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Introduction
The history of communication began when people felt the need to express themselves and understand what was being communicated. In ancient times, people blew animal horns and beat drums to communicate. Pigeons have even been used to deliver letters by humans in the past. Thus, as part of modernisation, they use electric telegraphs, telephones, and then mobile telephones. This report aims to highlight the importance of communication. There are four steps involved in the communication process: reading, speaking, listening, and writing. Today, it is more critical than ever to be able to communicate with others due to people's availability at the workplace and around the world. Furthermore, likewise, Zwijze-Koning and de Jong (2005, p. 429) stated: “The importance of communication for the effectiveness of organisations and the wellbeing and motivation of employees is undisputed”. Several studies have demonstrated that dysfunctional or destructive communication between leaders can have disastrous impacts on business organisations. (Schyns and Schilling, 2013). 
This report examines in detail a variety of communication models, including the Schramm model, the Berlo model, and Shannon and Weaver's model. Furthermore, it will highlight the two types of communication, verbal and non-verbal and the skills needed.

1. Models of communication

2.1 Shannon and Weaver Model
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Figure 1: The Shannon-Weaver communication model (1949)

The purpose of this paragraph is to discuss the Shannon and Weaver model from1949 and how it operates. The sender is responsible for creating the message, selecting the communication channel, and sending the message. Also, the writer said: “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). The encoder converts messages into signals or binary data by using a machine. Information is sent through a channel, which how communication occurs. The decoder has the responsibility of converting signals or binary data into messages. Receivers are those who receive the message or those to whom it must be delivered. In response to the message, the receiver provides feedback. Additionally, in communication, the term "noise" refers to a physical disturbance such as the environment, people, etc., which prevents a message from reaching its intended recipient.

Case study with ‘Maria and Pedro’
An example of Shannon and Weaver's model of communication can be seen in Maria and Pedro's case study. The scenario starts when Maria called Pedro to tell him to bring a chicken. He agrees to Maria’s words. Maria was the sender in the case study, and Pedro was the receiver. As a result, the mobile device can be viewed as the link between Maria and Pedro, or as a means of receiving messages between them. 
However, there are some criticisms addressed to the Shannon - Weaver model of communication. In contrast to group and mass communication, this type of model is more suitable for interpersonal communication. Receivers play a key role, while senders play a secondary role in sending information. Also, some critics claim that the model misrepresents the nature of human communication since it does not follow mathematical principles.
2.2 Schramm’s Model[image: Diagram
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Figure 2: Schramm communication model (1954)
Around 1954, Wilber Schramm suggested another model of communication. For communication to be successful, Schramm believed that coding and decoding must take place. In the first step of the process, information is encoded by converting it into content. The primary responsibility of the recipient is to understand the meaning of the information once it reaches him. If the second party cannot understand or decode the information that the sender wishes to convey, then the message is useless. Therefore, these two processes of coding and decoding are evaluated as incredibly important for effective communication to be completed.  Moreover, feedback will be needed to confirm that the process has been carried out positively.  Furthermore, Schramm assumed that people's experience, background, and behaviour have a crucial role in the transfer of information. Also, there are several cultural and religious factors that influence individuals to interpret a message in a variety of ways.

Case study with ‘Maria and Pedro’
To illustrate the Schramm model of communication, a similar case study entitled "Maria and Pedro" will be used. Later, when Pedro came at home, Maria asks him where the chicken is. Obviously, he could not respond because he understood that he needs to come in the kitchen. Due to noise in the network, they could not communicate successfully. The concept of noise is present in this scenario to show how it may affect the communication and the information to reach the recipient.

2.3 Berlo’s Model of communication
This model of communication was imposed by David Berlo in 1960, and it is often referred to as the SMCR model. 
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Figure 3: Berlo communication model (1960)
A message's sender is the person who originated the message for the receiver. Listed below are the elements linked to the sender and apply to the receiver (Businesstopia,2018). Human communication skills influence communication processes. Both sender and receiver need communication skills to communicate effectively. These skills include the ability to speak, read, write, and listen. It is the person's attitude that lends meaning and force to the message. The intelligence of the human being makes communication an effective method of sending messages. There are many social factors that affect the generation of information, such as values, laws, religion, and other factors. By doing so, it creates a difference in the way the message is generated. It is difficult to understand messages due to cultural differences. In another culture, something that is considered offensive by a person from one culture might be widely accepted.
There are a number of ways in which a message can be sent, including voice, audio, text, video, etc. However, there are some factors that affect it:
The content of a message includes everything it says from beginning to end. Also, the concept of non-verbal refers to the use of signs, gestures, and body language as part of communication. In simple terms, treatment refers to how the message is conveyed to the recipient by altering the feedback. The structure and arrangement of a message affect its effectiveness. Coded messages can be sent in various forms, including text, video, and language. 
The channel is the method through which the message is send to the receiver. Technical machines, such as telephones, the internet, and other forms of communication, might be used as channels in mass communication. In communication, a human's five senses serve as the channels, and they are responsible for the effectiveness of it: hearing, seeing, touching, smelling and tasting. 
The receiver is the person who receives the message. When the receiver and sender are not alike educated, the message may not have the same effect. It is also especially important that the receiver has excellent listening skills. As with the sender, there are other factors to consider: communication skills, opinions, knowledge, community structures and culture. 
Berlo’s SMCR communication model is criticised in the following ways:
· There is no feedback / no knowledge of the effect
· Communication barriers are not mentioned
· There is no place for noise
· Model that is complex
· Communication is linear
· Communication requires people to be on the same level, but this is not true in reality
Case study: THE PROFESSOR and THE VILLAGE PEOPLE
There was a professor of English at Wels University who lived near to the village, but he never visited it because the people were uneducated. One night, his house caught fire, and he had to walk into the village to seek assistance. He said to the people that the edifice is being consumed by a great conflagration. There were no responses because their level of understanding was below that which the professor used to communicate with them. The case study illustrates how Berlo's model of communication reveals the key factors that influence the understanding of a message. As a result of the incompetence of decoding a message, the messages are lost during transmission. The two people should be similar in all the factors listed above to be able to communicate successfully.

3. Communication skills 

The most important objective of communication is to ensure a message is received, understood, and accepted, as well as to motivate individuals to act accordingly. Communication skills will be discussed under this subheading, which is a set of activities that an individual engages in to give and receive information. There are two types of communication: verbal and non-verbal. 
Verbal - The ability to communicate verbally refers to the way you convey a message through words (Quintanilla, 2020, p. 21). Speaking and writing styles can be included in this category. Verbal communication is primarily concerned with conveying information in a clear and concise manner. Also, there are skills involved in:
· Clear - speak slowly and use words with meaning, as well as body language.
· Empathy - assuming another person's position by experiencing what he is feeling. Empathy is evaluated based on your facial expressions and tone of voice.
· Sincerity - having this skill will enable an individual to be natural to others and not defeat them.
· Keeping eye-contact – a person who maintains eye contact while speaking with another person is continuously looking at them. An individual who has this skill can make a significant impression on the opposite person and demonstrate that what he says is true.

Non–Verbal - Body language and the way a person dresses play an essential role in non-verbal communication. Moreover, a person's eyes, gestures, facial expressions, and body posture transmit that information. (Griffith and Ethan, 2014, p. 95) 
· Silence- silence can be interpreted as transmitting worries or other concerns.
· Body-language:
Distance- keeping distance from strangers and being near to friends and family.
Touch - feeling fine by embrace a family member but shaking hands with a stranger.
Posture - The way a person sits or stands reflects their feelings and thoughts.

4. Advantages and Disadvantages of technology in communication

4.1 Advantages
Social media has facilitated a much higher level of involvement in team communication for the younger generation. With the development of communication technology, families, friends, and colleagues can communicate more easily. Also, using communication technology, the costs of tax insertion were reduced. A single click of the mouse is all that is required to access the information. Moreover, e-commerce is becoming increasingly popular among customers. The purchase and sealing of goods can be accomplished at home. Among the many benefits that technology offers in the field of communication is entertainment.  It is possible for users to use address mapping to locate locations, routes, and navigate them if they are stacked at a specific location.
4.2 Disadvantages
In addition to the advantages of technology, it also has some disadvantages. Due to the decline in face-to-face communication, people have become hesitant to meet their friends; it is more convenient to stay at home and use gadgets instead. Furthermore, there are many fake profiles on the internet, so people are at risk of online bullying when they use technology for communication (Ahmad, 2016). A hacker or a virus can attack people's privacy rights every day, causing financial losses and loss of a person's personal life (Ahmad, 2016). Because of noise, messages conveyed over telecommunications may not be received by the recipient in full.


5 Conclusion
This report on effective team communication and teamwork concludes that progress in civilisation would not be possible without telecommunication. Similarly, the above analysis indicates that telecommunications cannot be replaced in daily life. This report discusses different communication models with the aid of case studies to identify the technology of telecommunication. Communication skills also play a crucial role in determining whether an individual is capable of effectively communicating. There was also a discussion on the advantages and disadvantages of using technology to facilitate communication.
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