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Executive Summary
I am conducting business report on why effective communication is important to the successful running of Sarah Davis large discount store. I will be using models to show how important two-way communication is.
I will be also analysing the importance of consultation and employee voice. I will also explain how this business can benefit from effective communication methods, along with a action plan which will give you the action for effective communication the costs involved and who is responsible.
I will be including the significance of non-verbal communication when communicating with employee 
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Introduction
I will be analysing communication and effective teamworking within the workplace. Sarah Davis owns and runs a discount store which has twenty employees of different age groups and experience. 
Having excellent communication ensures employees work more effectively. It also gets staff motivated and helps build excellent customer relationship (Kaur, 2011). 
Technology is providing an important role in communication; co-workers do not need to be in the same room or building as each other. To communicate effectively with co-workers, you must be calm clear and direct.
Organisational communication is the most important part of Sarah’s business without it all procedures and tasks that need to be carried out for the business to function properly would not happen.
There are many barriers in communication some of which are: 
· Emotions
· Information overload 
· Language Barrier
· Defensiveness
· Body Language 
I will also be analysing on how to overcome these barriers through generic communication process model.






Why effective communication is important for the continued success of the organisation.
[bookmark: _GoBack]Communication within the workplace is very important and crucial for companies as it opens the pathway for companies to work in a more effective and productive way (Varner, 2011). The impact excellent workplace communication has can be great, employee commitments will be increased, which means employees will be more productive as they are able to communicate with all departments inside the company. Sarah must use an instruction function to communicate and integrate with different departments through her establishment
Good communication within the workplace is the transmission of information between one individual or group to another individual or group within an organization (Belonwu,2018). Communication can be formatted in wide range of ways some of which are: -
· Email 
· text messages
· notes
· voice mail
· Telephone
· Video Conference
· E Bulletin

Organizations that are unable to allow workplace communication take place effectively, suffer from a decrease in staff motivation, which later impacts the success and productivity of the organisation. 
[bookmark: _Hlk16161479]Communication plays an important role in every aspect of the workplace whether we realise it or not. It cannot be stressed enough how important excellent workplace communication is to an organization’s success.
Having good communication skills plays an important role in team effectiveness, client relationships, employee engagement and profitability.




The importance of two-way communication
Two-way communication will play a very important part in Sarah’s Discount store as it will provide the interchange of information and ideas from Sarah to her employees and vice versa, which in turn will create a smooth working environment for staff and management.
Effective communication can be achieved as long as there is a proper understanding of a message by both sender and receiver. Two-way communication is when a person eg: Sarah transmits a message to another person eg: employee, who is the receiver. When the employee gets the message, they send back a response, letting the sender know that they have received the message. 
[image: ]The model below is what two-way communication looks like

employee voice is not just about giving employees the chance to have their say (Bhatt, 2011). its about setting up communication and arrangements that allows employees to be actively involved. 
When employees are engaged, they perform better which in return helps the business grow, when employees are engaged with their work they are more likely to work hard and better at their jobs.
 Sarah has to motivate her employees to get the best out of them, and in order to do this,  she must cultivate the working environment whereby each employee feels valued and is immersed in the story and culture of the company. Engaged employees are the drivers of a positive workplace.
Employee consultation is important because you essentially involving and developing people in an organization, regardless of the size of the organization. Employees will perform their best as long as they know their rights, obligations and duties and have the opportunities to express the views to the management.
Good employee consultation can:
· Improve organisational performance
· Help develop trust
· Increase job satisfaction
· Encourage flexible working environment
· Improve employee performance and commitments

Effective methods of communication
Having effective communication within the workplace is imperative to the success of the business (Kelly, 2006). Positive communication will increase the opportunities in Sarah’s business.
Having patience when your communicating with employees is a must, especially when you employ individuals of different ages and experience, giving employees time to communicate any issues or concerns they may have (Belonwu, 2018). 

Here are a few tips that can be followed for effective communication:
· Be confident
Don’t shy away from the group or individual you are speaking with, make sure you are making eye contact, maintaining a relaxed but not a slouched posture.

· Be honest and open
make sure that you are practicing open and honest communications in the workplace for those who may depend on you.

· Listen to others
If an employee has any concerns or issues you should help them to try and resolve the concern. Following up any concerns or issues with employees convinces them that you have listened them and that they are important to you.

· To the point
You must be clear and concise when you are speaking. Do not waste time in long stories that will cause listeners to lose interest, speak directly on important matters.
Always make sure you ask listeners if they understood what you have said.
Employees and employers should have an understanding between them. employers who motivate their employees are more likely to have happy employees who work harder. listening to employees is important in the day to day running of Sarah’s business.

Significance of non-verbal communication
non-verbal communication is important as verbal communication, sometimes we may say something but our bodies might send out a completely different message Communication is very important as people spend a lot of their working hours communicating. about 80 % of this happens non-verbally.
Failure to act or silence is also a way of communication, but the only difference is that results you get are not as you expected. Actions are not always so parallel to words spoken.
Non-verbal communication is information being transferred through non-linguistic means.
















Action Plan
Here is an action plan, this action plan indicates the action to be taken for effective communication the costs associated with the action and the person who is responsible for the costs.

	Action
	Cost
	Responsibility

	PA systems - Tannoy
	£155.99
	Sarah Davis

	Video conference – Webex 
	£15.00 per month
	Sarah Davis

	Video conference - Skype
	Included in Microsoft 365 Business
	Sarah Davis

	Intranet – Microsoft 365 Business
	£15.10 + VAT per month
	Sarah Davis

	Website – design and maintenance 
	£250 one off
£35 per month 
	Sarah Davis



If these actions are used it will make it very easy to communicatee with employees. Sarah will also be able to communicate with employees who are not present. For example she can keep in touch with an employee who is on maternity leave and keep her updated with any new products that the store has launched.








Conclusion
To conclude this report was successful in portraying how good and effective communication can be good for Sarah’s business, it also shows how different types of methods implemented in the store can help in communication and help with smooth running of the business. And how employees can be kept updated with changes in the store.
 Sarah’s business has grown from a small shop employing three staff members to a large discount store now employing twenty members of staff. 
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