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Introduction 
Communication is referred to as the action or act of exchanging information or message from one group, person, or place to another. At least one recipient, a sender, and a message involve in every communication. This may seem as easy but, communication is an extremely complex topic. The most important things in all life skills are being capable to communicate strongly and effectively. 
The report aims to introduce the strategies of effective team working and to develop an awareness of the ranges of communication skills integral to success within the workplace. The report will be applied to the major theories relevant to communication, teamwork, and group dynamics in the workplace. The report will include the importance of communication and provide an understanding of communication skills. The report will be briefly given information regarding communication and also includes suggestions for improving communication skills. 

Communication and its theories 
The process of transferring any data and message from one to another person with the help of a certain medium is understood as communication (Walther, 2011). One person who sends the message is termed as sender and the other person who receives the message, decodes the message, and responds accordingly is termed as recipient or receiver. Thus, in simple words, communication is easily a procedure where the senders pass the message to the recipient to respond. The forms and channels of communication that occur in an organization such as government bodies, non-profits, and corporations are termed as organizational communication. In other words, communication among business environments is organizational communication (Lim, 2017). Communication theories refer to mainly three things, receiver, message, and sender. It can take the term of one person or human being and the apparent environment by information in terms of thoughts, signs, and symbols. Communication models aim to demonstrate these communication theories with conceptual representations for illustrating the procedures of communication of humans. They can be used to improve and demonstrate working practice. 
Weber’s classic organizational theory of fixed structure – this theory of Weber holds that enterprises have properly defined responsibilities and roles and hence communication is clear, structured, and hierarchical (Waisbord, 2020). There is no place for confusion in the communication and message s properly passed to the sender. For example, if the message is passed through the structure and hierarchy way from top to down or down to top then the message is passed properly. 
Tompkins and Cheney’s Organizational Control Theory – it is an extension of weber’s theory. This organizational control theory of Tompkins and Cheney holds that the four types of control are determined by how the enterprises exercise power in the communication and they are concretive, bureaucratic, technical, and simple (Linke and Zerfass, 2012). The theory represents the modern theories about communication and control in an organization. 
Deetz’s Managerialism theory -this theory is a highlight that it is slightly improved control theory and not like the nameless and faceless bureaucratic theory of Weber. Deetz points an organization’s view that takes into the record the democratic people’s aspirations and the central power in the organization. It is a control theory of communication (Walther, 2011). The managerialism theory defines how organizational control and organizational communication happens in the organizations where classical notions are taking placed with economic and political interest’s acknowledgement along with the requirement to give and represent voice to this varied attention. 
Communication theory proposes that every living entity requires communicating with several other people and communication is a terrible need for survival. 

Communication in an organization 
Communicating strongly is an art and it should be practised strongly at the workplace and organization for the achievement of organizational goals and better output. It also helps in decreasing the rate of errors, increase better understanding of performance, a better relationship between the employees, and conflict management (Lambert and Keogh, 2014). Communication has a different importance and plays a major role in the success of organizations. In an organization, communication must require as it helps in every department and every function. Without communication, no message pass in all the functions, and the departments are not clear about their roles and responsibilities. In the workplace, effective communication must be needed. Communication helps in build strong relations among the employees and employers that help in the improvement and growth of the organization. Communication promotes encouragement and motivation by clarifying and informing the employees regarding the task to be done and the manner for performing the work. It is a source of data to the members for decision making as it aids assessing and identifying an alternative course of acts. 
Communication also helps in controlling processes in the organization. It aids in controlling the organizational behaviour of members in different ways. It is also aiding in socializing. In the current age, the only occurrence of different individuals is further communication. Without communication, no organization can survive (Walther, 2011). Communication has mainly four types which are written, oral, verbal, and non-verbal. Organizational journals, meetings, magazines, and different other types of written and oral communication aid in moulding attitudes of employees. 
Communication is especially important in the workplace for the organization to be productive and work efficiently. Employers who give energy and time to generate an open communication chain will rapidly generate trust among their employees, which results in performance, productivity, and overall morale (Radac et al., 2013). Employees who effectively communicate with their customers, managers, and colleagues continue counted as valuable assets for the organization. Innovation, growth, team building, giving a voice to employees are the major reasons and importance of communication runs strongly in the workplace or organizations. 
When employees gain, or have the opportunity to share or express their thoughts and ideas openly, then they are more probable and interested to share their thoughts or opinions without retaliation or ridicule fear. Innovation is also mostly relying on this, and an enterprise that promotes and improves communication is having more probability to be innovative. Every growth of the project is based on effective and proper communication. 
Communication in an organization or at the workplace refers to organizational objectives and aids colleagues and workers collaborate. Communication skills are twice important as managerial skills are important for the organization. Communication practice creates a productive and committed workforce (Linke and Zerfass, 2012). The communication creates better and strong relations between the employer and employee that helps in every manager such as increase productivity, profitability, as well as the growth of the organization. When the relationship between the employer and employee is open and they communicate openly then they can share their thoughts and ideas properly which gives innovation in the products and services. The high probability of innovation is given a high rate of growth to the organization. According to research, it has been found that effective communication gives a high innovation and high rate of growth to the organization where the employees can share their opinion with their colleagues and employers. In every organization, communication plays a major role in the growth of that organization. Communication at the workplace is crucial to the growth and success of an organization it allows everyone to express their inputs and express that their thoughts and opinions are being valued. 
Importance of effective communication 

Effective communication plays a vital role in daily lives. For certain people, strong communication comes naturally, while for certain people, it can be tough to articulate their feelings and thoughts in conversation, which sometimes leads to fundamental errors and conflict. Effective communication is an integral factor of the success of the business, it improves relationships in the organization and with the customers, and it enhances the engagement of employees and the overall team effectiveness (Ibekwe-SanJuan and Dousa, 2014). On the other side, when employees fail to effectively communicate, the results are harmful to the company. Research shows an enormous more than 60 per cent of business mistakes are because of poor communication. Poor communication in the business will inevitably give a lead to de motivation to the employees that can occur to decrease their confidence in their organizations and skills. Effective communication needs two or more than two parties to participate in a feedback cycle that shapes the further and next actions (Lambert and Keogh, 2014). Effective communication provides considerations, motivations, warning, and effects, reduce employee turnover, increase communication with remote employees, develop interdepartmental communication, helps in employee’s performance, and improve engagement of employees. Every organization needs to have effective communication in all departments and also the human resource department desire to have proper communication skills in the employees. 
Strong communication is not all regarding who is wrong and who is right, it is all about having positive, honest, and open discussions to make sure the needs of everyone are met in the workplace. The employees are not always seeing with their work nemesis, but if they can determine any way to perform bitterly with them then they will make the work environment much better and more enjoyable for everybody around them. Effective communication plays a huge role in the life of every person. Every time effective communication is very crucial for regaining someone into life or motivating someone to get back into life. I also have faced the experience of effective communication in my life when one colleague from my office faces a harder time in life because of his mother's death. He loved his mother so much, and he was very close to his Mother that is why he was very depressed and unable to talk with anyone. As per being his friend, it was a moral duty to bring him back into the normal condition and live life normally. The level of depression was very high, and whenever anyone tried to talk to him or tried to consulate him he got angry with them, even I tried but he was not listening to anyone. Thus, based on this condition I was very afraid of him because brought him back into normal life was very crucial for him as well as for me too. Therefore, I tried to talk to him but he was not understanding me properly he was taking all those talks negatively so then I tried to talk to him with the proper understanding of his feelings so that he never took me negatively. As an effective communicator, I talk to him but before that, I understood the impact of every sentence I was using by keeping the OSGOOD-Schramm communication model into the mind, as this model is used for social interaction, where two persons share a common set of signs (Ibekwe-SanJuan and Dousa, 2014). Thus, based on the main objective, it can be said that the Schramm model was the perfect one. Thus, I share the same signs with him by understanding his conditions and feelings about why he was taking only  the negative from everyone. After the proper communication with him, I tried to talk to him by keeping in mind the main objective of the Schramm model, and took him away from that situation and motivated him. I tried to motivate him and achieve success in that and helped him to get back into the normal life and after that, he worked with us again with the proper flow. 

Conclusion 
At the end of the report, it has concluded that poor communication can lead to a shortage of teamwork, reduced profits, poor performance, and low morale in the workplace. It has also been observed that effective communication is playing a crucial role in the success of every organization. Communication skills are must require nowadays in every organization as it is a particularly important element that has a vital role in the growth of any business. It summarised that the Osgood-Schramm communication model indicates that communication is not a simple process it is very complex and also helps in different situations.  
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