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[bookmark: _Toc92241963]Introduction
Communication skills make sure that individuals are provided with the ability of understanding each other through themselves. There are several aspects that are important in this context of skills which includes speaking and listening and observing and empathy. In the everyday life of a particular person communication skills help people to communicate with each other about their ideas and develop a confident attitude, which also includes respecting for others and gaining the ability of public speaking. Developing all the skills make sure that people are making progress in their workplace as well. Effective communication skill is required for both the employer and the employer and it therefore this particular report would represent the overall communication skills in a theoretical form that provides a strategy of communication skill required in workplace. Therefore, the report would hold an overview of communication skills and several theories of communication skills discussed along with an overall strategy of establishing communication skill in the workplace for betterment of an organisation.
[bookmark: _Toc92241964]Communication Skills Overview
Communication skills allows to understand others and be understood by others as well. It does not limit to effectively communicating ideas to the others but also include active listening in conversation, public speaking and receiver of critical feedback. It usually formulates to the abilities a person uses while they are receiving several information one after another and giving them to the other people as well. Some examples of it includes the communication of new feelings of ideas and even providing an update on a project that a person has been working on. Communication skills mostly involve several abilities of a person involving proper listening, speaking, empathizing and observing. It also provides helpful interface of understanding the difference between people and how they are communicating through the utilisation of face-to-face interactions or even utilising other mediums of interaction like phone conversation and digital communication. There are several examples of different types of communication skills that helps in learning and through the practice of these any person can become an effective communicator. There are several skills that are working together in order to make an important it effect in practicing communication skills where ever different contacts are utilised in several thematic evidences. 
The first example would be active listening. This is an ability through which closer attention of a speaker is given importance. Mostly, it has been found the people who are tend to be active listeners are regarded well by their co-workers only based on their ability to pay attention and respect what the other people has to offer them. It might seem simple but this skill has the ability of being developed even more and improved. Every person can be an active listener if the focus on the speaker and avoid any other distraction. In addition to that they can make sure that they are listening actively by making sure that they are preparing several questions or comments and ideas to thoughtfully respond to what the other people has to say.
The next example would be adapted to the communication style of the audience. There are several styles of communication skills that might be appropriate in different situations. To make sure that a person is utilising the best of the communication skill it is important that they consider their audience in the most effective format while communicating with them. For example if a person is communicating with any potential employer then it is better to first send a formal email for previously informed the person on phone by calling them. Then depending on the situation the person might be thinking about sending a formal letter over any other type of communication. In a specific workplace it might be found that it would be much easier for communicating complex information with the video conference then a long and complicated email. 
Another example would be friendliness and confidence. Confidence in the workplace are mostly responded with ideas once they are displayed. Several ways are there for making sure that a person appears confident while delivering any information of communicating with one another when they are making proper eye contact while addressing someone. There are several confident communication potential that are useful not just in the workplace but also in interview processes as well. On the other hand the characteristics of honesty and kindness often begin from trust and understanding in friendships. This also mirror in the workplace relationships. If a person is working with several other people in a closed workspace then interactions must be approached with positive attitude and an open mind needs to be kept to help people ask questions and understand where the communication information is coming from. Small gestures of friendliness can help foster productive relationships between colleagues and managers communicating with each other.
Providing and receiving feedback is also one of the critical aspects of communication skills that makes sure a strong communicator is ready to accept critical feedback and then provide constructive criticism or input to any other person communicating as well. Feedbacks must generally be used for answering questions for providing solutions for help in strengthening the topic at hand. 
Volume and clarity is also required while speaking because as it is extremely important to communicate the information it is also important to be clear and audible. Extremely important to adjust to a speaking voice so that a person can be heard in a variety of setting. This is also recorded as a communication skill and it is extremely critical to every person who are communicating effectively. It needs to be kept in mind it speaking too loudly might also be disrespectful or awkward in several settings and if a person is and sure that they should read the room first and see how other people are communicating to adjust their own speaking volume and clarity.
[bookmark: _Toc92241965]Theories of communication skills
Theories of communication skills usually provides an overall view of communication and the various processes that includes a framework within a social set up that make sure how human beings would interact with each other. The fundamental subsystem of communication has been termed with several social processes and disciplines that deals with the behaviour necessarily concerned with the process. Theories related with communication has purpose behind it that fulfils several needs. For example, in a face-to-face communication the verbal forms of communication reveals the conscious purposes of a person and nonverbal forms express unconscious purposes. The process of communication and the theories behind it makes sure how the predetermined process of human communication uses techniques and strategies to communicate among themselves. Following would be a few theories related to communication skills that would be further expressed as strategies to be derived from the theories to express better communication skills in workplace. This would include group dynamics and team working in communication.
[bookmark: _Toc92241966]Group Dynamics
Group dynamics in communication is a theoretical form of communication skill that searches for social influences affecting the way in which people behave in a group or communicate within a group. The term dynamics are used for referring to the factors that lie within the awareness of a person on learning the effect they have on the behaviour of people. Social influence within the small groups include several factors like power and development phases and avoidance and conformity and norms and networks, which all contribute to group communication. Group dynamics is extremely important as an imperative theory of communication because it helps in making every members within a group to understand the utilisation of chosen communication methods. The sea remix every member within a group understand the dynamics of the role which of them would play in making the group work towards any signified goal and the critical component of successful management. When a proper group dynamics of communication exist within a working group who are unified and working towards a simplified common goal, then every individual member has to perform and communicate effectively to achieve the goals set by the group. A group dynamics needs to follow a lead or it can have adverse effects on the performance and leading to negative outcome of the common goal. Therefore, it can be said that there are several variables that contribute to a positive group dynamics leading to proper communication. How effectively every member in the group communicates determines the overall success of group reaching towards its goal. There are several types of communication method that might be used in in dynamic group for working towards a common business objective. Is imperative for all group members to understand and utilise across the method of communication with might be open and transparent. Openness and transparency of communication makes sure that a sense of trust is maintained and built within the group and every member in the group, helping each of them to develop and maintain focus towards the goal. It also needs to be kept in mind that in inside the conversation or separate conversations within different set of people not concerning the group can be detrimental to the overall trust of every group member. Additionally it can also be said that the people having the overall management of the group need to ensure that every member has the effective way of communicating every information to the group. This requires any additional training on the programs then every group member must go through it so that assistance of presenting information to every member is fully understood.
[bookmark: _Toc92241967]Team Working and Communication
Teamwork skills are extremely essential for enabling success at work irrespective of the industry of job titles. It is extremely important to make sure net good communication is established while working well with clients or colleagues or managers or any other people in the workplace because only this will help in completing tasks efficiently while creating a proper good environment for both the person working and for the person they are working with. A healthy and high functioning workplace is only established with a good teamwork skill which includes the qualities in abilities of allowing a person to work well with others during conversations and other collaborations. It is mostly dependent on the ability of a person and communicating well and actively listen and at the same time be responsible and honest. Is extremely effective in walking alongside every e person in any industry at any level in the area of a person.
[bookmark: _Toc92241968]Strategies of Communication Skills in workplace
Communication is a primary requirement for every organisation to build and maintain relationships. It helps in maintaining a good relationship with the people in the workplace like the partners and customers and the co-workers. For organisations to learn effectively in thrive Israel it is extremely important to implement clear communication strategy and have the right to education tool which is also essential. Would be exploring the importance of communication in workplace and providing strategies for developing effective communication within an organisation. 
Communication strategies and mostly action plants that require an organisation to improve communication within every person associated within the company. It also establishes goals for setting up a successful plan and involves selective tools to enable a strategic mix of verbal and nonverbal communication styles. Utilization of communication strategies helps the workplace increase the knowledge about the company and does not limit cross department communication two cease the business being streamlined and efficient.
Effective communication can have the following:
· Utilisation of corporate communication tools
· Meeting with employees on a regular basis
· Recognising that is moment of the people contributing
· Provide proper instructions clearly
· Developing an open environment
· Having frequent one on one conversation
· Utilising visualisations
· Providing and receiving feedback
[bookmark: _Toc92241969]Conclusion
Therefore, in conclusion, the above report has effectively illustrated the overview about communication skills, the theoretical evidences required to provide an idea about the theories of communication skills including group dynamics and team working and communication. It also provided strategies of developing communication skills in the workplace.
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