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Introduction 
Good and effective communication ensures our relationships, status, and success in our environment. Sometimes we might not pay attention to this aspect but in ensemble our day-to-day life and tasks are tight connected and influenced by the way we communicate and receive messages that are communicated to us. And at the end of the day this is the main goal, to send a message, to make sure it was understood and received the way it was sent and to receive an answer or a feedback. In this paper I will mention methods of communication, models, skills, the importance of communication, and how technology influenced and changed the classic way of communication. 

Effective Communication and Team Work: Meaning and Definition
As defined in the Oxford Dictionary, communication is the transmission or exchange of information, knowledge or ideas by speech, writing, mechanical or electronic media (OED, 2019). 
Every type of communication involves three elements: at least one sender, a message, and one recipient. 
As in types or ways of communication, there are many methods in which we communicate and more than one can be used at the same time. 
The different types of communication include: 
· Verbal or spoken communication: face-to-face, by phone, television, and media.
· Non-verbal communication: body language, voice tone, the way one dresses, acts or mimics. 
· Written communication: e-mails, letters, text messages, books, magazines, etc. 
· Visualization or visual communication trough graphs, charts, images, maps, etc. 
Communication (in any way) is an important tool in any environment and aspect of our day to day life. However, in business industry, effective communication is a vital skill that affects directly the business prosperity and sets the relationship within the team members and the public. 
But even recognizing the types of communication sometimes might not be enough to assure the effectiveness of the information one tries to send.  As to get a better understanding of the factors that might improve or equally negatively affect our communication I will next describe three of the most resourceful models of communication. 
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The models of communication: 
The Shannon-Weaver Model
One of the earliest and most influential models of communication is the Shannon-Weaver Model, also known as the ‘’mother of all models’’ because of its popularity and wide application in other communication theories and practices. It explains communication in terms of five basic components: a source, a transmitter, a channel, and a receiver. Also, this model explains how a message can end up being misinterpreted before being received, introducing factors that affect the communication described as the ‘’noise’’.
“The fundamental problem of communication is that of reproducing a message sent from one point, either exactly or approximately, to another point” (Shannon, 1948, p. 379).
                                                      Destination
Information source
Receiver (Decoder)
Transmitter (Encoder)
Channel

                      Message                                 Signal                            Received                          Message
                                                                                                                 signalNoise Source


As mentioned before and shown in the diagram, this model describes the process of communication, focusing on efficiency of transmitting a message by smart coding/decoding and reducing or eliminating the ‘’noise’’. 
Shramm’s Model of Communication 

Unlike Shannon-Weaver Model, which is described as a linear model, in 1954, Wilbur Shramm represented communication as a cyclic process in which the sender and receiver are equally responsible for coding, decoding the message and also for sending a feedback. Wilbur Shramm argued that a process of communication is incomplete without a feedback from receiver. Also, Shramm stated in his model that for an efficient communication encoding and decoding are absolutely vital elements. 
Berlo’s Communication Model 
Again compared to the first two models, Berlo’s Model is different by describing communication as a four steps process, which also gives Berlo’s Model the SMRC Model name. SMCR standing for sender, message, channel, receiver. Berlo believed that in the communication process there are three main parts which are the speaker (sender), the subject and the listener, also differently to the other models, Berlo’s Model puts a greater accent on a few factors to the communication process that influences the source of the message, as beliefs, communication skills, values and knowledge. 
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Communication Skills
The ability to communicate effectively is one of the most important life skills to learn, being one of the skills that can affect different aspects and quality of our lives. As mentioned before, communication is a way to transfer information in order to receive understanding. 
In such times with so much information available (visual, written, spoken) and diversions, we have to put much more effort to make sure that our message is understood and correctly processed, that’s one of the reasons we need to understand and learn what communication skills are. Therefore for each method of communication we have available different communication skills. Next I will give a few examples of important pointers absolutely necessary in the work place and also daily activities. 
Listening: in order for a person to become a great communicator they have to become a good listener first. It is important to practice and learn active listening to understand the information once receives and to be able to send an informed and constructive feedback.
Body language: this skill is attributed to non-verbal communication skills and it’s a set of rules and signs that are responsible for the way we came across others. It is very important in communication to make eye-contact, watch the voice tone, utilize hand gestures, and keep a relaxed body to set the communication tone and leave a correct impression. 
Clarity: this detail is equally important in verbal communication (written and spoken). It is indispensable to logically structure the thoughts and the ideas that are about to become a message. Also, it’s important to keep a simple and clear language while sending a message. 
The effective communication in teamwork
According to a study conducted by Ashish Mohanty (Institute of Management & Information Science Sasmita Mohanty, Siksha ‘O’ Anusandhan University), communication, group dynamics and teamwork between departments are important components for teamwork effectiveness and the further success of the company. 
The same study states that communication is critical for an organization’s success and effectiveness.
‘’Communication is not only one of the most important parts of people's lives, but in a group context especially is very intertwined with the group dynamics affecting how the group functions. Communication along with group dynamics play an important role as far as the teamwork effectiveness is concerned in organisations’’, Ashish Mohanty (Institute of Management & Information Science Sasmita Mohanty, Siksha ‘O’ Anusandhan University)
In conclusion, the management figures should recognize and admit employee communication and group dynamics as strategic. Thus, communication in the workplace has to have a strategic role in an organization in order to work effectively.
In my career I need to apply communication skills every day. Being a photographer means to always interact with different clients, with different backgrounds and communication styles. One important thing I learned over the years and I try to apply in every interaction is active listening and asking the right questions to make sure that I and the person in front of me are on the same page.
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As everybody, in my career I had encountered situations of misunderstanding or miscommunication but the fundamental thing in this situations is to apply the best communication skills to overcome the impasse. In my situation, I always make sure to be clear and explicit, I’m always asking for feedbacks and I take those as things to learn from for my next collaboration.  
The effect of communication technology
Even though technology was introduced in communication through more decades, for as long as we were on this planet, we kept inventing and discovering different methods of communication, from sounds, signals, and drawings to letters, emails, and radio. But for sure with every invention, the ways we interact with each other kept evolving. And that leads us about 30 years ago, when the internet was first introduced to us, invention that radically changed the communication forms, methods improving the quality and reducing the time it took before to send a message. 
Nowadays, digital methods surpassed and replaced almost all other classic forms of communication. We have emails over hand written letters, Zoom/Teams/Skype calls over phone calls on a landline. We can sign documents with a digital signature rather than to waste time to go in person to sign some papers. Everything is just at one at one click distance, which saves more time, everything is much easier, faster and efficient. 
The Internet has made communication so much faster and became an open space for all the ideas, news, information, and a space for everyone to express their voice. It allowed people to stay in touch and in contact regardless of time or place. It also accelerated the pace of business’ development and opened new doors within the enterprise industry. 
But at the same time, as Sol Rogers, REWIND founder, said: ‘’the Internet has connected and divided us like nothing before’’, indeed, as much as communication technologies made our lives and work activities easier, at the same time it irreversibly affected some other aspects, like directly exposing anyone to negative information, hate speeches, e-bullying, lack of privacy. Because it’s so easy to send a message, email or just FaceTime someone, people get less and less face-to-face interactions which on the long run affects our capacity of compassion, empathy and relatedness to other’s problems. Messages and emails can’t reflect mimics, emotions or at least the body language signs one can show during a conversation. As a result of the effects mentioned before, in the past year more people struggle with anxiety, depression, back problems, eye-strain, and lack of confidence.
Being caught up in the continuous process of development, we have to keep track of all the updates and the novelties of the digital world. In my experience, this, sometimes might feel overwhelming. I feel everyday what a great role has technology in my day-to-day life, allowing to stay in touch with my colleagues from university or work. I can work on different curricular and extracurricular projects from my home office at any time suitable for my agenda. 
But it comes with some challenges as well, as technology is built from fixed algorithms that won’t change to our comfort. Instead we have to learn everyday new software extensions, platforms, apps. Online communication is not always the most explicit or clear, getting in the way of sending a message the way it is thought. One of the most disturbing problems to me is that not every time when I send a message or an email I get an instant response as it could be during a face-to-face conversation and as described in Shramm’s Model of communication the feedback is an absolutely vital part of the efficient communication.
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Conclusion 
In conclusion I can say that it is obvious how dependent we are on communication whether it is for our social needs as human beings, for work or just for distraction. As history has proven, even centuries ago people were communicating in their ways. And communication and tools to help us communicate developed in time only because there was always a need for that. I believe that we will keep inventing more and more new methods that will allow us to interact even more easily and efficient. 
Even though we invented new ways we can interact trough, some things remained the same - In the process of communication there will always be a sender, a message and a receiver. 
With or without new communication technologies, one thing will never change: the way we send a message or an information. Through an email, face-to-face, on the phone, or in a video call it is important to keep in mind the communication skills and to try to be as clear and assertive as possible. 
At the end, I would like to add that, in my opinion, even though we are capable to learn to communicate from an early age, it takes more energy and effort to learn to communicate effectively. In such a fast paced era it’s a must to keep our messages clear, entertaining and informative in order to be understood. 
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