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Introduction: 

In this assignment I will be using a case study based on a small store to show the importance of effective communication within the organisation to insure continued success, I will also discuss why the importance of two way communications. 























[bookmark: _Toc16216571]The Importance of Effective Communication:
Effective communication is an essential tool in achieving productivity and maintaining strong, lasting working relationships at all levels of an organisation.
Communication plays a fundamental role in our daily lives, so whether you’re an effective communicator or not, its essential to understand the importance of good communication and how it can help you move forward in working world.
Effective communication in the workplace is an integral element of a business’s success, it enhances relationships within the company and with clients, and it increases employee engagement and overall effectiveness of a team.
There are many ways to communicate with each other such as:
· Verbal communication
· Non verbal communication
· Written communication
· Formal & informal communication
· Visual communication



[bookmark: _Toc16216572]Methods of different communications:

There are many forms of communications that businesses can do to build on communication within their offices ,such  as supplying the correct technology staff needs to be able to communicate swiftly and coherently both in and out of the office, or encouraging mangers to communicate effectively with their team.
We have learnt about different types of communications such as,
[bookmark: _Toc16216573]Verbal communication involves the usage of words, it can be one to one, over the phone or in a group settings, it is a method of effective communication that is personal and has to be used more than only phone calls and emails whenever possible.

[bookmark: _Toc16216574]Written communication cannot be avoided in the workplace it is present everywhere and consist of traditional paper and pen documents, reports, sms and anything else that might be conveyed by the use of written symbols like language which includes any documents that are part of communication for any formal business communication and also for the issue of legal instructions.


[bookmark: _Toc16216575]Tools of social media: For communication between divisions, locations and employees, an app called Linkedln is an organisation tool which allows this. Linkedln helps you communicate and connect with people around the world.

[bookmark: _Toc16216576]Email communications: Are an essential tool for communicating information with one another. It is a replacement for other methods of communication as it is an inexpensive way. Its extremely common for people to use and it distributes messages from to electronics via networks. Usually emails used for formal jobs which require professional messages to be sent and is mostly used because it is quick and efficient. Furthermore, another great advantage that comes along with email is that it can save important documents and files without managing to lose it.

[bookmark: _Toc16216577]The importance of two way communication:

Whilst sending messages it is not important that both the sender and receiver need to be at one place at the same time. you can communicate with a person who is not present or near you. The only significant aspect is that you both should be communicating on the same platform. Once the communication is completed, the receiver comes to an understanding to deliver the message to the sender. Two way communication is the idea of swapping information with the sender and the receiver.
My diagram below shows an example for this organisation how they communicate with each other.
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[bookmark: _Toc16216578]Effective method of communication specific to the case study:
Communication is an important factor for Sarah to create a successful business as Sarah is working with a variety of different people. In order for Sarah to achieve a great business she needs to be interacting with the employees and discover the best outcomes for a fast running workplace. Communication can be demonstrated through many ways and is used to express your emotions to another individual. 

[bookmark: _Toc16216579]Importance of communication
Communication is a huge way of expressing your thoughts and emotions and therefore is an important part of an excellent business. Allowing your thoughts to be expressed with your employees will help them to understand your goal and will encourage them to perform the way you want. Without communication, acquaintances would find it difficult to work with each other which would slow down the process of the business, as it would create lack of understanding and therefore would result in a variety of problems.

[bookmark: _Toc16216580]Body language & facial expressions
Body language and facial expression is an essential part of communicating in a workplace as you are usually working with a team. Using non-verbal communication along with verbal communication will help express your emotions clearly in a situation and would help in putting your point across. Also, acknowledging a colleague’s body language will help you to understand the way they feel about a particular subject and would enable you to determine the right way to proceed. 

[bookmark: _Toc16216581]Verbal communication
Using verbal communication in a workplace is significant because it allows workers to express their different ideas to solve a variety of problems and to overcome different challenges that a business might face. This is a main form of communication because it allows you to send messages about your feelings, thoughts and ideas. In meetings verbal communication is used so it could allow the manager and workers to learn more about the objectives the workplace wants to achieve. Verbal communication is a two-way process where both individuals want to share the same understanding.
[bookmark: _Toc16216582]Oral communication
[bookmark: _GoBack]Verbal communication is another type of communication which involves spoken words from a variety of different things for example: face to face conversations; phone calls, video calls or voice chats. There are also many types of informal communication like the informal rumour mill and are different types of formal communication like lectures, conferences and presentations at business meetings. Oral communications is a widely used thing as it involves spoken words which naturally take place for humans. It is the process of sending information verbally for the other individuals. An advantage is that it is the most easiest way to pas on a massage however not the fastest. A slight disadvantage is that oral communication cannot be edited or fixed once it is spoken. 

[bookmark: _Toc16216583]The significance of non-verbal communication when communicating to employees:
Non-verbal communication includes factors like eye contact, good posture and body language which all help to display the way you feel. It is extremely important for the manager to maintain a great use of non-verbal communication when communicating to the employees. It would not only express how strongly you feel about a situation, but it would also support your point and the way you want to come across. Employees would be able to distinguish what your objective is and would have a clear image in how they perform. Good eye contact would make the employees feel acknowledged and would automatically enable them to have a better involvement in their task. Good posture will display how you are in control with your manners and feelings even whilst trying to overcome a hurdle in your path. 

[bookmark: _Toc16216584]Importance of non-verbal communication
According to Marie Huntington, (2019). Non-verbal communication presents your overall body language, along with your posture and appearance. Communication is not only conveyed through words, but it is also shown through gestures such as eye contact. Voice tone also plays a big part in showing your emotions to the other persona, where a harsher tone will create a stricter appearance and a softer tone will create a gentle appearance. Having a good control of your non-verbal communication will make the employees acknowledge the importance of the task and will enable them to understand the way you perceive things. 
[bookmark: _Toc16216585] Employee success
Employees can be more successful in their work if you reassure them to own jobs and make their work seem valuable to the company. You must empower them to achieve the greatest and put your complete faith in them in order for them to feel reassured and appreciated. Furthermore, by providing them with constant feedback will allow them to improve and notice when they have made a mistake which would help the employees to succeed. Nelson has discovered that sadly 68% of employees haven’t heard a single “thank you” in months. This clearly portrays the problems managers could face by not showing gratitude towards their workers. 
Business success
You will travel far with a big vision. Having a big vision will allow you to steer back to a successful course if things go wrong. With control of your employees and their happiness, you would automatically achieve a good outcome with them all working hard and swiftly. For a small business to grow you should build and monitor your reputation and gain supporters by providing for your community. You can also sponsor local charities. Moreover, a key factor for good marketing is by creating a promotion kit or sending out promotions with your invoices. You can develop business partners and do cross promotion with similar organisations. To create a great business you will need planning and organisational skills. Being organised will help you to finish tasks and be in control of things. One way you can do this is by creating  a to do list for everyday, checking off the tasks you have already completed. 
Recommendation in business
When talking to different companies and organisations, communication can be used to recommend your company to others, destroying assumptions and creating deals.


[bookmark: _Toc16216586]Conclusion
Overall, Sarah should acknowledge that communication skills are a basic, important asset to have in a variety of different things but also in a work environment. With excellent verbal communication skills and non-verbal communication skills will help her to achieve the best for her company along with her workers
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