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Introduction
As a business Consultant I am writing this report to advise Sarah Davies who is an owner of a large discount store in Birmingham. In this detailed report I will be examining the ways in which Sarah can keep maintaining effective teamwork and communication within her organisation. There may or may not be a huge change necessary but everything I advise will be for the better and will almost definitely show positive results. 
Firstly, I will be analysing and showing the importance of working within a team, and secondly, I will be analysing the importance of two-way communication. In this report I will be showing how being thorough when using different methods of communication can be very effective. 
Finally, by the ending of this report I will then be able to recommend and advise Sarah in ways she can implement certain strategies that can ensure effective communication at her large discount store.
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The importance of effective team working.
Modern business leaders know that teamwork is essential to the success of any business.  How do we define teamwork in the workplace? Teamwork in any business in Popular Terms is the process of working collaboratively with a group of people (your employees) in order to achieve a goal in your business. Teamwork is often a crucial part of a business, as it is often necessary for colleagues to work well together, trying their best in any circumstance. Being able to work as a team in any business can help solve any problems as well as add new ideas to your business to bring more money into the business. Team effort increases output by having quick feedback and multiple sets of skills come into play to support your business. https://smallbusiness.chron.com/benefits-teamwork-business-3250.html (accessed on: 27th July 2019)

In Sarah’s business the large discount store its essential to keep effective team work as this will keep managers and employees all on the same page in Sarah’s business effective teamwork will promote an atmosphere that creates friendship and loyalty. These close-knit relationships will inevitably motivate all her employees in parallel and align them to work harder, cooperate and be supportive of one another. Individuals possess diverse talents, weaknesses, communication skills, strengths, and habits. 
Therefore, when a teamwork environment is not encouraged this can pose many challenges towards achieving the overall goals and objectives. This creates an environment where employees become focused on promoting their own achievements and competing against their fellow colleagues. Ultimately, this can lead to an unhealthy and inefficient working environment. Which will most likely contribute to Loss of customers as well as losing money within the business and a loss of jobs which Sarah does not want for her business 
When all employees are working as a team the whole team would be motivated and working toward the same goal in harmony. Good teamwork structures provide your organization with a diversity of thought, creativity, perspectives, opportunities, and problem-solving approaches. A well organised team environment allows individuals to brainstorm collectively, which in turn increases their success to problem solve and arrive at solutions more efficiently and effectively. https://www.potential.com/articles/important-reasons-why-teamwork-matters/ (accessed on: 27th July 2019)

Effective teams also allow the initiative to innovate, in turn creating a competitive edge to accomplish goals and objectives. Sharing differing opinions and experiences strengthens accountability and can help make effective decisions quicker, then when done alone.





Page 3
The importance of two-way communication
In Sarah’s business any Information is of no use unless and until it is carefully put into words and conveyed to others. Encoding sometimes plays a very important role because it initiates the process of communication by converting the thought into content. When a piece of information reaches the recipient, the prime responsibility is to understand what the speaker intends to convey. Unless and until the second party can understand or decode the information what the sender wants to communicate, the message is of no use. This, encoding and decoding are two most important factors of an effective communication without which information can never flow between two individuals. I’m going to briefly explain Schramm’s model (1954) his model also revolves around the above principle. According to the Schramm’s model, coding and decoding are the two essential processes of an effective communication He emphasizes that the communication is incomplete unless and until the sender receives a feedback from the recipient. Imagine one of Sarah’s employees sharing his or her thoughts with another employee and the employee does not respond. Is the communication complete? NO.Schramm believed that communication is actually a two way process between the first party and the second party. . https://www.managementstudyguide.com/schramm-model-of-communication.htm (Accessed on: 27th July 2019)
Here’s an example:
Employee “Z” from the stock room asks Employee “K” also from the stock room “can you tell me is the delivery is correct? does it match the delivery note? (employee “Z” will need to know this important piece of information before the delivery gets put onto the shelves)
But employee “K” kept employee “Z” and did not respond and hence the communication between Employee “Z” and employee “K” was not complete. If Employee “K” was not interested in helping Employee “Z” she could have responded or given the feedback to employee “Z” about her unwillingness. According to Schramm’s model, whenever the information reaches the recipient, it becomes his responsibility to give the feedback and let him know if he has downloaded the message in the same manner the speaker wanted. If he is not clear with anything or has any doubts, it must be cleared with the speaker. when the speaker conveys any message to the listener, the listener, decodes the message and once again passes the message to the speaker after understanding it and completing the full circle
Democratic Companies Have Happier Employees according to Statistics recently reported that approximately three-fourths of the UK workforce is disengaged at work, costing £300 billion annually.  Employees report that not being engaged also impacts their emotional and physical health. Conversely employees who do feel engaged feel the opposite. A democratic system is an engaging one, contributing to the physical and mental health of employees each day. Being engaged, having a say, and being treated as an intelligent human being makes people happy – and creates a happier place to work as well. You could also say that encoding has played a big part in this encoding is when the sender communicates his or her thoughts into content with the receiver which would be Sarah being the sender of information and the receiver or receivers of communication would be the employees if then the employees then takes on board what Sarah has asked of them then this shows a process called decoding has been established. https://startupnation.com/start-your-business/plan-your-business/the-5-advantages-of-a-democratic-workplace/
(accessed on 27th July 2019)
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Effective methods of communication
[bookmark: _Hlk16200040]In Sarah’s Large discount store business there are a few very effective methods of communication that can be used firstly “Formal communication” formal communication in easy terms are methods of official ways to share information. The communications are in order and follow set rules, procedures or standards. Formal communications are very common in educational settings, workplace settings and business settings. Formal communications are mostly written but can also be by mouth Formal communications are certainly not personal communications.in Sarah’s business the was in which she needs to keep it formal is when for instance when Sarah needs to put policies and procedures in place and more importantly when dealing with the organisation and work flow. Formal communication also where important information is shared throughout the business from employees to managers it can also be used to give out work tasks to employees. Here I am going to give you an example: I myself am a parent so I often receive formal communication from my child’s school Formal communication methods are like official notes that my child’s teacher sends home to me the parent. I myself the parent then must sign the notes, so the teacher knows they were received. This means that the flow of information between sender and receiver is controlled. Often, someone who receives a formal communication must respond. https://www.skillmaker.edu.au/formal-communication-methods/
accessed on: (27th July 2019).
Secondly another path of communication can be informal this is when information is shared casually within a social group. The social group may be a family, a group of friends or work colleagues’ Informal communications are not part of the formal structure of an organisation. Informal communications include speaking to a person about the weather, writing an email about your holiday, sending a birthday card or talking to someone at the local corner shop. Informal communications can also be gestures (with no words). Informal communications are like relaxed conversations with family or friends. You do not have to respond in writing unlike Formal communication. Usually, you do not have to respond at all. If you wish, you can just smile or nod, and listen to the person talking. A prime example of this in Sarah’s work place is if she were to ask an employee “if they would like to organise the staff Christmas party” the employee does not have to say yes, it’s a relaxed question, its not a question that has a rule that the employee must do the task. https://www.skillmaker.edu.au/informal-communication-methods/ (accessed on:27th July 2019)
There are several ways communication is used in Sarah’s Business; the most basic types are external communication and internal communication. Internal communication is used for Sarah to regulate, manage and encourage her productivity. Internal communication happens between her company employees. External communication is used to advertise her Furniture business and to sell the Furniture it can also help to respond and build the furniture business. External communication happens between company representatives and customers. https://smallbusiness.chron.com/two-ways-communication-workplace-10768.html (accessed on 27th July 2019) 
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Effective methods of communication (Continued)

Finally, the method I have to be found useful is verbal and non-verbal communication in the workplace. We can safely say by now we all have an understanding of the word communication it simply means a process by which individuals exchange information through common ways, symbols, or behaviour-based signs, formal documents and verbal. Many people communicate through means of verbal format or nonverbal format.
No matter what is the message you need to get across, its success depends solely on how effectively you can get it through.
Here we have a prime example of verbal communication in Sarah’s Business, last Monday Sarah sent out a memo and left it in the staff room and pinned it to the memo board for her employees to see the memo said that there would be a staff meeting at 9.30am the following Monday Sarah knew this would give enough time for all her employees to see the memo so that they could all attend. 
In this staff meeting Sarah showed very good non-verbal communication skills she kept very good eye contact with her staff when she wanted to convey important information about her business, she also demonstrated that she was very pleased with one employee with her hand gestures and her facial expressions when she congratulated her employee on selling her highest price piece of furniture twice in one day she said the employee had very good persuasive and good selling skills. https://content.wisestep.com/verbal-nonverbal-communication-important-workplace/ (accessed on 27th July 2019)
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Recommendations
 
As I come to the end of this report I am able to show reflection from al the various sections we have covered, I can safely say now I am able to give Sarah solutions recommendations and show how they can be implemented to keep her business and staff happy and content by doing this Sarah’s business will do well financially and she will keep the respect and trust from her employees.
It has been said “Happy employees are happy they are your very best ambassadors” James Sinegal (American businessman). This report will certainly give important information that can be used immediately in her business the advice given to Sarah can only give positive results. 
Effective communication in Sarah’s Furniture business can reduce or stop any kind of disputes between employees and management. When dealing with other businesses, Sarah can also use effective communication to increase her sales by showing a very professional image and reducing any kind of misunderstandings between a business and its clients. 
Employers like Sarah can incorporate into their business model techniques and strategies to improve workplace communication and implement them I am advising Sarah to always be able to listen to her employees and understand there needs if an employee comes to Sarah with a problem for example she needs to be able to give truthful advice and also make sure it stays confidential that way she can also keep the trust of her employees. Sarah could benefit herself and her employees by praising her employees if they hit sales targets this will give her employees confidence and feel appreciated when she praises her staff, she needs to show this in her face as well as her body language. Sarah always needs to maintain the control in her business to keep it running smoothly. Sarah must keep the motivation with her employees she could implement motivational tasks or outings as a treat or bonuses in their wages.
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