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[bookmark: _gjdgxs]Introduction 
Effective teamwork means the ability to reach a common goal and share the responsibilities among the members of a team and effective communication means the ability to reach the intended message (Cain & Jolliff, 2016). These are two important skills one has to possess to move forward in life. These are also important employability skills. They help a person succeed in life in any part of life. This assignment is about these two skills. This assignment will comprise answers to three questions. The first one is three models of communication, the second one is the communication skills discussed, and the third one is the advantages and disadvantages of communication technology. 


[bookmark: _30j0zll]Three models of communication
There are various models of communication, knowledge of which makes the communication process better. The models taught in the class were very effective in instilling the knowledge of communication. These models include transmission, interactive, and transaction models. Here is a detailed discussion of them.
Transmission or linear model: According to this communication model, conveying information from one person to another is a direct, unidirectional process in which one person sends a message to another person. This theory places emphasis on the sender and the message exchanged during a conversation and not the receiver. The role of the receiver is accounted for in the model, although it is seen more as an objective or conclusion than as an integral element of the process (Narula, 2016). One can only assume that the message was received and understood, or that it was not. The lesser emphasis on the receiver makes the model a linear or one-way process of communication. This model was built on the linear model developed by Aristotle many years ago.
Interactive: Through taking turns as sender and receiver, participants in this model create meaning through the exchange of messages and the incorporation of others' responses within specific social, cultural, and environmental settings, unlike the transmission model. The interactive model adds feedback, presenting communication as a more dynamic process, unlike the linear model (Narula, 2016). In it, messages submitted in response to others are considered feedback. In this approach, there are two senders and two receivers who communicate back and forth with one another. Each participant takes turns acting as the transmitter and the receiver here. This may appear to be an intentional and observable activity, but in reality, the sender and receiver switch back and forth between sending and receiving to add more meaning to the whole communication process. This model is more effective than the linear model because the sender and receiver interact with each other.
Transaction model: Transactional model is significantly different from the previous two models. In this model, the focus is more on the generation of social realities. This model assumes that communication is not about sending a message or just interacting with each other (McQuail & Windahl, 2016). The social realities include social and intercultural relationships.   According to the transaction model, a person plays the role of both sender and recipient. This is a crucial extension of the concept because it clarifies how people might modify a message in mid-transmission, such as a verbal message, in response to information that is being received from the other party. A deeper comprehension of context is also incorporated into the transaction model (McQuail & Windahl, 2016). Given this model considers communication to be a driving force in shaping the reality before and after particular contacts, the model must take into consideration contextual implications beyond those of a single interaction. The transactional model accomplishes this by taking into account how different factors shape and frame interactions with one another through the medium of communication.
[bookmark: _1fob9te]The communication skills discussed 
[bookmark: _3znysh7]Verbal skills
Verbal communication is the process of communicating using words either through the mouth or through writing. It is the most powerful and effective tool of communication (Hargie, 2019). A person with good verbal communication skills can do a lot better than a person with none of these skills. Here are some of the important verbal communication skills that one needs to possess to be successful in academic life and career.
Ability to compel people into listening: This is one of the most important verbal communication skills (Worth, 2017). A speaker has to engage with his audience. If a speaker can compel his audience into listening by engaging with them, he is supposed to have good verbal communication skills.
Providing clarification: Another important verbal communication skill is that the speaker has to provide clarification. Communication cannot be vague. A message, if remains vague, can distort the whole communication process and make it less effective. Hence, the message has to be clear and the communicator has to be skilled enough to pass that message with clarification (Worth, 2017). One of the examples of poor communication of mine is when I got to work with a team, I was supposed to send a message to my team manager with a detailed plan of a project. But due to my poor communication skills, I just sent him the highlighted points which he found difficult to understand. 
Asking questions: A quality of a good communicator is that he/she asks questions based on his/her queries. Asking questions solve a lot of problems. To get things cleared, it is important to ask questions. This is also a good verbal communication skill.  
Speaking concisely: A good communicator is a precise speaker. He/she does not beat around the bush and the message is sent clearly. As a result, he can get hold of the audience. 
[bookmark: _2et92p0]Non-verbal communication skills 
Non-verbal communication does not add the word. It is a way of communication where only gestures, eye contact, facial expressions, etc., come into play. These ways of communication also require some skills to effectively conduct them. Here are they
Ability to communicate through facial expressions: Facial expression is probably the most important non-verbal communication skill. It requires a person to understand the cues of facial expressions to pass a message without using any words (Hargie, 2019). With facial expressions, a skilled communicator can pass a message. Nowadays, autistic people are the most skilled non-verbal communicators due to their lack of ability to express themselves in words.
Eye contact: This is another component of non-verbal communication and its presence is considered a good non-verbal communication skill. A person who can communicate through eye contact can use it in any place unlike words (Hargie, 2019). A poor example of eye contact communication by one of my friends is that he once used it as a sign of completion of his work but his boss understood something else which he later had to clear in verbal communication. Mastering the art of non-verbal communication is much more complicated and time-consuming than the art of verbal communication. 
[bookmark: _tyjcwt]Listening skills 
It is the ability to listen to what someone is saying and interpret the message clearly without distorting the essence of the message.  There are also different listening skills such as
· Paying attention
· Providing feedback 
· Deferring judgement and listening without any preconceived notion 
· Responding precisely 
There are also other listening skills too that determine if a person has good listening skills or not. These skills are the perfect set of listening skills (ABALI & YAZICI, 2020). A person has to pay attention to be a good listener. He also has to provide feedback and defer judgement. Deferring judgement is an important quality of a good listener. In addition, he has to respond to the questions and statements precisely to let the speaker know.


[bookmark: _3dy6vkm]Advantages and disadvantages of communication technology 
Technology has brought about a big revolution in people’s communication in daily life. It has made life easier. Some of the advanced communication technologies are the mobile phone, the internet, computer, etc (Waring, 2017). These have added new dimensions to the lives of people. As a result, the communication process has got shorter and more efficient. But with the advantage comes the disadvantage too. Here are some advantages and disadvantages of communication technology. 
Advantages
Communication has become faster: With the appearance of communication technology like the phone and the internet, communication has become faster. People can easily transfer data and call each other within a few seconds with their help of them (Waring, 2017). The fast nature of these technologies also increased the efficiency of people’s work. They can easily work from distant places and can effectively communicate with other people. As a result, people’s lives have become easier, and work-life has also got lighter. 
Message can be sent the way it is: In earlier times when there were no mobile phones, computers, or the internet, people used to write letters to communicate. In that process, sometimes the letters got lost or the message was not sent clearly due to the handwriting it required (Rogers, 2017). But with mobile phones and computers, people can now easily send the message without the fear of the message being distorted or lost in the process. As a result, efficiency and speed both increased and people can rely on these technologies to supply information.  
Cost is very low: The cost of using communication technology is very low and that cost is getting cheaper and cheaper due to high competition in the industry. As a result, the use of them has become more advantageous for people as they can easily avail themselves of these tools and make their communication easier.
Disadvantages
Lack of Privacy: With the prevalence of the internet and easy access to it, the issue of privacy has become a concern. People are more prone to getting hacked on the internet and their data is more likely to get disclosed on public platforms (Gamble, 2015). As a result, it stands as a big threat and disadvantage for the users of communication technology. It sometimes can cause big losses for companies and individuals.
Information overload: A certain issue with the advanced form of communication such as the internet and mobile phone is information overload. People get a lot of information, much of that is false and they get influenced by this information. The overload of information also hampers the decision-making of people. It also influences the daily life of people as many bases their decisions on available information. So, the availability of these communication technologies can provide unnecessary information and hamper people’s lives. 
Misunderstandings may arise: Body language and vocal inflexion are not used in electronic communications. Hence, one's statements may be misunderstood even if light-hearted communication ends with writing in all capital letters to emphasise their seriousness (Gamble, 2015). Furthermore, the immediate explanation afforded by a face-to-face chat is invaluable. Someone may become offended while waiting for the response to an email and it can also happen in other online communicative apps.
[bookmark: _1t3h5sf]

Conclusion 
To conclude this assignment has extensively answered three questions given in the module. The outcome of the discussion shows the effectiveness of three models of communication taught in the class. It has also added the needed verbal and non-verbal communication skills along with the advantages and disadvantages of communication technology such as mobile phones, computers, internet, etc., and their impacts on the learning of students. 
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