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[bookmark: _Toc111069221]Introduction
Communication is the only way to make effective teamwork. Through communication team members share their ideas, knowledge, and understanding to make a good decision. Good communication ensures productivity and profitability in teamwork. Effective teamwork and communication skills and different communication models will be analyzed in this report. Some examples of poor communication in the workplace and recommendations to improve effective team working and communication will also be discussed in this report. 
[bookmark: _Toc88480884][bookmark: _Toc111063379][bookmark: _Toc111069222]Understanding of the models of communication and communication skills

[bookmark: _Toc88480885][bookmark: _Toc111063380][bookmark: _Toc111069223]Understanding Communication
Communication is the process to transfer information, message, thoughts, and opinions from one person, group, or place to another. Individuals communicate through some basic styles like symbols, signs, language, writing, or behavior. Without effective communication, organizational planning, organizing, staffing, management, productivity, monitoring, etc. is not possible. There have three types of communication. These are-
Written communication: Written communication is the exchange of information through letters, emails, reports, and other written documents or papers. 
Oral or verbal Communication: When individuals transfer information through spoken language or words is called oral communication. This communication can be through face-to-face, audio, or video calls. 
No-Verbal communication: In non-verbal communication, individuals communicate through facial expression, body language, symbols, gestures, tone of voice, and physical attitude. 
[image: https://tse1.mm.bing.net/th?id=OIP.dWUUhnHh-a8ZEXHHIBTYpAHaDt&pid=Api&P=0]
Figure: Basic Flow of Communication Diagram
Above the flow or channel is called a successful communication where a sender sends messages to the receiver and then the receiver responds to the message and sends feedback to the sender (Adams and Singh, 2018).
[bookmark: _Toc88480887][bookmark: _Toc111063382][bookmark: _Toc111069224]Different Communication Models
Effective communication builds through some communication models. There have three fundamental communication models to understand the communication cycle and its importance. Three communication models are-
1. Shannon and Weaver Model of Communication
Shannon and weaver's model of communication is very familiar to understand how messages are sent and received. Shannon and weaver outlined this model in their article named “A Mathematical Theory of Communication”. Shannon and weaver model is known as the mother of all models due to its widespread use. At first, this model was only developed to ensure effective technical communication. Later, this model has been used in all fields of communication. The factors “Noise” affects the communication process according to this model. This model deals with some components such as Sender (Information Source), Encoder (Transmitter), Channel, Noise, Decoder, Receiver, and Feedback (Al-Fedaghi, 2012). 
[image: See the source image]
Figure: Shannon and Weaver Model of Communication
Sender (Information Source): This model starts with the sender or information source. Any information source or sender sends messages through the ways of spoken language, letters, audio, video conference, music, body language, etc. For example; a sender must think about what to say and how to say it before starting a newscast.
Encoder (Transmitter): Encoder is the machine or medium through which the idea converts into signals. For example; the encoder can be a radio station, telephone, and computer. 
Channel: The channel of communication collects information from the sender and transfers it with the decoder and receiver. For example; a person uses cables and electronic wires on a landline phone to talk with others. 
Noise: Noise interrupts our message and understanding from sender to receiver. Internal and external are two types of noise. Internal noise can be happened during a sender or receiver's mistakes of encoding or decoding a message because they have no concentration, and mumble when talking. And external noise happens due to poorly tuned radio and weak internet connection.
Decoder: The next step is decoding which is the opposite of encoding. In this step, a sender interprets signals as readable, listenable, and understandable to the receiver. 
Receiver (destination): This step is the receiver that is called the end-point of Shannon and weaver’s technical communication process. Through this process, a person receives the final message. A receiver can be a reader and an automated online payment system. 
Feedback: This is the Final step where the receiver may send feedback on the message to the sender to end their communication (Bhatt, 2011). This is the action plan of the receiver and sender. Thus, message is sent for achieving a certain purpose. 
1. Berol’s Communication Model
Berlo’s communication model is another model to improve effective communication between sender and receiver. David K. Berlo developed a book named “The process of communication” in 1960. In this book, Berlo designed the S-M-C-R model that stands for the sender, message, channel, and receiver. Effective communication requires four components according to this model. A skilled, knowledgeable, and innovative person can increase communication efficiency in teamwork. Following Berlo’s communication diagram-
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Figure: Berlo’s model (Crick, 2014)
Berlo has suggested what kinds of rules should be followed in every step that makes a successful communication. During encoding message, the source should remain the communication knowledge, attitude, and a social culture. This will help to encode the correct message. The message channel should become easy and trusted. The receiver should remain communication skills, social cultural knowledge. As an example, if a chemistry researcher sends its findings to a history teacher, he can’t understand its findings and symbols because he has no knowledge. So, the source should know its receiver capacity and receiver should know the message. -
1. [bookmark: _Hlk88430953]Schramm's Model
Schramm’s communication model refers to a cyclical communication model that contains basic principles of effective communication. Cyclical communication happens between a sender and recipient. This is the process of intra-personal communication. This is a powerful communication tool that helps the receiver to understand the message clearly.  Encoder means sending the message in forms of audio, file, image and signs through a channel. The interpreter decodes the message to the receiver. Thus, communication is accomplished between two people. 
[image: Schramm's Model]
Figure: Schramm's Model’s Diagram
[bookmark: _Toc88480888][bookmark: _Toc111063383][bookmark: _Toc111069225]Communication Skills for Effective Communication 
Communication skills are how a person can send meaningful sentences, information, or message to another and this process improves effective communication between them. Effective communication requires the following communication skills. These are-
1. Active listening: Active listening is an important part of effective communication. At first, a person needs to improve active listening skills. Active listening is not just to be quiet, it also means speaking and showing facial expression as the person understand what someone says (Kasabova and Marinov, 2016). Active listening skills also help a person to increase her knowledge. It also enhances a person’s concentration on the topics. 
2. Being open-minded: To improve good communication a sender and receiver must be open-minded. A person needs to be open-minded to make a strong relationship with each other. This skill helps to make the introverted person speak about an important matter (Kagermann, Jordan, and Osterle, 2013). 
3. Public speaking: Public speaking skills can build effective team communication. Public speaking skills can reduce a person’s fear and increase brave and confidence to speak fluently in a public place.  
4. Conciseness: The sender must apply these skills to make more attention to the receiver because none can like verbose speech (Koski and Launonen, 2012). 
5. Friendliness: The sender and receiver must be friendly with one another to bring more output from the communication. through these skills, the team members can feel easy to share information and talk to new members. It enhances the working capacity of the team. 
6. Confidence: The sender must improve the confidence skill to improve communication very easier and more fruitful. The confidence level can help the sender to share more information with the receiver. 
7. Feedback: In the last step, the receiver must respond to the message and give a meaningful answer to the sender that help to ensure communication efficiency in teamwork (Salmon and Young, 2011). 
8. Technological knowledge: Most of the communication is done through internet and social media. So, everyone should know the use of social media, internet browsing and its operation. People whose are more skilled in digital communication gets privileges mostly in the workplace as well as society. 
[bookmark: _Toc88480886][bookmark: _Toc111063381]How we can ensure Effective team communication
To ensure team efficiency effective communication is highly needed. Effective team communication encourages every member to be dedicated to their work and increases productivity. Effective communication makes strong collaboration among the team. This communication also encourages to take the risk and solve critical problems easily. Effective teamwork requires innovative ideas, honest feedback, respect for all, mutual understanding, and openness. Effective team communication also assures the quality of the message from the sender and feedback from the receiver. This communication always focuses on meaningful information, emotion, and interaction. Communication skills can improve effective teamwork (Agius, Esposito, and Farrugia, 2012). 
[bookmark: _Toc111069226]The advantages and disadvantages of technology in communication.
Internet, technological devices, and different kinds of Apps are being used for our communication. It has both advantages and disadvantages too. 
Advantages: Technologies like internet, software, Apps, social media, smartphone, computer, websites etc., have created the smooth way of communication. Within a second, people can not communicate with business partners and their relatives. Video calling gives the taste of touching a person. Sending business information, emailing etc., are now become very easy. This helps the person to real time decision making. Digital communication is also cost effective. A decade ago, people had to send letter providing huge fees and charges for its transportation. Now people spend a little internet for sending information. Technological communication also eliminates cultural gap too. Social media has created this platform. Technological communication also increases business opportunity. The employees can communicate with the customers easily. Customers get helpline too (5 Advantages & Disadvantages of Information & Communication Technology, 2022). 
Disadvantages: Though technological communication has decreased our communication distance and time; it has created several problems. Firstly, it has taken away our post-office and unemployment problem has created. There have many cases of cyber-attract. Vital message like email, business strategy, political manifestation etc., are published openly. It can damage whole life. Often teenagers suffer from social problems because of technological communication. They are blackmailed because of their private video and message (Advantages And Disadvantages Of Digital Communication, 2022). Another disadvantage is that during natural calamity, or war, internet management system breaks away. At the time, technological communication will not send information. So traditional communication should be kept by the government for emergency crisis. 

[bookmark: _Toc111063386][bookmark: _Toc111069227]Conclusion
Effective communication plays a vital role to develop effective teamwork. It makes meaningful communication between the sender and receiver. Effective communication can bring successful feedback from the receiver. Shannon and Weaver’s model, Berol’s model, and Schramm’s model should be followed to ensure effective communication. A team member should also follow Weber’s model, Temkin’s and Cheney’s organizational control theory, and Deetz’s Managerialism theory to improve communication in the workplace. 
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