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Introduction
This piece of writing is focusing on the importance of effective team working. We will also be talking about different type of communications and the importance of these communication methods. All forms of communication are important and useful. We will discuss the the advantages and disadvantages of different methods. We will discuss the differences between internal communications and external communication also the importance of these and different types of communication such as horizontal communication, virtual communication, diagonal communication.
We will discuss the channel richness’s and the differences between lower channels and higher channels and their effectiveness.
Effective communication is extremely importance in the work place because it allows employees and employers and staff members to send and receive crucial and basic information between each other, without the right communications the work place wont work functionally. For example, if Sarah wanted a staff member to take staff training course when would have to communicate to get the said job do
Effective communication is about more than just exchanging information. It’s about understanding the emotion and intentions behind the information. As well as being able to clearly convey a message, you need to also listen in a way that gains the full meaning of what’s being said and makes the other person feel heard and understood.

https://www.helpguide.org/articles/relationships-communication/effective-communication.htm



2. the importance of effective team working 
Communication with others can range from face to face communication phone call conversations texting or even group video calls and conference calls. All serve a purpose and each method has its useful purposes. Face to face conversations with staff is more beneficial as you can put across good body language and be friendly. As it is known that text messages or emails can be misunderstood.
Effective teamworking can communication is vital and with a couple simple methods surahs business should be able to thrive. For example, it is hugely beneficial for Sarah to use her two managers accordingly to take on more responsibility now the business has grown. I would advise Sarah to have face to face meetings with the managers. The is a rich form of communication and it would benefit the company if Sarah uses welcoming friendly body languages when informing the managers of their new responsibilities. The managers could then email the employees with further instruction. 
Effective communication doesn’t happen overnight, it is a skill that must be cultivated and nurtured. Below are some skills that can be practised to build on or develop your communication skills.
https://www.habitsforwellbeing.com/9-effective-communication-skills

A communication channel is basically a method or system for people to communicate through. The richness of that channel depends on how much information and how vast the method is for example high richness forms of communication include conference calls and video calls and speeches they are very personal and can facilitate feedback quickly and can handle multiple cues simultaneously. Low richness may include news bulletins or memos. The are low richness channels however are full of information which is vital for employee
 Sarah could benefit from using effective team working skills like regular high riched conference calls with all her staff to outline or go over issue or future.
Also, Sarah could use face to face conversations with her manager. She could give them more responsibility to help take the stress of herself as the business is growing. for example, staff training days have become straining and new staff are required so your managers need to be informed about the new responsibility. It would be wise to advise the managers also to use a high rich form of communication when trading employees as its better to get a better understanding as there is a chance of misunderstanding.
Written communication is simply the conveyance of information or instruction by utilizing the written word. This type of information exchange is often the easiest, especially for people who are uncomfortable with face to face encounters. To be an effective team leader or company owner, you need to be fluent in all three forms of communication.
https://bettermindbodysoul.com/effective-communication-techniques
Horizontal communication is crucial in a business and can help produce a much better quality of information. It is transition of information or communication between people on the same level. For example, Sarah staff would use horizontal language between themselves in the work place to coordinate tasks and work together functionally. This is different from vertical communication, as vertical communication is the transition of intimation between different levels of the organisational hierarchy. For example, when Sarah gives instructions to lower members of staff to managers like meeting times or wage bills, this is vertical communication. Another type of communication is diagonal communication, this involves the exchange of information at the same level between two departments which is cross functional
Having effective communication skills is imperative for your success. Positive communication will certainly increase the opportunities you find in your career and business. Having good communication skills will enable you to get ahead in certain areas where others who are less assertive may not ...
workawesome.com/communication/effective-communication-skills

Such as conference calls, video chats and the channels she needs to use when communicating with her staff. Such as face to face communication and text messages, face to face communication however is not always easier to understand depending on the speaker and the listener. Also, it’s good to know that it’s not only verbal language that people respond to positivity. People also pay attention and respond to people’s body language as well so its important to come across friendly and positive yet firm and clear with instructions.

It is crucial to communicate effectively in negotiations to ensure you achieve your goal. Communication is also important within the business. Effective communication can help to foster a good working relationship between you and your staff, which can in turn improve morale and efficiency.
https://www.business.qld.gov.au/running-business/marketing-sales/managing-relationships/communicating-effectively




3. the importance of two-way communication

In 1954 Wilbur Schramm's developed a model which expands on this thinking by emphasizing the process of encoding and decoding the message. Schramm interactive model of communication is a circular, rather than linear, way of messaging. Schramm envisioned this process as a two-way circular communication between the sender and receiver. this method is an extension from Shannon-Weaver transmission model of communication. The method is between the decoder the encoder and the interpreter. Encoding very important because this is the start of the process. The encoder initiates the process of communication by converting the thought into content. Decoding however is equally important though as this is what helps the receiver understand the message. The recipient is the final part who sends feedback to the sender. Communication is incomplete until this is done. 
For example, if Sarah wanted one of her managers to hold a staff meeting, she would 1st initiate the communication via text. Thus, making her the decoder. Staff should reply with feedback to Sarah confirming this. (encoder) thus when the decoder displays info to the listener, and they reply with correct understanding the process is fulfilled completing the circle.
Schramm’s model informs us that whenever the information reaches the recipient, it becomes their responsibility to give the feedback and let them know if the message has been received correctly. From this we can see that when the speaker conveys any message to the listener, the listener, decodes the message and once again passes the message to the speaker after understanding it and completing the full circle.
interactive Model. It is two linear models stacked on top of each other. The sender channels a message to the receiver and the receiver then becomes the sender and channels a message to the original sender. This model has added feedback, indicates that communication is not a one way but a two-way process.
www.iacact.com/?q=models
Wilbur Schramm's Model of Communication-MBA Notes (Advertising Management) Schramm’s Interactive Model, 1954. a. Background. Wilbur Schramm (1954) was one of the first to alter the mathematical model of Shannon and Weaver. He conceived of decoding and encoding as activities maintained simultaneously by sender and receiver; he also made ...
https://pratiyogitasuccess.blogspot.com/2011/12/wilbur-schramms-model-of-communication...

Its important for Sarah to be diplomatic when it comes to employee consultation. Meaning its wise to consult staff to get constructive critism to help benefit the brand.



4. effective methods of communication and recommendations
I would advise Sarah to communicate internally with her staff formally and informal Formally communications are official communications between a business-like faxes and memos. Informal communication is known as regular everyday communication outside the business between staff which is unofficial and not connected to the company.  Also, I’d advise Sarah to instruct her staff in writing and verbally. Formal language is less personal than informal language. It is used when writing for professional or academic purposes like university assignments. Formal language does not use colloquialisms, contractions or first-person pronouns such as 'I' or 'We’. Informal language is more casual and spontaneous.
Id advise her to keep it internal too when giving out instructions to staff. Internal communications are within the business and private as to external communication is communication outside the business such as trading info with organisations etc

 For example, she doesn’t want to make disciplinaries external and known because it may damage her reputation and brand. When advising staff internally face to face Sarah should be aware of her body language, tone of voice and facial expressions. Its important to display an up beat inspirational instructions to staff to help produce better performances. As down talking and bad energy can get a negative response. For example, if Sarah started demanding that the staff do extra hours in a down talking manner, she may not get the same desire effect. But if she was nice and inspirational; with her speech she may get better result.

On advising Sarah moving forward with the business its easy to see that with implementing the previous methods the performance will improve and effective communication will improve. Id advise firstly she drafts her plan up formally in writing. Including correct timetables for herself a staff, A Standard Operating Procedure, or SOP, is a document that provides step-by-step instructions on how to perform a particular business activity, such as manufacturing or record keeping. Although most SOPs are presented as text documents, they can also contain images or videos to help clarify their instructions. Sarah could draft up in the timetable training days to help improve performance. Sarah can use face to face meetings with managers to implement good body language and understanding to ensure her managers. All her staff may also want to stay in constant horizontal communications with radios. Formal recruitment policies and holiday procedures should be discussed and clarified formally and informally to keep the business running smoothly. With regular communication through all channels and levels of the organisation have good performances.
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