


Case study of Julie Thomas

Executive summary
Sarah has to hire more staff to compete with her growing rate, needs to set up a plan so that her best employees are doing the job that they are most suitable for. Organize staff meetings so if anybody has concerns at their organisation they express their opinions and not feel like they have to suppress their emotions. People have different opinions so it’s always an advantage to have a team discuss and debate about the future of the organisation.



It is very important for companies because it allows their staff to be more productive and that will unable them to operate efficiently.this in turn will boost staff moral and productivity and the will remain committed to their jobs, because they will be receiving the necessary feedback they need to help them in their line of work.
It is very important that staff members that any information is shared and acknowledged, recognizing this will help in the development between colleagues and and management and ensure a trusted relationship can be formed.
Without effective communication between management and staff, staff will not know what is to be needed on a day to day basis to ensure the smooth running of the company which can lead to unhappy staff and may produce false rumors to circulate within the company and that would put pressure on staff and also, maybe leaving notices.

Introduction

This report is about how a large discount store can achieve the most out of its staff by relating issues that may arise within the company and how they can be quickly resolved, I will be looking at ways to help them achieve this with the different form communication and solutions.

Effective communication 

Communication is very important and essential to maintaining a good relationship with fellow co workers, plus it increases the effectiveness and morale within the organisation. Employees that put that extra time and energy into communicating would increase rapidly, building trust is the most efficient way to boost productivity, trust and overall motivation within the company.
Poor communication also can occur at the company which would effectively make employees less motivated to complete their objectives and start to doubt their skills and it could possibly lower confidence in the organisation.( michaelpage,2018)
Goals and expectations- Managers have to provide teams and individual members within the organization clear instructions to reach their achievements also a plan to ensure that everything required for that certain task is discussed with the staff members. This makes them aware of the projects and objectives.( michaelpage,2018)
Communication- when communicating with fellow staff members, it’s important that speaking clearly and professionally. Getting points across without it being confusing or causing tension within the organisation.( .michaelpage,2018)
Delivery of message- once the message has been completed, it needs to be expressed in the format best suited. The quickest way to build trust with employees is to do face to face interviews but there are always alternatives.( michaelpage,2018)
Staff- Keep staff members updated if there are any changes within the company. Ask staff for progress reports, communicating updates would help the success of the company.( michaelpage,2018)
Listen- Communication goes both ways, listening to you employees shows them that they are valued and respected as a member to the team. Listening to issues that employees have raised would increase confidence of employees, to be more outspoken and not to feel isolated with thoughts.( michaelpage,2018)



Encoding and decoding messages
Encoding and decoding messages are a thought process of information and ideas that then conclude into an understanding agreement between two or more people. In order for this process to function in has to have a sender, receiver plus a message that can be transferred within communication medium. Starts out to be an idea or concept in the senders mind. The sender encodes the message in their mind then decides how their going to form the message by words, pictures or gestures. The sender decides which medium to transfer to the receiver. The medium could be a conversation face-to-face, a written message or any electronic devices that can transmit data. The receiver has to decode the message in order to understand the context. Messages that have been transmitted don’t always transmit perfectly. Their is potential problems that can interfere with the transmission which would result into an misunderstanding between the sender and the receiver.( Andrew Maund,2017) 

Non-verbal communication
When providing non verbal communication it is always best to show interest and listen to what is being said.
Body language is a big role, eye contact is very important in letting the staff know that you are ready to receive the their message also showing acknowledgement towards it, good body posture will show willingness to solve a situation which would make the staff feel at ease and more freely to express their view points. Speaker tone of your voice should be calm and lowered.( Non-Verbal Communication,2018) 

One way communication 
[image: ]One way communication, information from the sender to the receiver, their isn’t an option  for the receiver to send any feedback back to the sender.
Two way communication 
Two way communication is so important in the business environment, the sender sends information to the receiver about the organization. The receiver responds by sending feedback back to the sender, this ensures that the information that the sender sent was received and acknowledged. In a business environment superiors relay directions to their employees, if the information received was not clear or the task that was needed to be completed failed. Receiver can ask for further instructions. Two way communication also allows employees to to have an Input when considering suggestions about the organization also it shows that their opinions are valued.
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Two way communication also links into the Berlo module which goes into more in depth detail about communicating.

[image: ]Sender
The sender originates the message to transmit to the receiver. ( Berlo’s SMCR Model of Communication,2018)

Communication skills- Skills of an individual that affect the process of communication. The sender must have a certain level of communication, otherwise the receiver may misunderstand the message if the sender has low communication skills. Communication skills involve listening, writing, reading, speaking, etc. ( Berlo’s SMCR Model of Communication,2018)

Attitude- The attitude is created by the sender and the receiver which the effects the message. Attitude of an individual self, the receiver plus the environment will change the effect of the message also the meaning. ( Berlo’s SMCR Model of Communication,2018)

Knowledge- Being familiar with the topic of the message, it impacts the message more. Understanding the topic makes the sender more efficient. ( Berlo’s SMCR Model of Communication,2018)
Social systems- social factors would affect the situation and determine the way the sender communicates the message. Multiple factors like, laws, rules, religion, beliefs and values need to be taken into account when transmitting a message. ( Berlo’s SMCR Model of Communication,2018)

Culture- A person from a different cultural background may take offense towards that message but is accepted in another culture. ( Berlo’s SMCR Model of Communication,2018)

Message 
Message is informative substance that is sent from the sender, which is forwarded to the receiver. Messages have multiple forms like text, voice, pre recorded audio or any other media.
Context- Context is the message itself, start to end. ( Berlo’s SMCR Model of Communication,2018)

Elements- Non verbal information that is side by side with the message like signs, pictures, gestures. ( Berlo’s SMCR Model of Communication,2018)
Treatment- How the message is transported to the receiver. This also impacts the returned feedback from the receiver. ( Berlo’s SMCR Model of Communication,2018)

Structure- The formation of the message and how it has been displayed. ( Berlo’s SMCR Model of Communication,2018)

Code-  Type of form. Form consistent of video, text, language and other. ( Berlo’s SMCR Model of Communication,2018)

Channel
Channel is used to transfer the message. In terms of communication it has variety of different forms. Machines are used to channel communication through the internet and phones. To understand the communication flow, through non verbal communication. Human being five senses are used as the channel. ( Berlo’s SMCR Model of Communication,2018)

Hearing- Hearing the message through sound. ( Berlo’s SMCR Model of Communication,2018) 

Seeing- Visualizing the message is a very common way of communicating. ( Berlo’s SMCR Model of Communication,2018)

Touching- Feeling the message is way to communicate. ( Berlo’s SMCR Model of Communication,2018)

Smelling-. Smelling gathers information. ( Berlo’s SMCR Model of Communication,2018)

Tasting- Taste provides information as a message(( Berlo’s SMCR Model of Communication,2018)

Receiver
Receiver is the person that gets the information that was originally sent from the sender. This module show that the other factors of communication need to be synchronized with the sender, otherwise the effectiveness of the communication wouldn’t be at a sustainable level.  The sender and the receiver have to have similarities or the message that is sent would have minimal effect. The receiver must have similar skills to the sender. ( Berlo’s SMCR Model of Communication,2018)

Employee voice
Employees voice is people that share their information in an group decision which have meaningful input. (CIPD,2017)

Action plan for Sarah Davies store.
	Action
	Responsible 
	Priority
	Costs
	Start date
	End date
	Notes 

	Hire more staff
	Sarah Davies
	High
	Time
	18/12
	28/12
	Would increase efficiency at the workplace

	Full time employees 
	Sarah Davies
	High 
	Money
	18/12
	28/12
	Employees will be more available at the store.

	Frequently have Staff meetings
	All staff
	High
	Time 
	18/12
	28/12
	Express any concerns at the workplace 

	Shifts 
	All staff
	High 
	Time 
	18/12
	28/12
	Make sure Employees are happy with their shifts 

	Job roles 
	Sarah Davies 
	High
	Resources 
	18/12
	28/12
	Pick job roles best suited for your employees




Recommendation
Recommend that the least experience employee should stay next to the most experience employee until they can gain the knowledge and are confident that they can be independent. Frequently plan staff meetings to interact with one another, socialize and communicate to build a strong relationship with each other. Choose job roles that you will be the most effective and efficient at, picking a role that is uncomfortable to you will slow down the pace.

Belbin
Sarah has to figure out in organisation which role category her employees are in..
Thinking-oriented roles- Thinkers in team have a important part to play because they continue to release fresh ideas over and over, they give you opportunities constantly. People that fit in this category tend to not accept criticism and struggle to adapt to different situations we needed.( Belbin Team Roles,2018)
Action-oriented roles- They don’t necessarily care about tactics or strategy, they just want to get things done, even if it may offend some of their teammates feelings. Sarah has to find out who amongst her employees has this mentality because they are the employees that will show completed results. (Belbin Team Roles,2018)
People-oriented roles-  Naturally born leaders, other members look to them for guidance and support. They recognize each individual member unique skills and abilities.( Belbin Team Roles,2018)
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