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Executive summary 

I am conducting a report on why communication is so effective in this business and the running success of this organisation. I will be using models to illustrate my point of the importance of a 2-way communication and employee voice. I will be showing the effective methods of communication specific to this business and the significance of non-verbal communication when communicating to employees. 
I will be listing a range of recommendations to ensure effective communication at the store, I will also include an action plan detailing the action and who is responsible for any costs associated with each action.


















[bookmark: _GoBack]Introduction  

Sarah Davis is the owner of a large discount store which employs 20 people of various ages and experiences, Sarah’s business has grown rapidly from only employing three employees to twenty. In this report I will be showing how effective teamwork and communication is a must in the running of this business for future success.
Good communication makes teams work more efficiently motivates employees and helps relations with customers and partners, yet many organisations seem to have almost institutionalised poor communication practices so how can managers communicate better.
Technology is providing an ever-expanding menu of options for communicating with co-workers. Healthy communication is really a cornerstone of professionalism if we're able to remain calm and say things and effective ways we're going to stay the professional we want to be, there is no guarantee that everyone around you is going to stay  professional with you. Being effective calm clear and direct you're going to be much more effective and impactful and you might have an influence on how your clients and co-workers communicate back with you.
There are important stages to communication, most People pay attention to the first they really focused on what they say, they spend a lot of time thinking about what is it I want to say to that other person, they might even craft it carefully before they open their mouth not everybody pays attention to what they say but most People do. a lot of People also pay attention to how they say and what they say, they want to have a calm tone or they want to be friendly or polite or respectful and that's important but most People pay a lot less attention to the receptive of the listener.








Why effective communication is important for the continued success of the organisation

In the world of business, communication is everything, from making sure that everyone is on the same page to motivating colleagues to better productivity. Here are some reasons why effective communication is so important for Sarah’s business. Effective communication helps to enhance problem-solving skills, communicate and collaborate to address changes, resolve differences and explore potential solutions. Managers who communicate effectively are better motivators and can more easily create the type of collaborative atmosphere than any business needs to survive, effective communication helps People understand what they're supposed to do and why they're supposed to do it which goes a long way towards increasing productivity. Today's workforce is becoming more globalised by the day which can be challenging for managers who must work with diverse employees from different places and backgrounds. If there are no communication in Sarah Davis workplace the business will collapse. 
Sarah must use an instruction function to communicate and integrate with different departments through her establishment. Communication is also important within the business. Effective communication can help to foster a good working relationship between Sarah and her staff, which can in turn improve morale and efficiency. If management Show that they care about their staff, the employees morale will boost, and in return staff can work much happier and harder to impress their boss so it actually works both ways, this is positive communication between staff and management. Neves.P, Eisenberger, (2012).
The most important thing in communication is to hear what isn't being said. Communication is vital in all aspects of life whether it's with your family your friends your church especially in the workplace. Communication increases job satisfaction improves productivity People feel empowered when they can communicate. With good communication helps create an enjoyable work environment, the key to good communication is not just the content but also the delivery, In other words it's not just what you say but how you say it, your body language sometimes speaks louder than your words, your nonverbal communication is just as important as your verbal communication. Sarah Has to implement all the above points to make her workplace a happier place to work, happy employees always equal to happy customers.  


The importance of two-way communication

Communication and collaboration are two of the most important aspects for any business to get right because companies who engage their workforce are proving to be more competitive, Profitable and attractive to future employees.
Two-way communication is the interchange of information and ideas from sender to receiver and vice versa. sounds simple, yet many companies still failed to establish effective two-way internal communication and don't realise the damage it is causing. 
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. Sarah must establish an effective 2-way communication process to solve problems better, which creates better relations throughout the company by ensuring everyone engages with the latest business updates objectives and progress, this is internal communication. While the sales team advertise build a business interact with customers this is external communication. Webb,C. (2019) https://smallbusiness.chron.com/two-ways-communication-workplace-10768.html
Sarah becomes the sender who is passing on some information about the company to her managers, who become the receiver, the receiver i.e. the managers receive this information and gives feedback to Sarah. 


Above is a diagram of Shannon and Weaver model. Elements of the communication model is the sender, now this could be a member provider or even a colleague in Sarah’s business,  the second element is the message, now the message is the information that needs to be transmitted, the third element is encoding, this could be the language choice of words or even articulation and clarity, the fourth element is the channel, this is the medium on which the messages transmitted in Sarah’s establishment, this could be over the telephone or online chat or even via email. Before the message gets to the recipient's it needs to be decoded,  this is the fifth element decoding is the understanding that the recipient places on the message, the sixth element as the recipient now in order for the message to be received by the recipient in the manner in which it was intended to be sent by the sender there needs to be a feedback loop and this is the seventh element. Please note that the feedback loop is continuous and happens from sender to receiver, and back from receiver to sender also take note that it is the sender's responsibility to be understood in the manner in which they have intended to be understood, this will then in turn lye with the receiver who will then become the sender and on and on the process goes. Effective communication is fundamental to engaging service offering and therefore forms one of the cornerstones of a personalized service experience. Noise i.e. barriers refers to anything that interferes with the sending or receiving of a message, physical noise which refers to interference from the surrounding environment physical noise could be audible such as loud or distracting sounds that keep you from clearly hearing or paying attention to the message. Physiological noise has to do with your body, when not  paying attention when you're hungry, how bout when you're sick or you have a headache those are common sources of physiological noise hearing loss can be another source of physiological noise. Ritchie.D, (1986). https://doi.org/10.1177%2F009365086013002007. 
Employees and managers should have an understanding between them. Managers who motivate their employees are more likely to have happy employees who work harder. listening to employee’s voice is crucial in the day to day running of Sarah’s business. Tangirala.S, Ramanujam. R, (2012). https://doi.org/10.1111/j.1744-6570.2012.01248.x


Effective methods of communication

[bookmark: _Hlk16210411]Every employee in Sarah Davis discount store should be confident when they are communicating with each other, you shouldn't shy away from the person with whom you are speaking with, positive communication will certainly increase the opportunities they find in their career and business. When talking face to face with other colleagues or your hierarchy always make eye contact nodding occasionally to acknowledge a strong point in the conversation, standing with hands clasped in front of you never, crossing your arms, don't display any nervousness for example wringing hands picking at your nails or anything that the person communicating with you with you sees as a distraction from their conversation. Well speaking you need to be clear and concise, get to the point, speaking in important matters directly and do not waste time with long drawn out stories that will cause your employees colleagues managers mind to wander. Having good communication skills as an owner Is the main source of becoming an exceptional manager ie leader. Belonwu, V. (2018).  https://smallbiztrends.com/2013/11/20-ways-to-communicate-effectively-in-the-workplace.html
 The most important aspects of verbal communication is the ability to practice active listening, always make mental notes of key points when someone is speaking to you that way you are given a chance to speak you can respond to vital issues being dealt with. be open and honest listen to others if someone is speaking to you the main priority should be to listen to them properly. during your communication with others always give them time to communicate. Overall listen carefully don't shy away, take notes if you have to, be confident in yourself be patient, if everyone implements all these procedures in the discount store, ranging from Sarah to the managers to the stockroom workers, sales assistance and cleaners, this business could grow and grow in to something big.
[bookmark: _Hlk16203154]If Sarah communicates properly with her managers and employees both Sarah and her staff will benefit, both parties will Have an understanding, when they communicate with each other it will lead to better understanding with customers. Maguire.P, (2002). https://doi.org/10.1136/bmj.325.7366.697. 
 


The significance of nonverbal communication when communicating to employees  

Nonverbal communication is the exchange of information through non-linguistic means. 
The process of communicating without the use of words, facial expressions, body language, gestures, postures, etc. The process of sending and receiving wordless messages through texts and emails. 
As Ralph Waldo Emerson said a Great American poet “what you do speaks so loudly that I cannot hear what you say”, Which in fact is referring to body language. Body language can win negotiations if it's done in the right way. Goman, (2011).  https://doi.org/10.1177%2F0149206315621146. Woman are told to do power poses if they want a better future in the workplace. Cuddy, (2013). https://doi.org/10.1177%2F0149206315621146



Conclusion and recommendation

 Sarah’s business has evolved from a small convenience shop to a large discount store and Employing 3 staff members to 20 staff members, Her business has grown rapidly within one year, we have to implement a strategic plan which I have done in my action plan all the equipment need to be put in place if not already done so. 
Sarah and her managers have to use positive body language and facial expressions to motivate there employees, Having a smile while talking to your staff gives a great impression of you being happy thus making the staff happy which always leads to customers Being happy. 
Motivate your staff so their morale is high use facial expressions, If you have an important message instead of emailing go up to their desk talk to them face to face so the message doesn't get filtered. Any non-important messages can be done through email. 

Action plan

 
	Action
	Cost
	Responsibility

	Website design 
	£30 monthly
	 S Davis

	Skype video conference
	free
	 S Davis

	Intranet microsoft
	£15.10 monthly
	 S Davis

	WebEx
	£11.25
	 S Davis

	p.a systems Tannoy
	£249 one off payment
	 S Davis



The above action plan details Sarah Davis is responsible for all costs of this action plan because she owns the business. The website and WebEx Are their responsibility of the 2 managers who will be adding items removing items updating the website etc. detailer systems Skype and Intranet are the responsibility of the sales assistance they will be in contact with customers all the time so it is their responsibility To take care and maintain the 3 systems.
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