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Executive Summary
This report is specifically tailored to support Sarah’s needs and gives a detailed insight based on communication and why is it essential for any business. Emphasizing the importance of two communication in context to Sarah’s business and providing a range of different models that Sarah can implement within her business. I discuss horizontal and non-verbal communication in detail and again how this is significant once again for Sarah’s business, providing recommendations and a specific action plan Sarah can implement. 

Introduction
The term ‘communication’ is key in nearly all aspects of work and we can suggest it is crucial to run a successful system. Communication is not necessarily between 2 parties but can takes place between multi parties on many different levels. Effective communication and teamwork is necessary for the quality of patient care. (Leonard, Graham and Bonacum, 2004). It is a vital feature that if carried out properly, will eventually guarantee success in the short run and long run. ‘Communication tools create an environment in which individuals can speak up and express concerns and share common ‘‘critical language’’ (Leonard, Graham and Bonacum, 2004). If employees feel like they can speak in an organization, especially communicate with their employers, we can assume any problems or concerns can easily be addressed. If there is a secure communication foundation, it aids in the successful running of the business. However, if there are communication barriers between the employer and employee, it is likely to have a detriment effect within Sarah’s business. Thus, reinforcing the idea of communication whilst coping with the rapid expansion of her business. Within, this report I will aim to explain the significance of effective communication and top recommendations for Sarah to consider when planning for the future of her business. 
Why effective communication is important?
A business to function requires all aspects of different measures to be working in line with each other. For example, Sarah could be doing well in sales, however if communication is not working within the business it can lead to a downfall in other sectors. Thus, I believe communication is paramount within a business for all other sectors to function even more efficiently. ‘Communication skills were rated as more important than mathematics, science, and technical skills’ (Darling and Dannels, 2003). Even within the generic world, communication and speaking skills are viewed as an important factor in the world before other academic subjects. Thus, we can suggest they must have a significant impact within a business. ‘In today’s workplace, organizations are experiencing issues of effective communication and work group relationships affecting productivity and satisfaction’ (Salahuddin, 2010). If effective communication is established from the beginning of a business, it is easy to continue with that.  As it supports in productivity and satisfaction as opposed to failure in effective communication. ‘Communication is an essential part of human interaction. The benefits of effective communication are many and obvious as they enhance all aspects of our personal and professional lives’ (Winbow, 2002). If human interaction is good in a workplace situation, for example, the business, it is likely that the business will only excel. Human interaction is a fundamental process, specifically within a business to allow it to be efficient and run successfully.  
The importance of two-way communication 
Two-way communication works with the sender and the receiver, it is essential that information is communicated properly so that there are no misunderstandings, particularly within Sarah’s business. For effective communication to work the ‘sender the message communicates with the intended recipient, there has to be a correlation between what the sender is thinking about and what the receiver is thinking about’ (Winbow, 2002). Thus, it is important to send across the right message. Sarah must be able to communicate her tasks for the employees as best as possible, so understanding is established. Sarah should summarise the information and give them an opportunity to correct any misunderstandings (Maguire and Pitceathly, 2002). In this way, the two-way communication is better processed between the 2 parties. So once Sarah allocates an employee to something, she should ask further questions to clear any misunderstandings that may have been created. 
It is likely that Sarah will be involved within the decision-making process for many aspects within the business, thus decision making is also a communicative process and it is defined by relationships and interactions (Politi and Street, 2011). Sarah will need to make many decisions, and this is all made even more efficient through effective communication between the 2 parties, in this case it would be the manager. So, communication between the manager and Sarah to make the best decisions for the business allowing it to stimulate into success further. 
Models of communication are conceptual models that are used to explain the human communication process. Many models are used in business communication which identify multiple variables that includes the transmitter, encoding, media, decoding and receiver. A channel is the method that is used to send the message across to other people, the right channel must be used from the sender for the message to be delivered without any complications and barriers. Barriers such as noise, lack of communication and technical skills, disability, glitch and many more can cause many confusions between the sender and receiver. These barriers can be overcome by simplifying the message, using the feedback, having good communication and negotiation skills and non-verbal communication. 
Below in Figure 1 is a diagram of a communication model between the sender and the receiver, in most cases the receiver would choose the same method to send back the feedback for a good level of communication.
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As shown below in figure 2 it is very important to have feedback between the sender and the receiver to convey a strong message. No feedback can be a very big downfall for the business.
Fig:2
   MESSAGE
 SENDER





 CHANNELS
 RECIEVER


Figure 3 is a complete model including all elements.
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These are the main elements of a two-way communication. The communication begins from the sender. The source of information comes from the sender which is then transmitted in to a message. The message is then encoded in to signals and sent through different channels to the receiver which is then decoded and sent back to the sender as feedback. The sender and receiver should have the same level of understanding for a good communication.
Below is a diagram of a model to show how Sarah can use a model of communication for her business to improve and become successful. 











Fig:4                         

                                                                            MESSAGE
                                                   Channel chosen based on its richness                                                   
                                           
                                                                 CHANNEL
Telephones, memos, letter, email, fax, files, verbal

                                                                                              SENDER
 encoding message
RECIEVER
Decoding message




                               
                                           Respond to message based on own understanding                                              
                                                                            FEEDBACK
                                                                             

Effective methods of communication
Every organisation must enable communication in several directions for a successful business. The best communication for Sarah’s business would be horizontal communication. It is the formal or informal exchange of ideas between different departments or individuals at the same hierarchy in the organisation. Sarah should try to exchange ideas with all her employees and should be completely immersed within the business. 20 employees is still small for a business and horizontal allows greater information exchange for the business to expand on a higher level. 






Horizontal communication 4 stock room assistants (deliveries and shelves) 

12 sales assistants 
Manager x2
Sarah (Owner of company) 


2 cleaners 




The business should converse information with each other as all work is interlinked with each other. The cleaners are at the bottom as they do not have any duties related to the expansion of the business. 

The significance of non-verbal communication
Although verbal communication is a key feature within any business, non-verbal is just as important. As stated, that the balance between the verbal and non-verbal in the communication process is paramount for the impact of the overall message. (Tepper and Haase, 1978). For Sarah to be successful in the business, she must be able to effectively utilise non- verbal methods. For example, Sarah should try to display confidence in her manner and have a positive mood continuously to spread more positivity within the business surroundings. If the boss has positive attitudes within the business, it reflects on the entire business and colleagues.  Through non-verbal communication people tend to give off signals that are interpreted by others around them (Bonaccio, O’Reilly, O’Sullivan and Chiocchio, 2016). So, Sarah should be able to give off managerial qualities and signals within the business. If Sarah can employ effective managerial status, her employees will be able to receive the correct information from her. Non verbal hints allow to lead, inspire and captivate others, (Friedman, Prince, Riggio and DiMatteo, 1980). When we use vocal expressions, gestures and postures they tend to be more efficient than words (Mehrabian, 2017). Thus, if Sarah can exhibit qualities to run the business, words may not always be required to employees. If Sarah can utilise non- verbal communication effectively, this will reflect on the whole business and this displays a confident boss, which in turn results to a successful business.  


Recommendations
A few recommendations have been put forward for Sarah to implement, the first we advise Sarah make use of technology in this modern world to the full extent to expand her business. Sarah should implement web-based meetings, as we are aware that all employees work part time, so it is hard to gather all employees at one place, one time for a meeting. Setting a web-based meeting allows greater flexibility for employees and Sarah herself. It is seen as effective as it allows employees to review and playback meetings if they missed any important information. Meetings can also be recorded, so more suited to employees. Sarah could use this approach with all her employees and specifically the 12 sales assistants if she needs to make them aware of any updates that are quite regular within a business. 
Another recommendation is mobile apps, where customers can use this to shop online. Having an online base allows for greater expansion of a business. These mobile apps can be controlled, managed and facilitated by the 2 managers within the business or Sarah can divide some of her sales assistants to the online branch, or add more employees to manage the mobile apps, e.g., online sectors. 
Action Plan
Fig:
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WHOS RESPONSIBLE

	Internet
	
	Managers can use the internet to communicate with Sarah and employees and it would be very beneficial to launch more products

	Web based meetings
	£0.00
	Sarah and managers 

	Rent out a meeting room
	£150.00
	Sara and the 2 managers

	One 2 one meetings
	£0.00
	This meeting can be for Sarah and employees this would give staff the opportunity to express their views

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




Conclusion
[bookmark: _GoBack]To conclude, communication is paramount in nearly every aspect of business today, thus it is essential to ensure that it is executed properly from all party’s sender and receiver. We have provided Sarah with efficient communication methods and how she can implement this within her business, if so, her business is likely to expand successfully. 
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