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Introduction


Being in a group with an aspect in order to be able to achieve a common goal is defined as the teamwork. It is also considered that to be able to set a successful team at least four to six people will be needed. In most of the cases, it can be argued that controlling the bigger groups is not suggested. The reason is that the leader will not be able to effectively keep an eye on and assess the performance and the activities of the other group members. Monitoring and communicating with a larger number of groups will be hard and ineffective for the leaders in most cases. (Benson, 2014)

Effective teamwork could be achieved with the help of managing effective communication.  (Benson, 2014).

On the other hand, Gasper and Schweitzer (2013) also argues that it is well considered that without an effective communication, the achievement of the team would not be possible in any way. This is because only when the teams’ goals are understood correctly, the objectives of the team would be more clear and set. Therefore, leader must ensure that proper communication amongst the members will take place.




























Various models of Communication

The share of data or conveying the information opinions as well the ideas from one to another can be considered as communication. According to Bolotova (2014), it is a process of logical interactional activities that makes meanings and understandings amongst human beings. 

Whereas Al-fedaghi (2012) also suggests that more specifically it is defined as the exchange of the facts thoughts as well as emotions by either two or more number of people in a group. The main goal of the communication is to be able to be understanding the information. Whatever one person would like to mention anything to another must be well clearly and properly understood by him.

Companies would be using various models of communication to be able to sustain communication within the company as well as outside of the company. (Al-Fedaghi, 2012).  There are various communication models that are applied with their pros and cons. These will be mentioned below.


Schramm model;

Schramm can be seen as the new version of communication model which was firstly took place in 1948. The transmitter is applied in order for creating communication within this model. In addition to that a medium will be required to be able to convey the information using the transmitter. Noise could be mentioned in this way of communication as well. Privacy in the communication may also be maintained since the receiver will be needed to decode to message in order for understanding it. (Bolotova, 2014). 
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Simultaneous communication can be taken place within this type of communication that is the biggest advantage of this communication model. In terms of the field work the manager of a project can use this type of communication to boost the efficiency of the teamwork. 
(Mountain, 2017).

It would be indeed to true to say that telephone as well as the mobile communication are the best examples of this type of communication model. This model is considered to be the most effective way in order to link with people.

Shannon and Weaver model;


Shannon and weaver has developed a model of communication in 1948 that is seen as the linear model of communication. This model can be defined as the simplest way for people to use. The sender and the receiver are the two main parts in this kind of model. (Al- fedaqhi, 2012). The receiver has only the scope to understand coming from the sender within this type of communication. 
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This model would be dealing with different aspects such as sender, noise, channel, message, receiver, channel and the decode. This can be considered as one-way communication model which is quite simple. Therefore, communication within this model will be created easily and that is largest advantage of this model (Mountain, 2017)

Less time will be required to convey the message which can be well cost advantage. Noise could be found out as a problem within this communication model. The sender would not be able to get any type of information from the receiver since it is one-way direction model. Radio and Television information which is just being sent to to the audience (Bolotova, 2014)



Berlo’s communication model;

Berlos has introduced this type of communication in 1960. Berlo’s communication can be seen as the new form of the communication linear model since the model has gained two extra components with the sender and the receiver for instance the channel and the message. This type of communication is the interactional model and this has provided two-way communication since it supported with the receiver to reply to the sender. (Söbke and Bröker, 2015)

Mountain (2017) believes that the noise issues could be removed from the communication since there is two-way interactional communication between the sender and the receiver.
Therefore, the message or the opinion of receiver can be considered as interactional model that is the biggest advantage of this type of model.  The main disadvantage is with this model is that the sender and the receiver cannot contact simultaneously in this interactional model.

For instance; the letters and the email can be applied for two-way communication by most of the companies.


Various Types of Communication

We will now be discussing on the various types of communication process as well as the advantages or disadvantages of these types within this section in detail.

Verbal Communication;

People share their ideas and opinions through using words. This process can be defined as the communication one to another. This type of communication may be formal or informal. In many situations companies and officials apply to use the formal process one in order for exchanging the information. Within this context, the most important point is that people must be able to avoid using the unnecessary sentences as well as the jargon.
(Gaspar and Schweitzer, 2013). Formal communication can well be used by the officials in order to be able to draw the attention.

Whereas, informal communication could be widely used in order for establishing connection with family and friends as well as the co-workers. This is seen as informative. Verbal communication can be created by the people through face to face speech and in interviews. Telephone conversation could be involving within this context too.
(Söbke and Bröker, 2015).

Bolotova (2013) says that informal communication will lead to a low level of performance and less productivity of a group.

Non-verbal communication;

Within this context, there is no word of mouth is applied by the participants related to this communication. Eye contacts, body langueages as well as the hand moves are the great examples of this type of communication. In addition to that, facial expresions as well as the gestures could be included within this type too. It would be true to mention that non-verbal communication definitely adds great value on the conversation itself. Therefore, there is no way of ignoring the importance of this type communication. 

Söbke and Bröker (2015) believes that the sender must appropriately convey the non-verbal communication the receiver. Failing to convey the message to the receiver in a proper way within this context will make the conversation non-sense or it will cause misunderstandings. As a result of this type of communication, we came to a conclusion that, without the effective use of non-verbal communication, the conversation will cause misunderstandings.


Written communication;

Within this modern formal business world, companies keep performing its activities with the help of written communication. When a company attempts to hire an employee in order to fill up the position, the company will establish an advert. This is a great example of a written communication. Or either when the company obtains a contract with others could be a good example of this type. Flexibility could be the main advantage of a written type. The proof of this written communication is always documented when needed. The major problem of this type could be that the interest of the readers cannot found out easily. In addition to that, since it is a written communication the feelings or the emotions of participant including the sender and receiver cannot be discovered within this context.

Visual communication;

This type of communication has been the process of exchanging ideas with the usage of videos, pictures as well as the posters or either could be the graphics. This has been increasingly popular day by day because the sender is not needed to present in front of the people to exchange ideas within this type. This type of communication could be taken place at any time without the hassle. 

Mountain (2017) suggests that the cost expenses can be removed with this type since the internet connection and the electronical devises are playing a key role within this context to manage the visual communicate. Companies have been applying visual communication in order to deal with its all daily activities within this pandemic period. Powerful links between the participants cannot be established during the communication. 


Communication Skills


There is no doubt that communication has been the vital part of our daily activities. Communication is everywhere we go nowadays. It exists in everyones life. For example;  from listening to the teachers or either reading book and magazine pages. We keep talking to our friends daily as well as that we keep watching the television, and even more to this, we are also communicating over the Internet.

In addition to that, communication takes place in the workplace too. Experts also argue that 75 to 85 %  percent of our work time has been constantly spent within the  communication. Because we start reading and typing memos. Then we move on listening to our co-workers. We usually may have to make face to face conversations with our managers. Each and every part of these activities is important to our achievement at the workplace.
(Söbke and Bröker, 2015)

To give a good example of the communication for a better understanding; think of a poorly typed cover letter which may  block someone from being hired for the job he applied.  Or think of a CEO of one company whom wants to do a short presentation to their audience for their brand new product. In case of failing to convey the clear and appropriate information,  the clients may not be seem interested or even because of the lack communication they may even stop thinking of buying that product.

Therefore, It is vital to mention that having the ability to communicate the information accurately as well as clearly, as planned, has been a great skill and it is something that never must be ignored. People must improve their communication skills in order to be able to boost their quality of life.

It can be argued that communicating effectively is the most important aspects of whole life skills. It does surely help human beings to convey the information from one person to the another and being able to understand what is being said to us. At its simplest, it can be seen as the fact to exchanging data from one place to another. (Benson, 2014)

For human beings obtaining all the communication skills are fundamental to be successful in all aspects of the life. This can be done by human beings using their voice or either written such as applying printed or the digital social media like books magazines as well as the e-mail and the websites. 

In addition to that, these skills could be conducted through visually such as the logos and charts or even more to graphics. Non verbally skills need to be improved for human beings as well such as using the body language and people’s gestures that are the most important aspect of communication. Therefore communication skills may be able to ensure that people are able to deal with interactions with their professional life as well as their personal life. 
After completing this course, we are more likely to have great chances of being successful in our communication processes. Including; shops, companies, government offices as well as the school.

Case Study 

A person from Asian countries  have a low level of communication in English. I have a foreign  friend at workplace who is from Uzbekistan and he is not very good at speaking in English. In this case, manager’s briefings for staff is not really understandable for him as most of the briefings for staff are given in British English in the United Kingdom. His English is also at very low level and therefore, having a proper communication with the managers and co-workers has become very challenging for him. His ability to type in English for written communication is not enough either. He is not able to understand the customers as well for a better professional way of working for the company as well as from the customers side. As I see he keeps having difficulties in communication I keep trying my best to assist him with his communication.
In order to boost his communication skill I have given him many recommendations like listening to the radio or tv.
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