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Introduction
Effective team work refers to the process when few people are working together for achieving the same goal of an organisation (Benson, 2014). An effective team consists of five or six people. A large team is not recommended because it is impossible to control everyone. In contrast, a small team is dominated by few people. Communication skill is also important for making effective team. Without an effective communication, none team can achieve the goal. Each team should communicate properly for understanding the objective of team. Generally, a team is made for certain period. An effective team is always generated the synergy for an organisation. 


[bookmark: _Toc78231018]Different communication models
Generally, there are different communication models such as linear, interactional and transactional model (Cook, 2020). Each of them has pros and cons. They are used frequently by an organisation. 
1. Shannon and Weaver model 
Linear communication model is developed by Shannon and Weaver in 1948 (Al-Fedaghi, 2012). It is very simple communication model. There are two parties in linear communication model. One is sender and another is receiver. It is also called one way communication model. Only sender can give the message to the receiver. The advantage of linear communication model is simple and easy method. It is also less costly and time consuming. The main disadvantage of liner model is receiver can’t give any feedback. In addition to, it also makes a noise in communication process. Noise makes problem for better understanding the message. Linear communication model is one direction process when only one person can give the message. Sender can’t know about the message recipient information. In 20th century, linear model is popular but now it is lost the popularity. For example, radio and television is a good example of linear communication model. Only sender can give the message to the listener. Listeners can only watch and listen the message. They can’t give the reply. Sometimes it also makes a noise in the communication process. 
[image: the shannon-weaver model of communication diagram]
Fig.1 Shannon Weaver Model of Communication, By Chris Drew, PhD, September 29, 2019, accessed 27/08/2021, (online), Available at: < https://helpfulprofessor.com/shannon-weaver-model/ >


2. Berlo’s model of communication
It was first developed in 1960 by Berlos. It has four components such as sender, message, channel and receiver. To overcome the problem of linear communication model, interactional model is launched. It is two-way communication model where both sender and receiver can communicate. The main advantage of interactional model is getting information from receiver. They can give feedback to the sender. Sender can know about the message received or not. It also removes the noise in communication. The disadvantage of interactional model is not communicating together. Sender sends the message and receiver receives the message. For example, email and letter is an interactional communication model. After receiving the message, the receiver can give the feedback. They can communicate with each other after certain period. Most of the business is used the interactional communication model. 
[image: ]
Fig. 2 Communication Theory, BERLO’S SMCR MODEL OF COMMUNICATION, Available at: (online) <https://www.communicationtheory.org/berlos-smcr-model-of-communication/ > accessed, 27/08/2021




3. Schramm model
The model was developed in 1948. The transmitter sends message through medium. The transmitter encodes the message. The receiver needs to decode the message for read the message. To overcome the problem of interactional model, transactional model can communicate both sender and receiver at the same time (Mountain, 2017). The main advantage of model is communicating both parties at the same time. It is more effective when in field work is used. They can communicate with each other at the same time. The core disadvantage is made noise in communication. When both parties are talking, it has high chance that one of them is not heard the core message. It is lost the core message. Sometimes it creates problem, it has lost the value of message. If two people can start a conversation at the same time, they can’t hear each another. For example, mobile phone is a good example of interactional communication model. It creates noise in conversation. One can give feedback rapidly when another has asked the question. In the modern 21st century, transactional communication model is used for proper communication. It is considered the effective communication model for achieving the organisation goal. 
[image: ]
Fig.3 Wilbur Schramm model of communication, available at: (online) < https://biznewske.com/wilbur-schramm-model-of-communication/>, accessed, 27/08/2021
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Five types of communication are verbal communication, non-verbal communication, written communication, listening and visual communication (Söbke and Bröker, 2015). Each of them is described details in below with pros and cons. 
1. Verbal communication: 
It refers to the communication process when people are speaking a conversation with another. People speak with another party by using word (Bolotova, 2013). In addition to, verbal communication is also two types such as formal and informal communication. Formal communication is used with business and official matter. They can also use a formal word. People can’t use funny and unknown word in the conversation. Formal communication is not a lengthy because it is lost the relevant message. It prohibits using the any unnecessary message. On the other hand, informal communication is used funny word. Informal communication is held between friends, family members and relatives. People don’t need to use any formal word in this conversation. People are not concerned about time for informal communication. Formal communication is scheduled previously but informal communication doesn’t need any schedule. Verbal communication is also held via face to face, interview and over the telephone. Face to face communication refers to the process when people start a conversation. It can be both formal and informal. Interview is always a formal communication with schedule meeting. Interview communication is always asked the formal question with a formal word. Over the telephone conversation is a verbal communication where two parties can speak with each another. It can be both formal and informal communication. 
2. Non-verbal communication 
It is a communication process when verbal word is not used. Non-verbal communication is used the facial expression, eye contact, gesture, touch and hand movement. For example, a listener should understand the nonverbal communication in the meeting. In meeting time, top management may approve anything by giving non-verbal communication. As a listener, one should notice the non-verbal communication (Bolotova, 2013). Non-verbal communication is frequently used both a formal and informal communication. Non-verbal communication is usually used for yes and no answer. It is a brief communication method. It is also used in the meantime of verbal communication. 

3. Written communication 
Written communication is very important in modern era. Written communication is also used as prove of business contract and transaction (Written Communication 2019 Awards Announcement, 2019). People want to communicate via written communication because it is more flexible. The advantage of written communication is used prove of business contract. In business communication, oral communication has no value. Written communication helps to avoid the contradictory between two parties. Employee can understand the message properly via written communication. Moreover, it gives flexible time for both sender and receiver. Even people can communicate anytime when another party doesn’t need for existing. The disadvantage of written communication is not responding with a message. The receiver may not open the written message. In addition to, it reduces the relationship between two parties. For example, written communication is always used for formal communication. Email and business letter is a good example of written communication. In written communication, a sender should follow the grammatical rules and languages properly. In modern technology era, email is a good method of written communication. 
4. Listening 
Listening is an important communication. If people fail to listen the message, they can’t achieve the goal. For example, in class room a good listening is required for better understanding. If a student can’t understand the lecture, they can’t achieve a good grade. In meeting, the employee should listen their roles and duties properly for a good understanding. The employer should also understand the problem of the employee. Without a good listening, a good communication is not held because a good listener can give a feedback. 
5. Visual communication 
In modern business era, visual communication is getting popular. The advantage of visual communication doesn’t need to present the party physically. They can communicate from anywhere and anytime (Special Issue on “Really Social Photojournalism,” 2017). It is least costly because they can’t spend any venue for meeting. They can converse from home. It is also time saving because they can join in conversation from anywhere. The disadvantage of visual communication is unstable internet connection. It is also made chaos in communication. It is the barrier of making a good relationship. For example, zoom app, google meet and video chatting is a good example of visual communication. Due to COVIDD- 19, the importance of visual communication is increased. 
[bookmark: _Toc78231020]Case study analysis
My friends from Asian countries, like India has a very poor communication skill in English. He can’t understand the class lecture properly. Moreover, his voice speech is very poor quality. He can’t communicate properly with class mates and teachers. He is also poor in written communication. He faces a big problem for achieving the graduation. He asks me for overcoming this problem. He is generally born in country where the practice of English is very low. For improving the communication skill, he must follow the following stages.
Practice the listening: He should practice more for listening. He can listen from English movies and serials. In addition to, there are many videos available in online. He should listen the debate between two people. They can also hear the advertisement in radio and television. He should continue it until he listens properly.
Emphasis on non-verbal communication: They should emphasize on non-verbal communication like eye contact, touch and hand movement etc. He should also focus on body language and facial expression when he converses with another. A good eye contact is effective for getting the attention of target people. 
Manage the emotion: In communication time, one should maintain the personal emotion. They should not express the emotion because it is considered the negatively in communication. They should behave as gentle man and serious person in conversation (Gaspar and Schweitzer, 2013). They should not behave harsh with opposition party.
Ask for feedback: He can speak with class mates for improving the communication skill. He also can ask for feedback from colleagues. There is no shame in learning. He can learn in the way. Colleagues should help him because it enhances a good relationship between them.
Public speaking: he should practice the public speaking with friends, relatives and family members. Public speaking is very important for enhancing the communication skill. He should speak regularly with class mates even the speaking is not correct. From wrong speaking, he will speak correctly in future. Speaking is very important part for asking the question in class room.
Develop a routine: He should prepare a routine for developing the communication skill. He can prepare a flexible schedule for speaking, listening and writing. He can also develop the reading skill for communication skill. Proper reading skill helps to learn from a book. 
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Conclusion
Effective communication is very important for an employee. An organisation should communicate properly with employee for instruction. One should have knowledge about reading, writing, speaking and listening for a good communication. One can’t communicate properly withoutthese skills. Communication is important in job as well as academic. When people can’t communicate with employer, they can’t get a good job (Gaspar and Schweitzer, 2013). A good communication skill helps to find a good job. They should follow the rules and regulation in written communication. Formal communication is more important than informal communication. Business organisation always follows the formal communication for interview and meeting. 
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