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Executive Summary
Maintaining effective team work and communication s vital in order to build a substantial business. Correct methods and techniques need to be applied and maintained to make sure that the business runs smoothly and successfully. Communication is a process that needs to be understood to make it effective. 
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Introduction
As a business advisor, I have looked at Sarah Davis’s case study regarding maintaining effective teamwork and communication in her organisation. Sarah Davis owns a large discount store which has rapidly grown over the past year. She has twenty employees working for her at different positions. The employees work at different hours during the day and night and most of the employees work part time. Her employees are varying ages and experiences. To maintain effective communication and teamwork many things need to be explained and how they are effective. In this report different communication models will be explained and what will be best for Sarah’s business. Also what organisational methods can be used and the significance of non-verbal communication in a workplace. The conclusion will consist of recommendations and an action plan will be included.
Effective communication and teamwork in an organisation
Effective communication and teamwork is very important for a successful organisation to continue succeeding. If the leaders of the organisation have good communication skills as well as a team building skills they can drive a business further. Communication plays a vital role in an organisations. If communication between members of an organisation isn’t played right the relationship can be effected which is sometimes why businesses fail from succeeding. Morgan (2017) explains that if communication is not interpreted correctly this can have consequences on people’s emotions and attitudes and break relationships and cause confusion. This is why team working plays a vital role. In order for a team to success good leadership skill need to take place. According to Berge (1998), a team needs a leader who is able to motivate, encourage and support and praise them so that they are able to stay focused on their given tasks.
Communication is a process of sending and receiving information through different mediums. A sender can choose which medium they want to send messages to the receiver. This can be done in many ways through face to face communication, through written communication, oral communication or gestures. Communication is transmitting information through thoughts, ideas, and emotions, giving, receiving, interpersonal and intrapersonal. Communication can be verbal and non-verbal (Maund, Schriek and Tinkler, 2017). The importance for communication to be effective is that the sender sends clear and precise instructions and the receiver understands it the same way the sender sends it. The sender needs to take in consideration many factors before sending information. They should understand who they are sending too, taking into consideration their receiver or audience is. 

Importance of two-way communication
Generic Communication Process Model
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Sender: The sender is the person or group who wants to send the message. The sender has to have the right skill and understanding to send the message. This begins with encoding the message, keeping in mind who the message is intended for.
Message: The second step is to form the message. The message has to be formed considering its audience, who are the receiver. 
Channel: The third step is the channel or medium which they want to send message through. This can be can done through oral, written, gestures or visual channels.
Receiver: this is the fourth step when the receiver receives the message. The receiver will decode the message received
Feedback: This is the last step. According to Bovee and Thill (1992), feedback plays a vital role in the communication process as this will show any communication barriers that are present. It is the receiver’s responsibility to give feedback to the sender that they have received message and the sender will know if the message sent was received correctly. 
During this process there is Brain drain which is noise. This causes many confusions and disruption between sender and receiver. The noise can be a variety of things, example if the channel was a telephone conversation, the noise can be that the telephone signal wasn’t clear and the message received was misunderstood or incorrectly received by the receiver. Another example is a text message .The text message was sent but the receiver didn’t receive it because of internet issues and when it was received it was hours or days later. That’s why feedback is key to clear up of any disruptions during the process.
During the communication process many barriers can occur which effect the process reaching successfully the way you want it. Things that can block the process of the message being delivered successfully can be language, noise, culture, lack of interest, lack of technical skills, information overload, problems with structure of message can be few ways that fail the process. When thinking of a ways to communicate with your employees these things need to be taken into consideration.
Berlo’s model of communication 
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                                                                                             (Lee,1988)
This model is also called the SMCR model. Which was developed by David K, Berlo. It  is one the most common models used by others to develop their own communication model as it looks at many factors to develop further understanding ( Taruga,2016). It has four elements, source, message, channel and receiver. The model considers many factors through the process. This model is not an effective method of communication. It doesn’t mention noise or any communication barriers. Also source, channel and receiver are effected by many factors during the process. It has no feedback in the model which doesn’t show a two way communication. It is a linear method. The main problem is that the source and the receiver should be on the same wave length which is impossible as any two people cannot think the same way.
Berlo’s method of communication will not be successful in Sarah’s business. She has employees of varying ages and experiences. All have different abilities and knowledge. As it has no feedback this will not help Sarah understand her employee’s needs. Feedback is essential for Sarah to have an effective communication in her business.
Schramms interactive model of communication	
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This is a Wilber Schramms model of communication. It was developed in the late 1940’s and is very commonly used as a communication process. It consists of four steps sender, message, receiver and feedback. It is a two way communication where the sender and receiver are both during the process. This is a circular process as all people are encoding and decoding. This is because this model has the feature ‘feedback’. Feedback plays an important role in any form or kind of communication (Duncan and Mariarty, 1998). Both participants communication can be in a written format oral or through gestures. Feedback will give both the sender and receiver the understanding about each other’s views and understanding.
This model will be very effective in Sarah’s business. As she needs to communicate with her employees and receive feedback regularly to continue progressing. If both parties communicate and understand each other as misinterpretation of a message can happen it is best that the receiver gives back feedback of the way they have understood the message. This will narrow down the misunderstanding and the given task or message will be easier to do. 
It is important that consultation and employees work together. This will help build a relationship and understanding between them. Employee’s voice is a way to show fairness in the organisation, as they have the chance to view their opinions and feelings. This gives the sense of value and increases motivation within themselves. Employs voice is essential as they have the knowledge of the workplace and their feedback can help the organisation to make valuable changes (Nikolaou, Vakola, and Bourantas, 2008).

Effective method of communication
Choosing the way to communicate with your employees is very important. There are many ways oral communication, written communication, non-verbal and interpersonal communication. All these are effective methods in their own way. It all depends on the situation and message that needs to be delivered. Organisations can use any of these methods to communicate with their employees. Listening is also an important method of communication. Listening to your team members shows that you value their opinions and views. 
There are different methods that an organisation can use to communicate with their employees. The ways are vertical method, which can be downwards or upwards only through different position in the hierarchy. A horizontal method which is across the same level or position in the organisation. Also an effective method is a diagonal communication which is across different positions in the organisation. The communication can be formal or informal depending if the communication is internal- within the workplace or external-with someone outside the business (Patil, 2013).  
Sarah’s business consists of twenty people. Two managers, twelve sales assistant, which one is on maternity leave, four stockroom workers and two cleaners. All working different hours, during the day and night. Most important is their ages and experiences. Keeping this in mind Sarah has to have a very effective method of communication to maintain a peaceful environment in her workplace. The best method of communication would be the diagonal method. This method would give the sales assistant, stock room workers and cleaners to work together with the managers. As there is only two managers it will be difficult for them to deal with eighteen employees junior to them. This will increase efficiency and speed of the workers and will motivate them to communicate and work as a team. To keep this all to run smoothly and effectively a formal communication is best.  This keeps all employers’ safe and respected at all times. People choose different method of communication over another, this is because of the richness of communication the channel has. One of the best method of communication is face to face because it gives instant feedback. This will reduce any misunderstandings and confusion as they can clear them up straight away. The more face to face communication Sarah has with her employees the better understanding and relationship will build. This can be done through meetings or video conference. Another method that will be effective is a written method through a group email. This will help all workers who are working and who are on leave to stay updated with all important information. This can include online discussions.


The significance of non-verbal communication when communication with employees
Non-verbal communication is as important as verbal communication. Non-verbal communication is speaking through our gestures, eye contact, facial expressions. Our Voice tone is also a form of non-verbal communication, it can also have a meaning. People communicate through this method throughout their daily lives, if that’s in their personal life or professional life. According to Bonaccio and O’Reilly (2016), it is important that people understand that non-verbal communication is very important as we can send messages without thinking, which can be interpreted in the wrong way to the person we are interacting with. This can have a negative effect and cause confusion and misunderstanding. Non-verbal can also be used to motivate and show appreciation to others. It is vital that we understand the significance of non-verbal communication in the workplace.
Conclusion
For an effective communication to run in an organisation it is important that a system is put in place including a policy that all employees understand clearly. 
Recommendation
These are some recommendations for Sarah Davis to maintain effective communication in her organisation.
· All written and oral communication is clear and well structured. Removing any communication barriers.
· Sarah needs to have set day and night workers with a one manager who works at and one who works in the day. This will reduce some of Sarah’s work load. As she will have a manager covering the store at all times. The managers can easily give Sarah feedback on a regular basis.
· Sarah needs to have weekly meetings face to face with all her managers. This will reduce misunderstandings and confusion. They can together set new targets and goals.
· Daily instructions should be given through emails and memos. This way all staff know their daily tasks.
· Sarah needs communicate with her sales assistants of how the ground work is going and if changes need to be made. She can do this through emails and face to face.
· She should have a policy in place that all staff know and follow. This will help all staff feel safe and motivated.
· All staff should have a written method of discussion in place that can be an email group or instant message group. So all messages are recorded. This will help increase communication and work efficiency.
· Sarah should have an open door policy, so if any employee has a problem they can approach her face to face.
· Sarah can host a party for her employees so they can get to know each other a little. Employees who feel appreciated work better and faster.
· Sarah should always listen and value her workers opinions and views. 

Action plan
Here is an action plan for Sarah Davis to put in place for her to continue to maintain effective communication and team working.
	Action 
	Cost
	Responsibility

	Internet in the workplace
	£40-£45/month from virgin media
	Sarah Davis

	Weekly meeting
	 £5-£10 refreshments 
	Sarah Davis

	Set an email group 
	-
	Sarah Davis

	Annual party
	£200-£300
	Sarah can nominate employee(s) to arrange
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Figure 5 (Adapted from Schramm, 1955, p. 7)

‘The fourth model (Figure 6) illustrates communication as a system of
constant feedback. Sending and receiving are occurring simultaneously by both

communicators. The messages each participant sends are altered or affected by
the feedback from the other participant. The communication is kept going under
this dynamic, constant interaction between the participants.

Message

Message

Figure 6 (Adapted from Schramm, 1955, p. 8)

‘The Berlo Model

‘This model (see Figure 7) indicates source, message, channel, and receiver as the
components of the communication process (Berlo, 1960). The factors which affect
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