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Introduction
This report will explain the importance of effective team working and communications within organisations as well as how it will benefit Sarah and her business. This report will include different types of communications within an organisation as well as the importance and effectiveness in relation to Sarahs case as well as include recommendations for Sarahs organisation.
The importance of effective team working
The benefits of effective team working is that every individual all have their own strengths, abilities and own concepts to bring to the table and when they co-operate together as a group, they will create something far more powerful than anything that is turned out by one single person. There are many benefits of the effectiveness of team working in an organisation that will be discussed in this report such as productivity boost, promoting innovation, support network, strong relationship between the team and organisation and effective communication skills (Jackson, 2017).
The effectiveness of productivity boost in regards to the benefits of team working are that when the workload, tasks, and job is shared equally amongst the members of the team. This allows the workload to be allocated to each specific individual according to their skillset and strengths which will prove to be productive as the tasks will be completed quickly and more efficiently. Promoting innovation is also a benefit of team working as working in a team will create more creativity and innovative as well as practical solutions to problems. Effective team working will create unique ideas to expand the organisation (Lee, 2009).
During the difficult occasions that a business may face, colleagues will help and depend on one another for support and guidance. This allows them to concentrate on the objective, lessens the worry during troublesome occasions and enables them to complete workload in an effective way.
Establishing strong relationships with the team, encourages colleagues to communicate uninhibitedly and more effectively. Team members will motivate and encourage each other to work with their qualities and talents as well as developing new ones as well. Being a part of a group assembles trust and strong bonds, making a workplace in which colleagues will feel great attempting better approaches for getting things done, posing inquiries and requesting or offering assistance when important. Furthermore, according to a social psychologist Kurt Lewin, he created a term called ‘group dynamics’ which means that people who work within groups and in a team, usually absorb certain skills and knowledge and also create positive impact on other members as well as the group as a whole (Thompson, 2013).
In regards to Sarah’s discount store, team working is very beneficial as the team can help the discount store run smoothly by being able to work effectively as well as communicating to each other efficiently. This is because all colleagues are different and diverse which also means they all have different strengths, skills and abilities which will benefit the store in some way. Having a diverse group of employees also means all individual have a free of mind and open to ideas to become innovated which will benefit the store as well as those around them and even have an increase of brand expansion.

The importance of two-way communication
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The most commonly taught and widely used theory of communication is that proposed by Wilbur Schramm in the late 1940s. 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, 1948). 
[bookmark: _GoBack]Two-way communication creates a more democratic environment, whereby people can share their thoughts, ideas and opinions, regardless of corporate hierarchy, and improve relationships right across the structure Effective two-way communication is required in order to solve problems better. It helps everyone understand the business better and creates better relations throughout the company by ensuring everyone is engages with the latest business updates, objectives, and progress.
Representative correspondence and counsel offer numerous advantages though, progressed nicely, they require time and cash. Specifically great worker interchanges and counsel can:
improve authoritative execution - time spent conveying at the beginning of another task or advancement can limit resulting talk and misjudging
improve the executives execution and basic leadership - enabling workers to express their perspectives can support chiefs and bosses touch base at cool headed choices which can all the more promptly be acknowledged by representatives all in all; this might be especially significant now and again of crisis or where new practices or systems are being presented
improve workers' presentation and responsibility –staff will perform better on the off chance that they are given customary, accurate data about their employments, for example, refreshed specialised directions, targets, due dates and input. Their responsibility willto be improved on the off chance that they recognise what the association is attempting to accomplish and how they, as people, can impact choices
help create more noteworthy trust - talking about issues of basic intrigue and permitting representatives a chance of communicating their perspectives can induce improved administration/worker relations increment work fulfilment - representatives are bound to be persuaded on the off chance that they have a decent comprehension of their activity and how it fits into the association all in all and are effectively urged to express their perspectives and thoughts.


Effective methods of communication
Formal communication is any communication that is offered in the official capacity of the professionals involved. It is communication that stems from the authority, accountability and responsibility of a job by scheduled meetings, notices, reports, publications and documents (Spacey, 2013)
Internal communications is the function responsible for effective communications among participants within an organisation. This communication helps employees to communicate quickly within their businesses and buildings if they would like to pass on a message to one another (Brown, 2015). This type of communication is crucially important within a business because it helps a business achieve their overall goal and ambition, this is done by communicating with others in the business and deciding amongst each other about plans etc. this helps colleagues work with each other and form an agreement to their final choices when it comes to a business goal. The objective of this type of communication is to set tasks, goals and procedures within the business which help the employees get a clear understanding of what the organisation is trying to achieve (Brown, 2015). 
External communication is the transmission of information between a business and another person or entity in the company's external environment. Examples of these people and entities include customers, potential customers, suppliers, investors, shareholders, and society at large (Hall, 2016). this type of communication helps businesses communicate within the business and also the customers. Communication within and between a department can be done by email, meetings or using log books (Carter, 2011). Organisations have policies when it comes to sharing private information with external customers. Emails and phone calls are useful as they are both professional when sending important messages to someone, they are both safe to use for communicating as they are both secure and no one other than yourself and the other person can access the emails or phone calls. After the phone call they can send an email within the department of what was discussed over the phone so that everyone agrees on what was said and there is traceability. 
Sarah can use this type of communication in her business by communicating through a phone call and then sending an email to all employees working within the department if a customer, investor or a supplier has contacted her. A phone call is quick and is also helpful as it is verbal and will not cause any confusions whereas on text, customers may not be able to share their feedback properly to the business and the business may not be available to read a lot of emails.
Verbal Communication is a type of oral communication wherein the message is transmitted through the spoken words. Here the sender gives words to his feelings, thoughts, ideas and opinions and expresses them in the form of speeches, discussions, presentations, and conversations (Parker, 2013). This type of communication is helps businesses present their new ideas or strategies to the whole business or just the department. Displaying a presentation will draw attention to employees within the business as they can visually see the point of why the employer is holding the meeting. Saying a speech depends on a lot of factors for employees to be engaged with the words, for example, the clarity of speech is important as the employer is trying to voice their ideas, thoughts and opinions. Not being clear in what you are saying will cause a negative impact on the employer because maybe the employees will not understand the point that is being made (Parker, 2013). 
Nonverbal communication refers to gestures, facial expressions, tone of voice, eye contact (or lack thereof), body language, posture, and other ways people can communicate without using language. This type of communication is used everyday when it comes to businesses, interviews or even in the outside world (Wick, 2012). The significance of facial expressions are vital when it comes to being professional as employers and employees will want to deal with a serious candidate and someone who looks enthusiastic, this will create a first impression on a person when it comes to interviews, meetings and also in a working environment. The significance of the tone of a voice is crucial when it comes to doing pubic speaking or creating a speech within a business. If the speech is very important and they want everyone to be engaged, the voice must be clear and emotive in a certain extent to make sure that the words are being heard by everyone (Wick, 2012).
The significance of eye contact and body language is important because if a person is confident and open, many people are more likely to listen to them as they are shown as confident individuals (Jackson, 2017). Eye contact is important because the employer must look like they are listening to their employees and they are not disregarding everyone’s opinions. This communication will help Sarah maintain effective teamwork and communication in the organisation as she will be seen as a professional individual and will create a positive impressions towards her employees and she will be setting the standards high and will show how employees should behave as business people. The tone of her voice must be clear when she is speaking to her employees and must not come off as rude otherwise she will not be listened to and her business will not run smoothly if there is a lack of communication within her business.







Conclusion
To conclude, Sarah could use internal communications by organising a meeting for all employees and set out goals, tasks, procedures, rules of conduct and requirements of employees. This will help maintain effective teamwork and communication within the business and the employees since they will be able to have discussions about the tasks they will have to do to achieve the desired business goal and they can call agree on the right decision for the business. This type of communication will have a positive impact on the business as a whole and will also have a positive impact on the employees since they have some motivation on what should be done to achieve the final outcome of the business, a meeting will be effective because the employees and Sarah will be face to face to any types of issues in the business can be solved quickly and employees would also be understood that way, this is ideal in the business so that the employees can feel like they are being heard and their opinions are voiced.
Verbal communication will also help Sarah grow her business as she can show her strategies visually on presentations, this will draw a lot of attention and will also raise awareness of the tasks which must be done to achieve the goals within the business. These verbal communications will maintain effective teamwork and communication in the organisation because the employees can voice their opinions and express their thoughts about the tasks set for them to do and this will help the employees be comfortable with the plans set for the future and they will also be willing to help Sarah achieve the goals. The success of verbal communication also depends on if the employees are actually listening to what is being said, so for Sarah to maintain communication and effective teamwork within her business she must make sure that everyone’s opinions have been said and everyone should be able to agree on the decisions she has made otherwise the employees will not listen to what she wants to do for the business and this will cause a downfall to her business.
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