subject you will be talking about this will certainly help the business promote confidence, clarity and for some gain good communication skills.
Create a positive culture within the company, culture within the company is the people that are employed within the company and how people are managed in the business workplace and how employees communicate within the workplace. It is important for companies to create a positive and supportive culture within the company as this will help employees work better together and create a mutual understanding between them. To get a healthy culture within an organization can be difficult at times as culture develops over a matter of time and with cultural diversity getting higher amongst a lot of companies and diverse companies are becoming a very large requirement for every singe business workplace out there. 
The last point I am going to make which I feel is an important method of communication is to keep news and announcements updated for each employee within the organization. This will help employees have a better understanding of what the business is going through and what the company may be developing over a short amount of time, this will also help the employees to communicate better, every business has a small understanding of how they can alert the business of any news and announcements, they do understand that work emails are not read regularly by staff on a daily basis and this is why most employees get announcements through the staff news boards that are most likely in the staff offices. 

4. The significance of non-verbal communication when communicating to employees.	
Non verbal communication plays a huge role an business environment, this type of communication comes along with facial expressions, gestures, body postures, body language and eye contact. Nonverbal communication is also known as interpersonal communication. This is important within a business because it helps messages get across clearly and can make a long-lasting impression. It can have a great impact and create a good impression within the business.
Importance of nonverbal communication:
Showing agreement and disagreement: if there is a meeting going on to see what the audience is saying some will nod to show they agree, and some will say no to show they disagree 
Maintain relationship with employees and customers: if managers and employees smile and greet everyone when they come out this will boost a lot of people’s confidence to show that they are welcomed and to feel happy when they enter the workplace 
Lack of interest: if you are speaking to a member of the workplace and they are not maintaining an eye contact with you then this shows that they are not listening to you.
Not listening: if there is a meeting going on and one of the team members are looking out the window this shows that they are distracted, and such actions need to be noted down and taken action against. 
Aspects of para language: this shows how employers and employees speak  in front of an audience, if their voice is to low their message might not be conveyed and if you are speaking to fast then the communication method will not be clear and as I mentioned before the message will not be conveyed.
Signs of confidence: maintaining eye contact, having good body posture, having good communication skills and speaking with confidence when you are talking to employers and team mates to show that you are confident.
Signs of detachment: not maintaining eye contact and slouching is another way to show employers and employees that you are not interested in what they are saying. If someone is not confident and is showing signs of detachment they should be addressed to straight away.
Reassuring interest: facial expressions and good eye contact are some of the main factors to reassuring team members that you are listening and are interesting in whatever they are saying,
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