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Introduction	
This report shall discuss the importance of communication within the workplace among colleagues as well as the organisation through either verbal or non-verbal methods of communication. For a high profitable business in these days it is highly challenging and competitive, in an organisation different type of people who come from a different backgrounds, cultures, races or locations can make a successful business and achieve their goals by sharing ideas and relevant data amongst colleagues. Different types of communication methods shall be discussed further in details to show the importance of the effective communication system through different models, theories and illustration. A proper communication framework can make the management successful align the goals and thoughts of the employees with the objectives of the organisation. The business that is owned by Sarah Davis has a large number of employees who are working in different departments, so the more the division of the level the more difficult there is in the communication process. This report will look at the importance of the effective communication system and the significance of the two-way communication method, and discuss how Sarah Davis can improve communication in her business to increase efficiency and organisation. 

The importance of effective team working 
In order to further progress with the production process, within groups it’s crucial to have great collaborative and teamwork skills for them to work within their functional groups, achieving that ideal that is desired. Thus, in order to maintain the system and status quo of the employee’s performances, communication skills are further established within businesses. Motivation is essential to encourage employees to be enthusiastic, further encouraging them to work alongside each other to complete tasks and no clash being established. This would be ideal for the employees that are around being situated within different tasks, so less of a clash is being prevalent. The employees that are working in the stockroom and doing deliveries, still need to maintain a strong relationship with the two managers that are higher in position. 
“An effective management of production processes requires greater collaboration and teamwork among workers in different functional groups. Hence, to manage the existing performance of the employees and to motivate them for better performance, efficient communication practises have become more important in all organisations.”
Communication is crucial within organisations essentially for colleagues that vary from different backgrounds, race, cultures and areas, so that no misconceptions are established that can defer from having a strong communication system. Realistically, there isn’t a certain type of colleague that would be prevalent, rather mix of backgrounds hence adapting and being open to the people met. Having that bond alongside co-workers and colleagues is ideal within teamwork, as it removes any hate or bias and it allows the environment that is being worked in, to be a light hearted and warm place to be in. It allows easier communication between the employees that are part-time and the sales assistant that is on maternity leave. 
“In modern days, we understand ‘communication’ as one of the most dominant and important activities in organizations (Harris & Nelson, 2008).” 
An article by Dunacan, Moriarty (1998) discussed how the two-way communication through listening to costumers and interactivity can build or destroy the relationships. New generations are best to explain and understand the communication models. In these days marketing is more communicating based, many business are dependent on two-way communication.

The importance of two-way communication
At a discount store it is very important to have a two-way communication where the employees can share their views and opinions to the management as well as the management will have a chance to consult with every individual properly before executing the process. Schramm’s Interactive Model (1954), looks at this theory by looking at the impact of encoding and decoding messages which lead to efficient communication. He looked at this as a two-way circular process between the two parties involved – the sender gives a message to the decoder, it is interpreted then given back to the encoder.
“The two way communication is a dynamic process – it is important because the information or the details of the messages is sent to the receiver or listener immediately from the sender.” (WiseStep, 2019).
This would benefit Sarah as it initiates the process of communication by putting ideas into physical practice. Decoding is essential for the receiver to understand the message that is being conveyed – communication can only be completed and done if the sender receives feedback from the person who has received the method. Sarah and her employees can communicate with each other efficiently, including the ones working within different departments (those in the stockroom, those in deliveries and others in management). Those that are higher in position can send messages to the decoders, so that they can decipher what is being given to them, thus interpret it and give feedback. Without this, there would be a clash and a lack of communication, from both the encoders and the decoders. To avoid this, using Schramm’s Interactive model, there would be more peace being maintained and no misinterpretation within it. 
“The management responds fast to the complaints or issues of the employee. This gives a positive wave among the employees since they believe that they have been valued in the organization.” (WiseStep, 2019).

Effective methods of communication
Communication skills is the one of the most important role to achieve the organisational goals, business professionals work as team with different types of people at work which involves communication (Lawson et al, 2019). There won’t be any understanding between a boss and co-workers without a good communication skills (Lawson et al, 2019). The variety of methods that are most effective for Sarah to use, ranging from verbal communication methods in order to gauge the person who is face to face, whilst maintaining attention on their body language which gives off information on the person responding. Written communication is hard to avoid in these situations and it is assumed that Sarah would use that exactly. It is presented on emails, posters, social media and official documents within the store. Items such as brochures and pamphlets that would put information that would catch customer’s attention. Using oral forms of communications, a person’s body language and tone of voice can be identified, and the way others communicate can be gathered. Non-verbal communication 
Though this requires more skill and reflection, having crucial conversations would have a great impact within the store in order to manage it. It was squash any divisions between employees and employers when emotions are high and differing opinions become apparent. This is more of a formal 
Face-to-face communication, which is an oral form of communication, is essential and creates personal connections between management and the staff. This way, the person is fully aware of their body language and eye contact, and this is ideal for when Sarah wants to manage the store smoothly with assistance from the people around, and by communicating this way messages and notices are passed easily. This would determine the volume, speed and clarity of speech which can be gathered with this. This would fall under a more formal type of communication, which would possibly be within meetings so that people could discuss their opinions and ideas efficiently. 
A written communication skill such as emails within recent years have become extremely common and is used to communicate with different employees. Though it’s not necessarily an alternative to face-to-face communication, it’s a more inexpensive and quicker option that would deliver information instead of the formalities that would come from having that form of verbal communication, thus making it a more informal form of communication, possibly being done externally outside of the workplace. 
Non-verbal methods of communications, focusing on their body language, including facial expressions, eye contact and gestures, which communicate its own message for employees that are working. Teamwork and work ethic can be easily identified through strong non-verbal methods; if poor eye contact and annoyed gestures are being shown, then it would be caught on by Sarah and others, causing a lack of morale and encouragement. By maintaining eye-contact and having a strong posture/body language it would motivate others to maintain the status quo. Not only is verbally communicating crucial, but having a strong non-verbal posture and attitude, it would lead to more formal and serious interaction within Sarah’s business. 

Recommendations
At a successful business organisation, Sarah Davis has to know the importance of the effective communication process. Communication is an essential tool for the business to share ideas and information. Proper communication can save the consumption of an extra amount of time and money which will ultimately increase the profit of the organisation and make the organisation most successful. It will be an essential factor by building a teamwork in the business organisation for a better productivity as well as being successful in the market. At the discount store proper communication method will allow the employees of the organisation to share their ideas and views which will provide the management to execute the operational strategies of the organisation. 
Establishing a strong communication framework by Sarah Davies can built up a strong management within the organisation. Thus the management of every business organisation needs to understand the significance of effective business communication within the workplace to make the organisation more successful. 
Sarah Davis can implement a decision through a two-way communication model which shall allow her to reach the directions for executing the plans properly. If she wants to increase the sales and by applying the two-way communication model she will be able to provide proper direction to the salesmen efficiently. Two-way communication model will also allow the employees of the organisation to share their opinion to Sarah Davis so that she can plan properly before executing. 
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