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The primary purpose of this report is to advise Sarah Davis on the subject of maintaining effective teamwork and communication within her organisation that has grown rapidly within a year. Topics such as the importance of effective team working, particularly how effective team working can help Sarah to communicate effectively with employees, furthermore the importance of two way communications by using the Schramms interactive model, I will also explain how Schramms interactive model will help Sarah to facilitate better communication with employees, there after I will address different methods of communication methods along with recommendations on how to ensure effective communication at the store.

[bookmark: _Toc15390462]The importance of effective team working
Communication “ The imparting or exchanging of information by speaking, writing, or using some other medium.” (Oxford dictionary, 2019).
The significance of teamwork in company appears to the casual observer to be sufficiently obvious. When cooperatively employees participate in duties, they are often more productive. In reality, workplace teamwork may have benefits that go well beyond mere collaboration in finishing a job or project when a cohort of staff work together to pursue an allocated task or goal, the working atmosphere can be changed, sometimes deeply for the better. Company teamwork can also enhance morale and assist people in the workplace feel more satisfied. Effective teamwork can generate a feeling of unity of intent and cohesiveness. Every team member just feel some feeling of control, not just about their personal duties, but about the whole project. Even before their personal roles within it, the team is reinforced when employees feel the ‘team’ in teamwork. When everyone pushes at the same direction, strong teams could perhaps pull more weight. Establishing a single main objective, then ensuring that each team member knows the objective and how to accomplish it, enables the team attain that objective more effectively. To create a powerful feeling of teamwork, open communication and an efficient way to resolve disputes are crucial. Workplace disputes and issues are inevitable even with harmonious teams, but they should not be feared or suppressed. What is crucial is to take a fair and rapid approach to solving these problems. By enhancing personal accountability and offering workers a feeling of ownership of the allocated job or project, teamwork can benefit the business as a whole. It can also assist the team’s people grow and improve their abilities. Team members can support each other as tactic trainers by pressing one another to perform continuously at elevated rates. Communication is every organisations security in the practical sense. Individuals, regardless of their status and rank in the hierarchy, have to interact with one another for performance of job in the designated time period and also for good working interactions.
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The importance of two-way communication
“The Schramm model of communication seeks to explain how meaning is transferred between individuals, corporations, and others.”



Figure 1 The Schramm model of the communication process
[image: ]
(sage journals, 2019)
The most frequently studied and broadly utilized communication theory is that suggested towards the end of the 1950’s by Wilbur Schramm.
“The Schramm model views communication as a process that takes place between a sender (transmitter) and a receiver: there will be also a message, and a medium through which the message can be transmitted.” (Schramm, 1977).
The receiver can provide feedback on the message to confirm that the message was received and comprehended correctly. Only once it is attentively placed into words and transmitted to anyone else, information holds no value. Encoding performs a very significant role when by turning the idea into content it activates the cycle of communication. His/her primary duty is to comprehend what the narrator aims to express once the data meets the receiver. Only when the receiver can comprehend or decode the data that the sender intends to transmit, the message holds no value in fact. therefore encoding along with decoding are two key aspects of efficient communication without which data will never move respectively between two people.
The model of Schramm centres across the theory mentioned above. As per the model of Schramm, the two vital procedures of efficient communication are coding and decoding. He also stresses that, only when the sender gets a response from the recipient, the communication is complete.
In order to anticipate the utmost from the staff members, a team must always be managed efficiently. Team manager plays a vital role in the good management of the team. Effective management communication allows staff to circulate data and understanding in their required manner. To attain the best performance out of them, managers must communicate with their staff members. Unless staff interact with one another, issues stay unresolved. Discussions go a good way toward decreasing misunderstanding and also improving employee relationships. 
Other benefits of using the Schramms interactive model for a large discount store may be that you can retain feedback even in mass communication and it may be used on newer communication platforms such as the internet.
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 It is not beneficial to undervalue the significance of organisational interaction in a company setting. The way in which staff interact with one another, executives or internal investors like clients and associates impact on the company itself. As a consequence, being conscious of the type of communication you are involved in is essential. Organisational communication has four kinds:
· Formal and informal communication
The volume of formality adopted can classify company communication. In general, formal communication has a particular corporate structure and a standardized message that is carefully designed. The business allows communication to circulate through an audience friendly channel. For instance, formal customer friendly business news can be sent via an official press release. Formal business news for staff, however, can be sent via a memo or transmitted through a meeting.
Informal communication is unconstrained and impromptu, also considered as the grapevine. This type of interaction occurs to one on one or small groups between staff. It can also contain swift interactions between staff and clients or associates. Far more so than formal communication, which flows at a steady rate, more hasty is informal communication. This may well lead to information that is inaccurate or misunderstood. Often companies, however, prefer informal communication instead of formal communication since it facilitates a more innovative and self-driven workforce.
It is abundantly clear from the rapid expansion over a short period of time that Sarah Davis’s discount store business is a huge success. Informal communication may have been all that was needed and worked efficiently when there was only 3 staff members. However, with the expansion of the business there is now 20 staff members working in different areas of the store. For  Sarah’s business to continue to be successful more formal methods of communication will need to be implemented which I have added under my recommendations towards the end of this report.
· Directional communication 
standard forms of business communication are also directional. This indicates data may flow down, up, or horizontally.
Downward communication moves to front-line staff from executives and supervisors. Such communication frequently includes commands or duties that are to be performed by staff. It may also include evaluations of organisational policies or efficiency whereas the majority of downward communication is written, such as emails, policy guidelines and memos, it may still be verbal, for example via conferences and phone calls.
The upward communication is the reverse of downward communication, in which messages flow from subordinates to senior. This type of communication may involve projects or equipment that staff need to demonstrate to their executives. Subordinates may also present superiors with feedback and recommendations on their duties, efficiency, or business. This type of communication frequently offers understanding and information to the senior management that are used to create significant business choices.
Communication may also move through a company horizontally. Such a type of communication occurs between staff at the same hierarchy tier. They may be in the business’s same sector or other regions. Such a type of communication is fast and frequently spontaneous, rather like casual communication. Instead of writing, most horizontal interaction is verbal.
· Internal and external communication
Internal communication occurs between the company’s employees. It may be in the business as a whole or in small units, such as departments or project teams. Often formal internal communication is written and involves production assessments, business notifications and sales numbers. Broadly speaking, this type of data is only suitable for staff and thus not external stakeholders such as clients and associates.
External communication includes communications designed solely for individuals beyond the organisation, including clients, candidates, associates, publishers, rivals or public regulators. Companies take time to cautiously develop correspondence for external audiences in order to see the company in a favourable light. Sales promotions to prospects, for instance, can be sent via a directed email campaign, whereas news about appointing a fresh CEO can be emitted through a press release to the media and government. 
Often, external communication will be used to convince an audience, whereas internal communication is generally intended to notify. The aspect of internal communication, businesses like to use advertising techniques. This allows organisations to make sure the information meets the audience. Companies ought to perform studies to better comprehend the audience to choose the correct marketing channel. Promotional media examples include:
· Online advertising, on TV and in newspapers and magazines.
· Activities in public relations, such as news meetings and press releases.
· Social media platforms including LinkedIn, Twitter, Facebook, YouTube, Instagram and Snapchat.
· Marketing via email with promotional campaigns
· Marketing of search engines using keywords

· Oral and written communication 
Standard types of company interaction may be either oral or written. Oral communication can take place between two individuals, within small units of individuals or even between the business as a whole, for example at an annual conference. While it may seem more informal for oral communication, it may often be organized and ready. For instance, a company proprietor who speaks at a charity lunch with prospective buyers may have studied the investors closely so that they can lead the discussion by talking to their interests.
Written communication is a key aspect of running a business. Many company owners have to prepare long and complicated company plans even prior to beginning a company. They may also be involved in the creation of agreements and monetary records. This type of company communication is formal and frequently requires experts on the subject, such as lawyers and accountants. Not all written company interaction is formal. Interaction between staff on a daily basis, like those of horizontal communication, can be informal. Co-workers can write fast messages to each other to ask a query.
Using instant messaging programs like skype or collaborative tools like slack to speed up written communication is widespread for companies. This allows colleagues to receive and respond to emails immediately, ensuring that company operations that are time sensitive can continue as scheduled. It is essential to phrase structure, grammar and punctuation in business communication regardless of what type of communication used. This demonstrates professionalism and credibility as well as ensures that the message recipient can accurately comprehend it. Be sure to use the correct sort communication for the situation at hand to interact efficiently in the company. For illustration, it could be wisest using formal instead of informal language when conversing with a customer. An instant message or email is perhaps the fastest way to communicate when asking a colleague a quick business question.
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in order to anticipate the utmost from the staff members, a team must always be managed efficiently. Team manager plays a vital role in the good management of the team some points to note are:
· It is essential that the team manager is more like a mentor for his staff members
· Create a communication plan 
· Be sure to utilize the correct method of communication for the situation at hand 
· Obtain input from employees on a regular basis 
· Continually re-evaluate your management skills 
· Communicate about employee performance 
· Update employee handbooks regularly 
· Make use of an SOP (standard operating procedure)
· Put work rotas in place
I would also recommend putting an action plan in place which consists of the following:
Action one  (to be completed within 2 weeks)
· Computerized system installed that logs the amount of specific items in the stock room. When an item is sold it is tallied off the list and when only 2 remain it is automatically placed on a re-order list (this list is to be reviewed by the shop floor manager each evening before closing time).
· Sarah is to organize the implementation of this and take a course with the 2 managers on how the system works
· When the system has been implemented the shop will close for a day for staff training on how to use the new system. (this is the responsibility of the 2 managers).
Action two  (to be completed within 1 week)
· Walkie talkies to be given to all employees so that communication is made easier between the floor staff and stockroom staff. (responsibility of Sarah to instruct managers)
Action three (to be completed within 2 days)
· Cleaning responsibility list for each cleaner written up and formally given in person and via email to the cleaners so that they know their responsibilities
· Cleaning checklist placed in each area that must be signed and dated each time the area is cleaned (responsibility of managers who should check the checklist weekly)
Action four 
· Fortnightly meetings to be arranged between Sarah and managers to discuss any issues or ideas that may arise.
· Minutes to be recorded by one of the managers  ( Sarah to schedule)

Action five
· Yearly team-building weekend break to be organised to boost team morale and allow staff members to interact with each other outside of the workplace setting.
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