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In our topic, we will talk effective communication and teamwork skills. We will divide our topic into three parts. In the first part, we will look at the three communication modules studying in class. Then in the second part, we will study communication skills. Finally in the third and final part, we will study the advantages and disadvantages of technology in communication. 

To begin we will define the word “communication”. 
Communication is the “imparting or exchanging of information by speaking, writing, or using some other medium”. It’s also “the act of transferring information from one place, person or group to another. Every communication involves (at least) one sender, a message and a recipient”. (SkillsYouNeed,2022). 
Why is communication important? Communication is a tool for interaction with others to get a message or other message out, but it is also being in touch with others that is most often through language; with a verbal exchange between a speaker and an interlocutor whose response is required. There are four types of communication. We have the visual communication, the written communication and then the verbal and non-verbal communication. 
Written communication differs from oral communication. Indeed, this latter covers everything that is translucent on paper. A document is readable if it encourages reading, promotes understanding and facilitates memorization. What are the different examples of written communication? We have brochures (which through them we receive messages related to propaganda or advertising), letters, e-mails, newspapers, magazines, books, internet and all its variants, etc…
The verbal communication indicates all the elements of information that are transmitted by voice in a communication situation for example in a sales interview, a study, an investigation, etc... The elements of a verbal communication are the voice, the pronunciation, the choice of words and expressions, and sign languages.
However, non-verbal communication is the complete opposite of verbal communication. In fact, non-verbal communication corresponds more to the expression of the face and body postures that we can adopt: It is called the language of the body. The non-verbal pledge and the paraverbal language (the voice communication) are not always adequate with the verbal language. The elements of a non-verbal communication are: the look, the space and distance, the facial expressions and micro expressions, the posture and gestures, the physical appearance etc…
 The Language and the telephone are very used as means of communication nowadays. In communication, we have three modules: Linear, interactional et transactional. 
The “standard” linear pattern of communication, which favours the direct transmission of information between an active issuer and a passive receiver, no longer holds. Communication and transmission are now seen as interactive, full of obstacles and media constraints.
 The interactional Model of communication is a “process in which participants alternate positions as sender and receiver and generate meaning by sending messages and receiving feedback within physical and psychological contexts” (Schramm,1997). Interactional communication is to be able to know how to communicate orally. But it is also to convey messages by using a chosen language, by using a well-placed voice, by playing with the emotions, by also using the body language so that de public respect and take into account and accept the message emitted. Within the interactional model of communication, there are several examples which are social networks, interactive marketing, ATM machines, online shopping, chats rooms and user-generated contents.
The transactional model of communication “describes communication as a two-way, interactive process within social, relational, and cultural contexts” (FourWeekMBA, 2022). In transactional communication, it is very important to include face-to-face meeting, a chat session, interactive training, telephone call, skype call, or meeting that all the attendees will be able to participate and sharing ideas or comments. 

After seeing the three model of communication and their function, we will now see the communication skills. What is a communication skill? A communication skill is a concept linked to the recognition of a language as a tool of communication, but especially to the highlighting of the social factors that intervene in the situation of communication. In communication skills, we have several types that are written (verbal communication) and speaking (verbal communication). (Communication skills Archives, 2022). For the verbal communication skills, we have the active listening, being able to ask for clarification, asking open-ended questions to gain insights, to be able to recognize and respond to non-verbal cues, to speak clearly and concisely, to use humor to engage audiences, etc… 
Why in communication skills is it important to know how to listen? In the context of communication, listening is important because it I another structured way to listen to you interlocutor and respond to him. When you actively listen, all your attention is focused on the other person who will help you to understand, interpret and evaluate what the person is telling you. To improve your communication skills, you also need to be empathic. Why is it necessary to be empathic? Empathy is very studied because it is a source of well being and personal and social progress. Empathy promotes prosocial behaviour, which means the skills of mutual aid, sharing, comfort, cooperation. How do you communication with empathy? It is necessary to be able to express consideration, to speak warmly, to speak slowly, to speak briefly and to listen attentively. Listening and empathy are not the only communication skills. There are also non)verbal communication skills like the facial expressions ( the human face can be very expressive, and also able to show some emotions without saying a single word), the body movement and posture ( the way we stand or how we sit can make others thinks that we are not paying attention to what they are saying) , the gestures, the eye contact (being able to look at the people when you are speaking to them), touch  ( we can hug our family, our partners, our children but most of the times we will shake hands the others or just saying a work “Hello”), the voice, the space, to pay attention to inconsistencies, etc…

Then we have the written communication skills. The written communication skills differ from oral communication it also “involves expression yourself clearly, using language with precision; constructing a logical argument; note taking; editing and summarizing; and writing reports. Structure and layout can be relatively quickly learnt but learning how to write good quality content take much longer” (Communication skills Archives, 2022). The person who receives the message (often called the receiver) reads the message without the sender does not understand the message, if the sender does not understand, there can be no explanations in real time but in different time. It can cause misunderstandings, rumours, interpretation, inferences, etc…

In communication, there can be many advantages as there can be disadvantages with technology. Our generation is a generation or virtually everything is done by technology. People these days communicate much more using technology. We can see much more progress in companies. Indeed, companies are often equipped with communication tool such as laptops or smartphones that are an increase in performance. New communication technologies have now allowed access to multitude of sources of information. It allows to analyze, consider or reject among an infinite source mosaic. The benefits of communication can ease potential tensions, avoid conflicts, improve collaboration, and promote exchange of ideas, creativity, and significantly increase motivation. But also, technology is used a lot to send emails, or communicate important information and also to send bundled messages. For example, in hospitals, or warehouse like John Lewis and Partners (warehouse), it’s much easier to communicate with all the employees. As a result, most of the cases, the people who work there are many and it is sometimes very difficult to be able to communicate with everyone or to send messages to everyone. 
But the use of technology also has disadvantages. Indeed, we can sometimes very badly interpret certain messages in the wrong way. It is very frequent with messages or calls, whether we can read the messages incorrectly or receive them from grumbling manner. A person may just want to write a message of encouragement but the person who receives it may interpret it in the wrong way (authoritarian or mean message). In the case of phone calls, sometimes we may misunderstand the person and with what we hear we may think something else. The instantaneousness and diversity of information technology can lead through the wrong channels and means, which will expose us to inaccurate, unwarranted or sometimes uncertain information. Thanks to technology, it is now easy to communicate content that is not always true or certified. It is often the case that business leaders make a mistake by telling their employees not to come to work, but it’s a mistake. Some mistakes in writing may suggest something else or may say something else.


Finally, to summarize this topic, any communication constitutes an attempt to influence. The purpose of communication is to be able to convey messages and to be easily understood without misunderstanding. But we also have to be very careful when we write messages because they can be misinterpreted. Communication to the saint of a group also allows a better cohesion between the individuals.
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