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Executive summary
Communication skills are basis for the individual, team and the organizational purpose. To demonstrate professional and workplace excellence, Sarah’s must be able to monitor her Business appropriateness when communicating. Constitutive rule define what communicating means by prompting us to count certain kinds of communication, in other words, we learn what count as paying attention, for examples are showing of affection and also making eye contact is very important, knowing how effective is it to communicate at the workplace
communication skills are essential for the team, the  individual and for the organization as a whole. Communication is   important because  it helps employers to  communicate well and interact with each other effectively within the workplace which makes the business successful. Communication allows a person to engage with others productively at different level also as well, the use of verbal , facial expression and non verbal (body language ) is important and it says a lot about the person. The use of the tone must be soft slow and nicely when approaching  the individual, either in the team or to Sarah’s customers.



Introduction
The aim of this assignment is to give a report about a case study concerning a discount store own by Sarah, and she has asked me as a business consultant for advice. My report will be covering the following topics:
A. Why effective communication is important for the continued success of the organisation.
B. The importance of a two-way communication (using models to illustrate my point) including the importance of consultation and employee voice
C. Effective methods of communication, specific to this case study.
D. The significance of non verbal  communication when communicating to the emplyees.
Communication is the act of transmitting information from words includes ideas, thought and emotions. The word communication is derived from the latin word communicare, meaning to impart, participate, to share or to make common. Communication  has become important in our every day life because is a process of exchange of facts and ideas.  There are four main kinds of communications which includes: intrapersonal, interpersonal, group and mass.  Effective communication involves accurate accurate interpretation of others verbal messages as meaning is recreated
When we talk about communication, what it comes mainly in peoples mind is speech, but there are many other ways of communicating with each other, examples are verbal communication, non verbal communication, written, visual,  facial expression. 
In order to  communicate very  well ,information of the dynamic underlying the communication process is very important. One way to analyse  communication is to present it in  a form or manner of a model.  A model is the mechanistic perspective of human communication that effectively tells at a glance how it works.
The process of communication comprises of a sender or a communicator who has a message that he or she  transmits or conveys through some means, say a channel to a receiver who responds according to their understanding of the message, to the sender [feedsback]
A simple verbal version of communication process that explains pictorially in the form of a model will look like this



S ______________M_______________C________________R

Sender                     Message                      channel                        Receiver

Sender________feedback______________________Receiver

A, .Effective communication within the workplace or the organization in order for continue success  is because verbal and nonverbal communication among group members  tells or explains much team life. The basic process of communication consist of a sender or the communicator who has a message that he or she transmit through a channel to the receiver who then responds according to how the persons understands the message to the sender (feedback)
According to Griffiths B A. and Dunham E. B/. (2015), Task are perfectly done and goals are accomplished and relationships among the team members in the organisation are managed through interpersonal interaction which helps in leading to team succes  and also finds exact strategies that members can implement to improve their ability to communicate very well or effectively.
 Language Barriers for communication is the kind of communication whereby the communicator needs to speak clear in such a professional manner that  the receiver can gets the information clear without any hindrance, for example are  not speaking  slang, colloquial, etc   
Barriers for communication includes: language, Visibility, age, gender, technical glitches, emotions, cultural / religion, distance, environment.
Physical barriers includes: 
 1.background noise due to close roads, aircraft noice, broken computer etc. 
 2. Filtering   
3. Emotional noise  
4.Language which includes slangs, colloquial, regional
5.physical problems
6. lack of communication
7, lack of common experience
8.Ambiguity 
9. Information overload. (too many information)
Before the team can overcome the barriers, the team  needs to or must listen actively or attentively.  The team needs to watch the non verbal cue



B.  Importance of two way communication and employee voice .
[bookmark: _Hlk16215796]communication skills are fundamental for the team, individual and for the organization. Communication is   important because  it helps employers to  communicate well and interact with each other effectively within the workplace. Communication allows a person to engage with others productively at different levels.
According to Kinnick & Parton (2005), oral communication and interpersonal skills are often cited as the most important criteria in evaluating job candidates
According to research made by philosophers, psychologists, sociologists, and scientist describe communication process through  different or various models . some Models are easy and simple whiles others are complex gotten from the scholars knowledge or experiences in their own area or field. 
 
 Wilbur Schram,s model (1971)
He was  the top communication expert and provided an overview of the elements and the process of communication, explaining how  these work in practically all forms of communication  -___ communication with ourselves, communication with one person or a group of people or communication with a mass of audience of thousands  and millions of people.  Wilburn Schram contribution in conceptualizing communication is so important that it has helped  in formulating more acceptable explanation about the  working of the communication process. Wilburn Schram adopted Shannon and Weavers model to human communication and presented two  ideas of encoder, decoder, redundancy, feedback and noiSe into his model to clarify the communication process. 
In Schram,s model he  was worried about the importance of  a feedback and noise which are known as important elements of the communication process. The feedback refers to the response that the receiver makes to the source,s communication. Schrams then formulated the following model.


[image: ]
Schram’s  Model of communication diagram

The above diagram explain that a model is like conversation between two people whereby one is communicating  back to the other person.  The feedback obtained in such situation plays a very significant role in the communication process due to the fact that it tells the source how  his messages are been received and explained or interpreted. Experienced communicator is attentive to the feedback and may constantly modify his message in the light of what he sees / observes or hears from his audience. In face to face interpersonal communication feedbacks is instant.
The “Noise” emphasised might contaminate the message and  make communication not well receive. physical  Noise from roadside or the passing of an aeroplane, or it can emerge from a faulty transmission, blurry image in news paper or used faded film on the screen. In such situation a message is likely  to suffer deterioration before it is decoded and interpreted by the receiver.
Another form of feedback is getting response from our own messages by hearing our own voices and correct  the mispronounciations. For instance we can see our own writing and can correct any of the misspelt and can change the format or the style . Another way also is we can edit our own audio/ visual programme before  presenting them.
The illustration below shows the feedback.


	Encode

	Interpreter

	Decode





Awibur Schramm further viewed the communication process as a complex one in the  contex of personal , cultural and social factors. Schram  visualised communication essentially as a process of sharing of experience and how the shaping and reshaping of experience is. He then presented this model below



[image: Image result for wilburn schram model of communication diagram encoder, interpreter, decoder and feedback]

The circles  illustration here indicates accumulated experience of the two individual trying to communicate. The source can  encode and the destination can decode only in terms of experience each has had. Asuming we have never learnt Dutch, we can neither encode or decode in that language.  Supposing the circles have a large area in common, then communication is easy, and if the circles do not meet, then there has been no  common experience and then communication is then impossible

C. effective methods of communication - explaining formal and informal and communication networks 
 Effective communication consist of the  exact  interpretations of others verbal messages as meaning is cocreated. Otherwise the meanings of the word ones communicate will not be meaningful or understood.  Making use of  effective use of your language  skills as a professional and improving the abilities to  interepret  messages by other people.  According to Robinson and Robinson (1982) concluded that  if speakers  are to be consistently  efficient at conveying verbally their intended meanings to listeners their intended meaning to listeners, they must understand that intended meaning  may not be fully conveyed by a message and that many factors can lead to a listeners failure to understand what a speaker mean. 
 A model is  an abstracted representation of a reality

 D. Significance of non verbal communication = how our body language can give a message why we need good body language

Non verbal communication can be define as communication other than written or spoken language that creates meaning for another person or  someone. Tt is  also known as body language  which involves all the ways we do communicate without usimg words  . Some example includes eye contact, smiling, poking, frawning etc. non verbal  leads or overtakes verbal behaviour in the evolution of communication , The kind of person we are shows perfectly in our behaviour the way we walk, posture , stance etc.
According to research non verbal behaviour serves four purposes, the first  function is to express emotions, for example when you get a conflict with a colleague or family member and someone ask you whats wrong, based on your facial expression,  you probably respond” nothing”, the person was able to know due to the fact that you weren’t able to control the facial expression which shows otherwise. Displaying appropriate emotion is vital to professional excellence, one should show passion and overcome the day to day disappointments at the workplace
 

Conclusion  / recommendations 
Displaying appropriate emotions is vital to the professional excellence,  one should shows passion and overcome the day to day disappointment at the workplace. We should always listen and make eye contact whiles we are having a conversation in an organisation for the communicator to know we are listening attentively and showing interest in the conversation. 
Vocal expression too is very important how we use our voice in communicating reveals our emotions and how we express our feelings says a lot about us or the employee, employee should be cautious of the use the tone,  pitch (high or low), volume of their  voice, I will always recommend we speak low, slow and with vocal intonation.We should always as an employee think about the direct impact that tone of the voice can have in the organisation or professional setting.
As an employee, We must always be kind and patient in an organisation to both our colleagues and customers as a whole. Even if customers are wrong we shouldn’t be angry as a professional employee. We must always be polite, smile and humble ourselves at all times, as there is a saying that “customers are always right” .
[bookmark: _GoBack]My final recommendation is when meetings and training are going on in Sarah’s business, they shouldn’t forget to include the lady on maternity leave by putting her on video for her to take part in their meetings or training,
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