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In this business report they will be explained how to maintain the effective teamwork and communication in the organisation. The different ways they could use communication make it better for their business.
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In this business report they will be explained how Sarah Davis can maintain the effective teamwork and communication in the organisation. They will be explained of the two-way communication by using the models to illustrate my points towards the report. Will be using three communication models which are Shannon weaver, Berlo and Schramm’s interactive model, by using this they will be a understanding how this are used towards the case study and how to help Sarah Davis overall for her performance towards her growing business. These will be used towards in the case studies and how the communication can be used for Sarah organisation at work. By using the methods they will be shown a better understanding for her business with her employees.
Also showing the barriers of communication in the business and how Sarah can overcome communication in the Barriers. They be an action plan will be explained for Sarah organisation. This is to show a better understanding for overall effective communication.
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As a business consultant advice would be given to Sarah to maintain teamwork and communication. By looking at the case study it shows that there are less employees and more work to do around and communication is an essential skill of great importance within the business. Effective communication can help to encourage a good working relationship between the client and staff, which can in turn improve morale and efficiency, (Anon, 2019).  This is where you would have to form the basic functions in management for example, planning, organizing, leading and controlling by having these basic principles it will help the two managers in the business to perform their job roles efficiently and the responsibilities they have. My communication serves as a foundation for planning by organizing which requires effective communication with the employees about their job task. As you can see the business is expanding and you would need the 12 assistant demand on shop floor you would need to organize and more full time and be organized and have a shift router. 
There is no communication with the employees so most of the staff are confused and more people need to be employed to handle the rapid growth of the business. This is where you would inform and show the employees about the task they have to do by employing more people in the business as it is expanding and using verbal communication and no verbal communication with the colleagues. This is where it will be a control process; it helps the employees to follow the principles and guidelines’. This is where they would perform the tasks within their job role that they are doing and communicate any work problems that they may have. This is when you would provide feedback on employees’ performance; also you would have a meeting to communicate with staff.  Policies and procedures in order for staff to adhere to and rules and regulations are needed so staff know there boundaries. Sarah would need to put place specific task so each member of staff no exactly what they doing, this is where communication is needed in the team.
Non verbal communication is also a very important aspect within any business as the attitude of how employees conduct themselves towards other members of the team is crucial. Non verbal communication would cause a reaction which would correspond to how you have delivered your message. If you were hoping to have a certain response by the receiver of your message, then non verbal communication affects their response to you. Communicating in an exciting and enthusiastic manner to your employees is better than delivering a message in a low tone voice without any facial expression (smallbusiness.chron,com, 2019). By having a positive attitude within the workplace would help the employees to build a good relationship. They are numerous of non verbal communication that are various non verbal cues like physical movements, task, colours, signal express feelings, attitudes or information (iEduNote.com,2019). Types of non-verbal communication could be facial expression, gesture, positive and body orientation, body language they are many more. But looking at Sarah would have to have certain non verbal communication. For example, facial expression is a most important communicator. It is mostly said that face is the index of the mind; by you using the employees shows interest and attention specially eye contact. However, interpretations of facial expressions diff from culture to culture (iEduNote.com, 2019). As you can see in Appendices there is an example of body language can be used in workplaces how the employees could feel. Smiling is important showing friendly towards the team. Smiling is often catching and staff will react favourable and co-operate. 
They are many ways she could use effective methods of communication to have good relationship with the staff members. Such as having open meeting it would be easier to communicate and how you feel to your team with his kind of method. The employees would feel and see instead of just hearing what you are saying. This is a good approach to communicate effectively with the team. As the business is growing you would need certain methods that could be use to help. “A report from Tower Watsons found that communicating with courage and discipline especially during the challenges you would face in your company. Therefore you see more effective at engaging employees and achieving desired business results (Jones, 2019). By using another method that would help in the business would be emails keep them updated or could pass message to member of your team, to stop them from doing in their work station. Listening to your employees is an important key, you would not just talk you would listen to the whole team. This gives the employees the chance to open up how they are feeling. Make sure your using appropriate of tone of voice, this is important as saying one word can mean different thing said in different tone. Effective communication in the workplace can increase work productivity and output which leads to the success of the business. 
This is a way the communication is completed when the receiver is able to understand or decode the message sender. By looking at the models the best one would be that suits this problem which would be the Berlo communication model. As this focus on encoding and decoding, would get to them before they send message before they receive it. In this model it has source, message, channel and receiver. As you can see in the appendices there is the model of Berlo show the meaning of this communication. This is important to make sure the information that has been sent is correct as they need to communicate with the employees about their performance and the organisations performance progress and prospects. However the employees will also would like to put across their concerns or points they wish to raise about their jobs and the organisations there should a term for communicating this information to managers which will be informed to yourself (Acas.org.uk, 2019).
The barriers of communication could be lack of eye contact by not doing this it would lose their attention and make them feel uncomfortable. Giving too much information can confuse the employees; this could make them wonder if you are over-whelming them with details. The way you speak to your employees using slang can frustrate the communication. The main five key barriers that can occur within a company are; language, culture diversity, gender differences, status differences and physical separation (study.com, 2019). When you are not listening as this works two communication, do not interrupt when someone is talking so they can communicate what they need to say. Being unclear to your employees for them to have a better understanding to what you are explaining to them, make sure your speech is clear for them to understand. Body language could cause to be a barrier in communication as it could give them mix signals to the people who are listening to you communicating to them. Physical barrier is based on the environmental kind of condition that acts as a barrier in communication in sending message from sender to receiver (Businesstopia, 2019). By the physical barriers is something like the door and many more that do not let the communication come more effective. Workspace also has affect in the communication, depending how it is layed out. So if they were very far apart then if they wanted to communicate with each other they would have difficulties for doing that. Overcoming the barriers in workplace, they are different ways to overcome different kind of communication. To overcome language in your organisation is to use plain language by this is to speak clearly when speaking to anyone in the work environment. By using big words when communicating doesn’t help either as you would distress the employees so to overcome this you would use simple words that they can understand clearly. For the physical barrier you could use signs to put on the board so staff could see. Making sure the room is kept well by this is to not keep it too bright in the room. Always got to make sure that the work area is safe at all times, there are no obstacles which may be dangerous to the audience. By using emails, telephones or even video calls it would remove some of the barriers.
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As you can see in the business report the have been better understanding of the effective communication is important to have a successful organisation. As Sarah asked for advice maintain effective teamwork and communication in work place.
They have been used one of the model communication to illustrate the communication in her organisation. The ways that can help her employees to work around to communicate and to let their voice be heard. Have explained the two way communication and using one of the communication models to describe the problems that Sarah is having in her organisation an explaining the importance and the employees voice.  
Showing the barriers of communication and to overcome the barriers while in workplace the different way she can work around and to avoid these in the organisation and for a successful business. Using the different effective methods of communication that relates to the case study, the ways that you use to speak to your employees in different ways and to watch the tone you use.
However this report is based on Sarah for advice regarding maintaining effective teamwork and communication in the organisation. The different ways that could help her in communication, there is enough information to understand the following bullet points.
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Berlos’s SMCR Model of communication
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