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Executive summary

This report will contain relevant theory’s that applies to the case study. It will also show different ways of how a number of businesses could use communication skills to help in the workplace.
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This report will cover a number of points. It will cover why effective communication skills are important for businesses to achieve and be successful in different organisations. It will also show how Sarah can maintain her teamwork and use different communication modules in the workplace. They are different communication models which are, Shannon Weaver, Berlo and Schramm’s interactive model. By using one of these, it will be explained the importance of two way communication and to illustrate my point with one of the models. They will be different effective methods of communications that relate to Sarah organisations. There will be a better understanding of non verbal communication when communicating with employees. They will be few of the main barriers in communication that employees may have and may struggle with. 
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[bookmark: _Toc16790498][bookmark: _Toc16790566][bookmark: _Toc16804828]Communication is important in many ways in a successful organisation as well as communication skills of your employees and how effective they can be. This is where it would help the team to perform basic functions of management. Having no co ordination what so ever, the organisation could lead to collapsing and causing further problems with communication. If you have good communication with your employees, the more cohesive and effective the team will emerge. By being effective in organisation it can lead to an improved workforce if the team are reminded constantly about achievements and achieving goals. If the staffs are more effective to the employees, they could inform the each other of many issues or problems faced in the workplace. Having less communication could affect you in the workplace. Communicating externally and internally, the organisations could struggle to meet targets to survive in the field. Commutation effectively helps you to avoid unnecessary delays your team. It is important to communicate with the customers and the community as well as its prospective and present employees. Improved employee management, a good communicator will seek to provide continuality feedback to their staff, giving them advice to improve in their work (ITS Limited, 2019). Making different kind of decision making, by using this you would be giving a good structure to your business. If you do not have a good structure in decision-making this could affect your business environment (ITS Limited, 2019). Building strong relationship between yourself and the employees is very important; this would make or break your company. Building and maintaining these relationships will almost certainly lead to increased productivity and motivation amongst employees (ITS Limited, 2019).

2. The employee’s voice is that they can view their ideas to the manager about the workplace. This is a key thing is it can give individuals influence in there working conditions. This helps them to build an open and trustful relationship between employees and member of staff that can help them work towards a successful organisation. Gathering information and giving feedback is very important in organisation. By giving a quick respond to the employees, they would get the message their input is valued and they become more committed and engaged. To ensure feedback gets the respect it deserves, assign someone to respond personally and promptly to all employee concerns and ideas (Grossman, 2019). Two way communications is where it is correctly communicated with the employees. The two way communication is important if the organisation is planned. Making sure the trust between leadership and employees, this would build in internal brand loyalty and offers opportunities for the business to grow. This effects how employees perform their duties. You plan the most important communication so that they can be focused and achieve in the workplace. However being focused on the employees and to understand the views, this is wher they would a understanding of what they are sharing. You would allow them to speak a will clearly listen to them as this is a very important type of communication. Being open to feedback from the member of staff, or returning the feedback, this is also used to same future communications. You would regularly check for the understanding to confirm a shared meaning to employees. Understanding your team and what is important to them, you have to give the employees information they would need to succeed in their jobs. Ensuring they know what to do, however you have to understand yourself what is important before telling the employees information. Also leaders supervising and finding out with the member of staff if everything is ok, or they could be more formal by using ideas and questions.

3. By looking at the case study they are few effective methods in communication that relates to Sarah. Verbal communication is one of them this is where Sarah could have one to one, or as a team communication. This is an effective communication that has to be used more than once. Seeing them face to face it helps the communication and you can see the response of your employees by understanding their body language. They are many different methods that can be used. The different methods are verbal communication such as face to face. Verbal is where it involves the usage of words while they deliver of the intended message being made in different ways. This communication can be used such as group settings, over the phone to communicate with the member of the team. Immediate feedback isn't necessary.
The message is highly detailed or complex (meaning it may be read several times to ensure comprehension). The recipient is temporarily out of reach. A permanent record of the message is desirable (Smallbusiness.chron.com, 2019).

4.  Non verbal communication uses your overall body language, including your appearance and posture as communication method. Therefore in your organisation they would use non verbal communication to interact. This is how your employees will understand you and their reaction corresponds how you delivered your message. By using positive non verbal in the workplace it will build good business relationships, sometimes non verbal communication can stand and gives out important messages.
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This is where you will find more about communication trend in the organisation just so that you know what’s going on in your workplace. Also having a meeting with the staff and managers in the workplace to discuss any issues or problems that is having an impact. Having a management behind you that will help is a plus point as they will need to communicate with other team members as well as staff. Management should always communicate with the staff to meet the criteria at all times. This will help staff members as well as any other positions in the workplace solve any issues and problems. Without any management it will be hard for any solutions to be solved and it could cause major problems in the future. This is why having a person who is at a higher rank than staff members is good. Even for managers, it is good to have someone higher than them to help come to a decision on any situation. This will help managers come to a final decision in what they are trying to solve.
[bookmark: _Toc16804830]Barriers of communication 

This is when being unclear to your employees for them not to have a better understanding in whatever you are explaining. You have to make sure your punctuality in speech is clear for them to understand. For e.g. if you are a person who talks fast in speech, the employee may have difficulties in understanding you so you have to make sure your speech is at a pace where employees can understand.  Body language is also a main point to consider as your body language is the most important thing to control. For e.g. if an employee has reached a target that will look good on he’s or hers record , you cannot congratulate with a aggressive body language as this will put the employers off from achieving any further success for the business . This could also cause mixed signals to the people who are listening to you. Tone of voice is also something that needs to be looked into as tone of voice can be intimidating if you are speaking to staff with a aggressive tone .This could add pressure for the person you are talking to and could put them off in speaking to the main heads of the business. Also if something serious has accrued in the organisation and you are speaking at a low lazy tone of voice, this could be a problem as well as employers may not take the situation seriously because of having a low tone of voice. If something serious has happened then you should have more of a serious voice tone that matches the situation. Communication often takes place in a complex and uncertain environment; understanding how to minimize such difficulties will have a direct impact on how effective our communications are. There is a table in the appendices to show the barriers in communication in the business (Free-management-ebooks.com, 2019).
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To overcome language in your organisation, you should use simple plain English that anyone with any difficulties could understand. For e.g. speaking and using big words, some of the people in the organisation may not understand big words because of lack of education, so speaking in plain simple English is a plus point. Speaking clearly with a nice steady pace is also a good point and will be much easier for people to understand. They should use simple body language as this may confuse people in the organisation they cannot figure out if its serious or a joke so therefore simple body language is what should be used or use the same level of body language that matches the situation. A simple tone of voice is also a plus point as some employers may feel threatened or intimidated in the way you are speaking so therefore speaking with a smile nice tone of voice is essential. This is where you would make sure your listening at all time, you should have good listening skills at all time. The kind that leads to genuine understanding requires a concerted effort (Activia Training, 2019). Action speaks louder in your workplace, but when it comes to face-to-face meetings with insurance sales prospects or clients, non-verbal communication can make or break a sale (Dodd, 2019).
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In this report they will show a better understanding and different effects of communication and to show how it is important to have a successful organisation. To the best knowledge will show all types of effective communication in this report. Sarah has asked for advice to maintain an affective teamwork and communication in the workplace. 
As you can see numbers from 1-4 explains all sorts of methods and types of communication that can take place in the workplace to help with any issues from people within the workplace . it will also show types of ways where they can use certain ways to help solve these problems between employees, employers and management.
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