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1.0 Introduction

What are communication skills?
Communication not only plays a part in the internal and external structures, but it is also important for maintaining a connection between the departments of the company. Communication plays a vital role in the product development, management issues, human resource department of the company, production lines, the packaging and delivery lines, being in contact with the vendors and even aspects of market research. However, communication can change the scenarios of the internal dynamics of the company by bringing a change in the employees of the company. The main aim of effective communication is to keep the employees of a company interested, engaged, well informed and aware about matters of the business. Communication between people in a company promotes clarity, decreases issues and provides the business opportunities for growth and expansion. 
Now as a business consultant, I want to report some plans about create a formal process in this business and make effective channels of communication to prevent of small issues becoming big problems.



2.0 Main Findings
Effective communication can be conducted by not only vocal measures but there are other ways to handle communication in a business as well. The two essential forms of communication are verbal and non-verbal. 
1. Verbal communication is the simplest form of communication where the speaking ability of the communicators is utilized. This regards for a conversation to be held between two individuals or parties. However, there are 4 further sub-categories of verbal communication (maefahluang.org, 2019).
1. Intrapersonal: is a very secretive form of communication that an individual hold with his/her own self in their minds. The processing of thoughts, planning and management is where the individual speaks in their mind and thus it is in this form that ideas are developed. 
1. Interpersonal: this occurs between two individuals, face to face or one to one. The two individuals will be conducting two-way communication where they are both the sender and receiver. 
1. Medium group: as the name signifies group meetings, employee sessions, training sessions etc are all forms of the small group communication. The idea is to include a little more people to the extent that each individual feels comfortable participating. 
Nonverbal communication, on the other hand are simple gestures displayed by the speaker, communicator and is reflected by the audience without being vocal about it. This form of communication is more informal (Belonwu, 2018). Some of the types can be expressed;
1. Facial expressions,
1. Gestures,
1. Para linguistics,
1. Body language and posture, 
1. Eye contact, gaze, reflection, 
1. Overall appearance and outlook. 
There are exist 6 types of defined and researched types of communication. These merge the dynamics of verbal, non-verbal and two-way communication modes to create 6 differentiated forms. These include;
1. Non-verbal,
1. Verbal-oral-face-to-face,
1. Verbal-oral-distance,
1. Verbal-written, 
1. Formal,
1. Informal.
The week points of this business
After researching about the organic produce shop, I find out many issues, that is effect on the business and the employers as well. The main problem is that the management does not work effectively. For instance:
· There are not any formal team in this shop
· There is only one person who can lead to a breakdown in communication 
· Information not being shared effectively. 
· There is not any manager at night shifts to control the employee
· There are not full-time employees in the shop
  

[bookmark: _Toc5762544]2.1 Effective communication 
With effective communication people are managing, operating and conducting businesses throughout the world and with higher success rates. The concept of communication is important because it reflects our ability to be able to reach to others, correspond with them and make an impact. Not only does communication effect the relationships, personality and behavior of the individuals but it is so important that it can change the entire direction that a business may be going towards (Bosworth, 2019). Therefore, an organization can benefit from the establishment of effective communication to motivate and inspire the employees to remain engrossed in the functions of the business. Communication is effective for exchanging information in various levels of hierarchy in an organization, communication can also help earn the trust of the members and employees which provides security to the decision makers. However, these practices can only be called beneficial if the company engages in the elements of ‘effective’ communication (Lauring, 2009). Effective communication can be defined to productive or efficient communication modes that result in positive outcomes for the company and businesses. What is significant is that ineffective communication can always be turned around and with a few changes, the organizations can improve their systems. Effective communication is critical to the performance and success of any organization given that it is implemented in the right way.
2.2 Good communication
Good or positive communication in an organization guarantees success, productivity, strength and a good environment for the employees to work for. Positive communication is also established on the principles of ethics and morality to correspond for mission values of the company. Communication is more important for the employers and owners of the company to be aware of what is happening in all levels of hierarchy. Where the employees of the company are considered the most asset for the employers, there are a few benefits that open and two-way communication has for the spirit of employee circle:
1. Good communication can help spread the sense of team building. It is important that employees of the company understand that they work in a team to promote unity, function-ability, adjustability and trust. 
1. With open communication employees can feel more empowered, build the confidence to speak more and be more vocal about their opinions (Seidel, 2019). Therefore, communication gives all the employees an equal chance of speaking, listening and being understood. This helps them feel accepted into the family of the company.
1. The employers on the other hand can improve the communication systems in their companies by defining the goals, targets and expectations clearly to the employees so that they start working towards achieving them. 
1. The employers need to ensure that the communication mode they are using is appropriate for what they are trying to convey. Misinterpretations, misunderstandings and confusions can result from the wrong form of communication tools used (Stanwick, 2019). 
1. The employers need to ensure that their message is clear, reaches everyone and is understood by everyone. 
1. [bookmark: _Toc5762548]Respecting the opinions of the employees is another important domain that is powerful enough to build confidence between the employer and the employee

2.3 Improving communication in an organization 
1. Defines clear expectations from the employees: Communication conducted in its most effective form brings clarity to the employees firstly. It helps in eradicating the confusion of the workers and helps them understand where they stand in the company. Open channels of communication entail feedback for the employees on what the company demands from them and how can they achieve their goals. It also provides the employees a sense of indication of how they can become more productive for the company. 
1. Strengthens the work ties: Communication is the key for building bonds and relationships, not only in organizations, but in every relationship possible. The benefits of effective communication yield for strengthening the virtues of trust, loyalty, understanding and building confidence between two parties. Only when the internal structure of a company is strong enough and well communicated, the company may be able to establish external relationships because of communication (BRYANT, 2019). 
1. Creativity: Effective communication also requires for there to be a free flow of communication channels. In this regard two-way communication invites the parties to carry communication through a more open approach. This is where both the sides are talking, listening and responding to each other equally. The encouragement that an individual can gain from the feeling that they are being listened to and understood gives them the confidence to further pursue, process and present their ideas. Positive communication removes the fears from the employees of being judged, scolded or ridiculed on their presentation of ideas, therefore they never summon the courage to share their knowledge with the company. Recent researches have indicated that the aim of communication is to develop encouragement amongst the workforce to discuss their ideas and theories within the company to improve the structure of the business. Since the employees working in a company have a higher understanding of the business, the internal culture, environment and how the business is conducted, they are more experienced (Robins, 2018). 

3.0 Team working
3.1 Tuckman theory
In order to create an effective communication, firstly, I can use Tuckman theory that is talk about role of each person in the team to reach their goals. 
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 I will divide the employees of this store in to two groups such as: sales group and executive group so each group has a manager. According Tuckman theory, the first step is forming that the members of group get to know each other, and the manager explains the role of each one. Second is storming. Team members may challenge about their authority for position as their role are clarified. Employees maybe stick in their roles with stress and many conflicts with each other. Thirdly, norming that this will be happened when people start to accept the differences and respect to colleagues’ strengths. Next will be performing. the team reaches the performing step, where hard work leads achieve the team goal. Last stage is Tuckman model is adjourning that there is not in this model of store hopefully.



3.2 Belbin team roles
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This model created nine roles about team roles in the work place. He divides the nine team roles 

to three groups: Action oriented, people oriented and thought oriented. 

PLANT: The first role of theory is plant. Some people who always got new idea if it is an executive idea. 
  
INVESTIGATOR: Have an investigator is very important for a team. they work out of the team to get 

information and bring to the team to achieve them goal. We can say they more active out of the team.
 
COORDINATOR: They more work as a leader. they are good listeners and they are so calm. Each team need strong coordinator the route safely and successfully. 

SHAPER: Which is not very popular but extremely necessary. They are people who like challenge the team to improve. In addition, they are very good people to solve problems also they like active people.  

MONITOR EVALUATOR: They can work to supervise group work and sometimes they work as a critic. 

IMPLEMENTER:  They are people who try to the best to do their duty. They are very pursued people. 

TEAMWORKER: They are people who enjoy working with some people in a team. 
They flexible and diplomatic. They are support other team members to reach the goal but in the same time they may not good individual worker.
 COMPLETER-FINISHER: Here we talk about who is work very carefully. They check every single detail. They push the team to work hard and deliver the work in the specified time. They make sure there is not any mistake in the work before is all over. 
SPECIALIST: Everywhere we can find this kind character, who has specialized knowledge to do the job perfectly. They have lots of information and they want to share with the team to succeed the team. 
To fallowing these roles, you will be succeeded. (according to my research in presentation about Belbin team roles, 26/02/2019)  

4.0 Conclusion: 

By following above information, I recognize that the shop worked great since last 
year that caused by employing 30 people and the business has grown rapidly. On 
the other hand, because of being the informal process, this trend will be stopped so 
you need to sort out the problems with creating an effectively information cycle and 
improving the effective channels of communication due to above information.
5.0 Recommendations
Communication, if fully utilized requires minimum effort, but yields greater results. On the other hand, if the leaders, managers and executives of the company hastily fall into taking actions and making decisions before fully listening to what is being said, the dilemma is that they might end up making bad decisions for the company (Richards, 2019). Different modules of communication are needed to tackle different situations, what may be effective in one scenario, might not work for the other one. Therefore, deciding on what form to use when requires thought, knowledge and experience. Communication is much more important for the leaders of the company since they bind the internal structure of the company together. As a result, the leader should be apt in making small talk, communicate both formally and informally.
[bookmark: _Toc5762549]
6.0 Action plan

Communication requires two constituent components; the first is the ability to be able to deliver, speak or talk, and the second being the ability to be able to listen. Both the abilities require patience, attentiveness and contributions from each member of the organization. This is important to understand, absorb and concludes what needs to be done. As much as effective communication is important, the element of effective listening also plays a major role. What is often ignored by even the brilliant of all brains in a company is feedback and comprehending what is being conveyed to them. Listening not only requires executive to sit in meetings and talk face to face, but it also implies that leaders should be open to any voice that may be coming towards them (Coaching Communication, 2019). This accounts for the feedback, remarks and comments being made by the consumers, and what the employees of the company are saying through grapevine. Therefore, the benefits of improving the communication in an organization can provide numerous benefits for the employees and business. 
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