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                           Executive summary

As we consider communication like a process of sending and receiving messages or transferring Information from one part (sender) to another part (receiver), we can say that human being had always used different means in the past to communicate between them. Hand gestures, body language, facial expressions, dance, music, drawing etc; were most ancient means of communication. And by the time things evolving, new methods of communication are created and performed, new models of communication invented, giving communication a new role who become very important;  in social relationships generally and particularly in the workplace











                             Introduction
Communication is an act of conveying meanings from one entity or group to another through the use of mutually understood signs, symbols etc...
And every day in our environment we use communication to share ideas and information, to build relationships throughout different ways: verbal communication, non-verbal communication, written communication, visual communication......
For the workplace good communication is essential to achieve efficiency and productivity.  It builds also effective teams, gives voice to every employee, creates innovation and strong management in order to increase the business.
The aim in this report is to show how good communication can help business; in this case Sarah Davis discount Store in Birmingham, to maintain effective teamwork and expansion. With different methods of communication, models of communication and the functions of communication, we will try to advice Sarah’s business to run efficiently and become more productive, and for employees to experience increased morale, productivity and commitments.
In this report we will talk first about the importance of communication in business. In the second part, we will study the model of communication related to Sarah’s Store case. In third point we will talk about the methods of communication, specific to this case. And, finally before concluding, we will talk about the impact or the significance of non-verbal communication to employees.






                       Discussion
1-Importance of communication in business
We don’t stop to underline how communication is important between people relationships and also more in workplace. Indeed, regarding this case of Sarah’s Store where we have a diversity of employees at all level, communication is important to prevent conflict. With twenty people of varying experience and doing different tasks, we need good communication from managers to the rest of employees but also between employees. This helps to reduce and prevent problems. Communication gives also co-workers to be respectful between them and potentially could remain friends. In another side building team relationships can become a foundation of good communication. We can say that positive communication gives employees a great platform to share ideas with one another. And in this specific case for example employees are more likely to discuss new ideas for sales promotions or what is not working in the business. According to Kirti Rajhans (2012) effective communication from management can ameliorate trust and commitment to the business and giving a great feeling of job satisfaction.
But sometimes communication is affected by several barriers in an organisation and among them we can cite cases; where managers, surrounded of many information, have to control it by not misinterpreting it, not forgetting it or overlooking it (information overloaded). We can also cite inattention, source of disappointment when for example manager doesn’t listen enough to employee’s ideas. Time pressure creates often failure because the formal channel of communication doesn’t work or the messages are partially given. Emotions are also considered barriers affecting communication if information are interpreted bad or good by the receiver, depending of the communicator’s attitude.
In this case, one of the barriers facing Sarah’s Store is the complexity in the structure of organisation. With only a staff of twenty people, we have two managers, and this number doesn’t help for an effective communication, but also makes greater the hierarchy in this business which is not helpful for decision making.
Effective communication needs also a good model of communication.



2- Models of communication: importance of Shramm model
Communication to be efficient, needs models used to explain the process which people share ideas and information, feelings etc. We have three main models developed.
The first model of communication is basic concept where communication is a process of sending and receiving messages or transferring information from one part to another part. This model was developed by Shannon and Weaver; two engineers who worked for Bell telephone Labs in the USA. Their model of communication contains five elements: information source, transmitter, channel, receiver and destination. But for many people this process of communication is linear and considered as a one- way model with its limits specially if you communicate with another person face to face or when you give a speech.
The second model of communication is developed by Berlo; an American communication theorist. Berlo’s model of communication operates on the S.M.C.R(source, message, channel, receiver) model and takes into account the emotional aspect of the message. Berlo’s model has four components describing the communication process and each of them affected by many factors. And for many critics, the factors related to sender are similar to those of the receiver. That means sender and receiver must be at the same level of understanding to get the message decoded where the limit of this model.
The third model is proposed by Shramm in the late 1940 and considered as the more important process of communication taking place between a sender (transmitter) and a receiver throughout a medium where the message can be sent. For Shramm, the receiver may have possibility to confirm good reception and good understanding of the message and send feedback. For Shramm, communication is incomplete unless and until the sender receives a feedback from the recipient.
In this case of Shara’s Store it is more important to use the two-way Shramm model of communication because enables employees receiving information from management to understand it and give feedback.
In this case, seen that there are individuals from diverse background, with varying experience and occupying different roles, they could tend to interpret messages from management in different ways. And feedback helps management to make message easy and accessible for all employees. Methods also of communication are important in this case


                   3- Methods of communication
People use different methods of communication to exchange ideas and information. But nowadays in the twenty first century businesses have access to several methods of communication and among them we can notice the main ways to communicate effectively in the workplace.
We have first verbal communication which is communication involving word, both spoken and written. It can be one on one, over the phone or in groups. We got two main types of verbal communication: the storytelling which helps to have common meanings for the staff and how tasks can be done in business.
Conversations and crucial conversations help to motivate people, get them to be more productive or to solve a problem. Conversation permits also to share new ideas with people who can participate and making them real using different opinions.
After we have written communication, considered the most important mode of business communication and some people think it cannot be avoided in the workplace. There are various forms of written communication used internally for business operations like memos, reports, bulletins, job descriptions, employee manuals, electronic mails....and externally with the clients, vendors and other members of the business community using generally mails, internet web sites, letters, proposals, telegrams, faxes, postcards, contracts, advertisements, brochures, news releases.... With written forms of communication, recipients are more time in receiving the message and providing appropriate feedback.
Another important method for people to communicate and share information is visual communication which considered like a transmission of ideas using symbols and imagery, including sighs, graphic designs, films, typography and other electronic resources.... We can say that the development of technology has made expression of visual communication easier than what it was before and play an important role in the workplace. In fact visual communication, gives possibility for many people to retain information better when it is presented visually than throughout text.
In this Store for internal projects, managers can use training and Educational videos to do meetings and permit employees to retain more information.
At the end we have nonverbal communication but we’ re going to develop this topic in the following chapter.

      4- Significance of nonverbal communication
Nonverbal communication is considered communication without the use of spoken language and includes facial expressions, body positions called also body language. That’s why, for example nonverbal way is the most commonly used communication medium in the world by artists and many people working in culture. Instead of written and oral words, physical movements, tasks, colours, sighs, symbols, signals, chart etc are used to express feelings, attitudes or information.
For many searchers nonverbal communication is crucial for businesses to build and maintain success, because when management and employees work and communicate together they can achieve goals easily.
Having eye contact shows confidence and helps other person understand you are giving them full attention. Facial expressions also tell about internal feelings on the subject you are talking. Posture and gestures show and explain about character and the message to send. Body movements are particularly important when giving a presentation and allow to deliver messages easily to the audience. And at the end clothing wearing speaks about the person and her emotional state.
According to Leslie Contreras Schwartz (2016) nonverbal communication is essential to successful relationships in the workplace. In this case nonverbal communication between Sarah’s employees could generate great success, by observing the behaviours of others, how they dress, and how fast they walk... Eye contact permits to show attention and reception about information given. With clients, nonverbal communication allows to observe what they need and want by their unsaid communication, such as posture, tone of voice or body position by increasing physical distance or using blocking gestures. Always in Sarah’s Store, managers nonverbal communication can have a big impact on job productivity. They don’t have to communicate in a distant manner and small businesses like this one where connections among workers are stronger, people work better when they know they are part of the business. Otherwise employees can perceive negatively the information received.

                          


                                   Conclusion
In this report and during all our development of the subject, we tried to show how communication is important in in life, but also in the workplace; particularly for expanding businesses like Sarah’s Store. We know good communication depends on models and methods chosen related on the situation. That means having awareness about what is appropriate and in which situation.
Understanding the various methods of communication with the different communication styles will help in knowing as well as dealing with people in a better way to contribute to the success of the business. And the rapid expansion of the store creates a great need of effective communication to maintain effective teamwork, makes business run normally and better structured.
Apart the communication in this Store, employees need training to be able to work at all positions. It could be beneficial if someone is absent for different reasons like maternity leave.
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