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Introduction
The working environment is different from our daily life, there need to be more careful in some areas and must need to be work in an effective team and proper communication with all the other people are very important. Effective teamwork helps to perform with better output in any kinds of organization, for better team working there must need proper communication skill as well. this report is showing the importance of effective team working and communication skill that is important for any organization. There are different types of skills that are important for building better team working and different types of communication skills are made from the very beginning. These are not only making life easy but also providing better features for the business development. To do this, there is real life experience of close friend is currently working in BMW and maintain a good communication in workplace. 




















Communication and its Importance
Communication is all about making contacts with one another, from the real-life experience of one of my close friend who is currently working for BMW, there are some facts that are important in terms of communication.
Communication means how do we communicate with other people by exchanging certain things. Its mandatory for every business to make communication with others, it can be with the stakeholders of the organization, can be the clients, within the workplace, or many more other people (Morgan - 2016). Business communication requires some different context because it's not like casual communication that we are doing with our friends and family. Business communication is confidential that can’t be passed to everyone, it requires some documentation or needs to make a proof copy for the future purpose.
The different business organization keeps their daily communication in a proper method that they can find out the proof copy when they need these. It helps them to maintain a record for any kind of future purposes. It's really important to communicate with others to solve any problem within the short possible time. Here are some descriptions of the importance of communication:
Easy working: Communication makes business working easy, it can make a hard task easy by proper maintenance of communication. For example, there is a certain amount of task an employee has to be done daily, working with BMW employees needs to contact with different kinds of the supplier. Sometimes there needs some urgency with delivery issues with some parts, it needs proper communication to get the materials properly.
The team working: Communication helps to make the team working spirit, building a better team working there must need to make a strong communication. If there is any gap or lacking communication within the team there will be problems to continue teamwork in the long run.
Motivation: Leaders and managers of the organization needs to motivate other people to do the work more fast or easily. To do this they need to maintain a good communication with other employees (Tuckmannand Harper - 2012). Without doing the communication they can’t motivate others and work can’t be finished before the lead time. Motivation, inspiration helps to do the work properly as a team or work in single.
Trust and Relationship Building: Communication reduces the gap between the people around the organization and helps to build trust by the proper relation with all. Without communicating no one can judge others or can’t say anything the person, it needs to talk with the person regarding the information or any other things. Employers need to communicate with their employees for getting in touch with them regarding their working information or solving any problem that is facing during the working period.



Conflicts with Communication 
Communication helps to reduce the communication gap, but there are some conflicts as well that are making a huge gap. here is the description of it:
Misjudgment: Communication gap makes other people judge an individual wrongly, there are good and bad people in every organization or every workplace. To judge other people, it must need proper communication or if needed face to face communication is must that helps to reduce the misjudgment of other people. In the workplace, there are different types of people who want to make problem with others work that leads to misjudgment with other (Covey - 1989).
Information: Lack of communication leads to lack of information with other people, all the information of any notice or other work-related things needs to be pass properly on the organization. if it lacks that can be harmful in the long run. Managers pass the information to all other people to make smooth bonding, but lack of communication can make the whole process difficult.
Supply Chain: Organization like BMW needs to maintain a proper supply chain management, that requires good communication with all the department. From one department to other will perform the given amount of task and to finalize the chain it needs to maintain proper way. But due to lacking communication there becomes the huge difference in the workplace.
The way of communication: Different types of people make different types of communication and it can’t be same with all, different styles, different writing styles are can be seen in the workplace. To make it easy its need to make the way of communication same with all, styles can be different but the media just need to be same to reduce the gap.
System Failure: Webmail is the most prominent media of communication in the workplace, there can be system failure or difficulties that can make the work structure stop or can’t communicate with the supplier or other people. If there are any issues regarding the system failure, it must need to solve otherwise it will make an impact on overall performance of the organization.








Communication and its theories
Communication requires different types of theories that make the working environment to run in the same way. From the beginning of the communication, different researchers have done research for it and find out some theory regarding the communication.
Information: This theory follows certain rules that information that’s been passed to the receivers just need to be authentic and will receive the target customers. There are different types of promotional message are send from different types of organization to introduce about the organization or to get in touch with new offers. They set up the target customers to send a message to them by collecting the information of the person (Belbin - 2012).
Groupware: This theory means a grouping of certain amounts of people by collecting data of them. It requires proper privacy of the people to solve any difficulties or issues won’t be found to them. Making up groups helps to reduce the working pressures as it made after by checking the interest or choice group of these people. Privacy of the data are kept in such a way that it can’t be pass to other people, otherwise, it can make a public impression or can lead to loss of the organization.
Agenda setting: It means setting up the agenda to determine how the organization will collect information or news they will provide to the media. There are different types of meeting that organization are arranged for a certain period of time that to get the public attention, they want to pass the current state, future goals, financial structure of the organization through different news media to get in touch with their clients (Bown and Brady -1991).
Cultivation: This theory wants to reduce the media shapes because it considers that media can leak some important information to other people that can be dangerous for an individual. It believes that too much media impression can harmful in terms of cultivating the aspects of different plans or goals that a person wants to go through.
Models of communication: There are different types of models in terms of communication that are made by different people. Here is the short description of these models:
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Figure: Linear Model
Linear Model: This model shows the messages are transmitted from the sender to receiver and the way that needs to be gone through, it also requires the messages need to get proper feedback on it.
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Figure: Shannon-Weaver Model
Shannon-Weaver Model: This model was established in 1949 to show that there are some technical movements that are passed through transmitting the communication to the receiver.
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Figure: Berol’s model
Berol’s Model: This considered as the most advanced model interims of communication where shows the 5 Factors that are related to the communication in a detailed way. Berol’s shows the proper way where sender-receiver transmits through a way of encoding and decoding of a certain amount of information that is transmitted for making the communication easier (Adair- 2009).
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It means communicating through face to face or body movement that is coming from the very beginning. This communication method helps to solve any problem within the short time rather than communication through using other different types of media. 
Different people have different personalities and different wants to communicate with different types of conversation, a way of eye contact or other body movement or it can be direct face to face communication to reduce the communication gap. It helps to talk face to face for any difficult issues that can’t be solved by staying far way of it.
Body language: This is the most commonly known interpersonal communication from the ages, it means communicating through moving different body movements. There are 5 areas of body movements that can be used for body language:
1. Eyes
2. Face
3. Posture
4. Gestures
5. Proximity
From this face to face is the most useful and authentic communication where the sender and receivers talks face to face to know their demands. Gestures mean the certain movements of the body that are like handshaking, moving of different body parts that can be good or bad to other people. A person can easily understand by analyzing different body parts of the person. Proximity means analyzing a person’s overall body parts through height, body colors, personal movements through social and public interest.
Active Listening: From its name, it can easily capture the idea means listening to certain things from the sender to know what the sender wants to say for anything or wants to pass any important information. Listening is much slower than our thinking that means we listen to 120 words and we think up to 3000 per minute. We only listen 25% of the things due to motivating to other things or engaged in do other work. For communicating in the workplace it's important to know what other person wants to say because it can be important to know the thing, but the listing doesn’t have any proof copy. Listening helps to exchange a better way to feedback for somethings, it confirms clear understanding to ask different types of intelligent question to other people.
Personal Presentation: To launch a new product or any services it's important to show it through the proper presentation. Personal presentation requires showing a person’s capabilities on a certain thing that can be used to get the listener's mind to find the interest in buying the thing or wants to know about the thing.
Context Awareness: It means to make an awareness of something to the audience to solve any issues that arrive in other people. There are different types of techniques to raise awareness of something that other people must need to know to show them the importance of something that helps to reduce the larger impact for upcoming or present scenario (Alvesson and Willmott - 1996).
Format and structure of Written Communication
Written communication is considered as the most authentic way of communication that is needed for any kinds of working environment to reduces the future risk of any certain things. This communication helps to reduce the risk factor of any upcoming things that helps to work in future uses. Witten communication can be used both formal or informal way that is used for internal and external uses (Blanchard and Johnson - 2000). There are verities of the way in terms of written communication here is the description:
Letters: It’s the most commonly used way of communication that is used for different kinds of purposes. For any new business or content formal way there needs to write letters to provide the information on why the writer wants to write. All the important tasks or information are written in the letter regarding the organization. There must need to follow the structure of the letters, way of writings, paragraph methods any many more.
Memos: To purchase any materials or things there must need to write memos for all the information that are required to keep records for business purposes. There are different types of memos in every organization that is used for different purposes.
Reports: After analyzing certain subjects or examining there needs to write a report on it. That helps to find the overall observation of the things that are submitted to the dedicated person. Reports can be used for different purpose, it can be an annual financial report, business impact, overall scenario of the organization or many more.
Promotional materials: For providing the information of different types of promotion regarding the organization or launching any new product there needs to write all the details of it. It helps to provide all the information that is related to the provider for its uses.
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