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The main aim of this report is to advise Sarah Davis who is the owner of a large discount store in Birmingham to help maintain effective teamwork and communication in her business. It will include importance of effective team working and why effective communication is important for the continued success of her organisation. Taken from the business dictionary, communication is a “Two way process of reaching mutual understanding, in which participants not only exchange (encode-decode) information, news, ideas and feelings but also create and share meaning. In general, communication is a mean of connecting people or places. In business, it is a key function of management, an organization cannot operate without communication between levels, departments and employees.”  The report will highlight the importance of two-way communication including the importance of consultation and employee voice. It will also look at effective methods of communication which should be used in an organisation and will also demonstrate the significance of non-verbal communication when communicating with employees. The report will end with a list of recommendations to ensure effective communication will be used at the discount store. 
[bookmark: _Toc16237858]The importance of effective team working 
Teamwork in an organisation is important for success. There are several types of teamwork according to Skripak et al (2018) they can be Manager led teams, self-managing team, cross functional team and virtual team. Sarah’s discount store has a manager led team; the store has two managers that lead a team of eighteen employees. The managers oversee setting team goals, assigning task and monitoring the team’s performance. There are several factors that help achieve effective teamwork and according to Skripak et al “Teams are most effective when the following factors are met:
· Members depend on each other. When team members rely on each other to get the job done, team productivity and efficiency tend to be high.
· Members trust one another.
· Members work better together than individually. When team members perform better as a group than alone, collective performance exceeds individual performance.
· Members become boosters. When each member is encouraged by other team members to do his or her best, collective results improve.
· Team members enjoy being on the team.
· Leadership rotates.
If Sarah can ensure effective teamwork in the discount store the business will continue to grow successfully. The employees are of different ages and experience and they can use this to learn from each other. The work that needs to be done will get done productively and efficiently as team members can depend on each other to make sure of this. Work will continue to improve as employees will work better as a team than individually. Although the whole store must work together as a team different department shall work more closely together as they are on the same tasks. The four stockroom employees should work as one team ensuring deliveries and stock are put out on shelves as efficiently as possible to ensure stock availability for customers. The twelve sales assistants must work as a team on the shop floor making the store a customer friendly environment and ensure customers return. The two cleaners are required to work as a team to ensure the shop is a clean and safe environment for all customer and employees. Employees will trust each other working as a team.  By Sarah having informal meetings with each department and ensuring all employees are working together effectively the store will run smoothly and continue to grow.

[bookmark: _Toc16237859]The importance of two-way communication
In 1954 Wilbur Schramm put forward the Schramm’s model of communication. The Schramm’s model is a form of two-way communication that involves two parties the sender and the receiver. Schramm indicated that information is of no use if it is not carefully put into words so the receiver can understand. Encoding and decoding is important to use to get the correct message across. Encoding is the first process of communication by changing the initial thought into content. It is then the recipient’s responsibility to decode the message that they receive to understand the initial message what was being sent by the sender. The message will be of no use if the second party cannot understand and decode the message that was sent to them.  According to the Schramm’s model (1954), coding and decoding are the two essential processes of an effective communication. The benefits of using the Schramm’s model is ensuring that there is no miscommunication and information is being understood by all parties involved. By Sarah using this model in the discount store it will prevent employees being confused and no conflict will arise as she will be making sure all employees know and understand the message that she is relaying to them, If Sarah can get feedback and answers from those involved she will know that everyone has received and understood the information correctly. Effective two-way communication in the store will improve employee productivity. Sarah can also use Schramm’s method to motivate her employees sending them messages/emails to indicate how well they are doing. This will give them the motivation to continue to work hard, improve their performance and boost staff morale. Sarah also needs to consider she has wide age range of employees and they will all have a different way of communicating. The older group of employees may lack digital skills and unable to use a computer to access an email. Sarah needs to be aware of any barriers that may affect effective communicating, she needs to ensure all employees are able have access to the same information. According to Acas (2014), Employee consultation is important in the workplace to get employees to perform to their best. Being able to voice their views and opinions on issues that affect them in the organisation will make employees feel appreciated as they will feel that their opinions matter and are being taken into consideration. By Sarah consulting with her employees with any changes before a decision is made, she will gain the trust of her employees and have a more trusted workforce which will make the store a positive place to be, deadlines will be met and work will be carried out to expectation.
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According to Maund et al The components of effective communication is active listening and assertiveness. Active listening is essential to fully understand the information what is being relayed to them. Assertiveness is being able to get the point across in direct and honest way without offending another person. Highlighted by Warren (2000) There are four functions served in communication and they are all important as one another, Control, to control how employees behave. Motivate, to motivate employees to improve their performance. Emotional expression, where feelings are shared and providing information to ensure the work gets done what is expected. From the information I have taken from Moodle, the different types of communication methods in a business are internal and external, internal being within the business and external being with individuals outside of the business. There is formal and informal communication formal is official messages sent within the organisation and non-formal which is unofficial every day talk between employees. Lastly verbal and nonverbal communication, verbal is face to face, telephone, radio, television or using social media channels such as skype. Nonverbal is expressions that are made on your face, eye movements or body language/gestures. According to Morgan (2017) “The richest and most complete form of communication is face to face communication. With this others will be able to see your body language and facial expressions, as well as understand your tone of voice, which means that the chances of your message being interpreted correctly are increased.”(pp 248) Sarah needs to use all the four functions mentioned above when communicating with employees to make sure each employee understands what is required from them. By Sarah having regular informal meetings and chats with her employees she can ensure everyone is happy as she will see first-hand each person’s body language, if there are any problems she can deal with them appropriately and efficiently as they arise if she is communicating regularly. Formal written forms of communication will benefit Sarah which include a standard operating procedure. Having a standard operating procedure displayed in the store will be beneficial as employees can refer to it if they are unsure of anything, Sarah can feel confident all employees will know what is expected of them. Having a health and safety policy clearly displayed is also another form of formal written communication Sarah needs to display in store to prevent or produce risk to anyone in the store. Sending formal messages/emails to employees can be effective for Sarah as everyone is getting updated and relevant information at the same time. Sarah needs to be conscious of the nonverbal actions she uses when communicating. She needs to show compassion any actions such as eye rolling will make her employees react in a negative way and could see a decline in performance. A respectful relationship between her and her staff will help to keep a positive workforce.
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[bookmark: _GoBack]Effective communication is without doubt important for any business to run smoothly, Overall Sarah needs to ensure she keeps a friendly approachable manner to help to be aware of any problems. By employees being able to approach Sarah problems can be sorted efficiently before anything escalates. From the findings in this report for Sarah’s discount store to keep growing successfully she needs to arrange regular meetings with all employees to discuss any problems that may need to be raised. Sarah will also have a better understanding of what employees want from her. Allowing employees to give feedback will gain staff loyalty and improve employee productivity. The standard operating procedure needs to be talked through with all current and any new employees and by having a copy clearly displayed in store will prevent any miscommunication. All staff need to be trained at the same level. Health and safety policies need to be clearly displayed to avoid accident or injury. Employees what are absent due to sickness/maternity leave need to be updated of any changes via email to ensure all employees are aware of any important information. Staff rotas need to be clearly and easily accessible to avoid any confusion. Sarah needs to know each employee individual needs are there any barriers to prevent her from communicating with all staff. Sarah may also consider basic digital skills training for the older age groups or employees that lack these skills which are essential to receive important messages. Out of work fun group activities could also be arranged when targets are being achieved as a way of promoting team building, to get employees to know each other which will improve employee relationships. I believe if Sarah follows these recommendations, she can positively maintain effective teamwork and communication in the organisation. 
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