










EFFECTIVE TEAM-WORK AND COMMUNICATION

EXECUTIVE SUMMARY
The report has shed light on the importance of communication and collaboration that can help in the better yield and productivity of the organisation. The report also focuses on the models of communication and the development of communication models. The advantages and disadvantages of technology in communication have made the report more critical as both the pros and cons have been showcased in the report. A case study has also been aligned where the communication gap has been acknowledged. Several recommendations have also been added in order to understand the issues and provide strategies to enhance communication methods. A conclusion has also been highlighted at the end that highlights the key aspects.
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[bookmark: _Toc102227427]1. Introduction 
Communication is an important skill and medium to express oneself. An individual needs to communicate effectively in order to convey the thoughts and opinions of an individual. However, poor communication can give rise to conflicts and misunderstandings that can lead to disturbing a relationship. However, this report is focused on the models of communication, and communication skills, along with the advantages and disadvantages of technology in communication. This report has also relied upon a case study to support the essence and benefits of communication skills in the workplace. The recommendations will also help in suggesting strategies to enhance communication skills. 
[bookmark: _Toc102227428]2. Discussion 
[bookmark: _Toc102227429]2.1 Three models of communication 
The generic models of communication help in establishing a general baseline understanding of the “information environment”. This section highlights the three communication models that have been developed by great scholars. The three models of communication are as follows:
Laswell’s Model of communication
“Laswell’s model of communication” depicts the fact that “an act of communication” which defines who has said it, what has been said, and what was the medium used for saying it along with the effect it has on the receiver. According to Kuznar and Yager (2020), the history of models of communication reveals that with the invention of new models, “the concept of the information environment was dilated. 
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Figure 1: Laswell’s Model of communication
(Source: Kuznar and Yager, 2020)
This particular model was invented with the aim of conveying the information faithfully to the receiver “as a physical engineering problem”. This model acts as an influential model that highly influences the theorists who are concerned with the “interpretation of meaning (Kuznar and Yager, 2020). This model was adapted for human communication by displaying the linear transmission of messages that would operate in conversations between groups, cultures, and oneself. This model undermines the fact that audiences are not homogeneous and can be reached through different channels. 
Aristotelian Model of communication
Aristotle was the pioneer who proposed “a linear model” with three elements such as speaker, message, and listener. The emphasis is on the speaker and the message, “where the receiver is a little more than a passive target” (Kuznar and Yager, 2020). This particular model is a crucial model in shaping the communication process yet it lacks several critical evaluations and dimensions. 
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Figure 2: Aristotelian Model of communication
(Source: Kuznar and Yager, 2020)

“The Aristotelian model of communication” revolves mainly around the speaker as it is the speaker who plays the main role in the communication. It is the speaker who is liable for influencing the audience through public speaking.  
Jakobsen's Model of Communication
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Figure 3: Jakobsen's Model of Communication
(Source: Kuznar and Yager, 2020)
“Jakobsen’s model of communication” underlines the fact that it is focused on “shared context and connection between two people” who have similar concepts and understanding of the notions for effective communication (Kuznar and Yager, 2020). In this model, the sender needs to understand the impact of the context along with the “connection that is accomplished between the sender and the receiver” if the receiver wants to understand the intended meaning of the sender. 
[bookmark: _Toc102227430]2.2 Discussion on communication skills
Communication skills are the crucial skills that are required for both personal and professional development. According to Yaseen et al. (2021), Communication skills have different levels and each of the levels differs from the other “in terms of delivering and receiving the content. Communication skills are required in order to convey a message which can be easily comprehended and understood by people. Communication skills are important in conveying thoughts and opinions to others. There are different kinds of communication skills that include public speaking, persuading, advising, and conducting small group conferences. As opined by Sonnenschein and Ferguson (2020), communication is considered a “crucial skill” that is set by the employers with the aim of developing and fostering the students’ communication skills so that they can meet their requirements in the workplace or universities. Hence, it can be understood that communication skills are the fundamental skills that are required to shape the future of the students. 
It is the effective communication skills that are responsible for boosting the relationship as well as collaboration in the professional field (Krishnan et al. 2019). In organisations, communication plays “two imperative roles”. It is used by the employees in order to circulate the information that is required for creating “a sense of commitment and trust”.
[bookmark: _Toc102227431]2.3 Advantages and disadvantages of technology in communication 
Advantages 
With the rapid globalisation, the advent of technology has revolutionised the world and has made it a better and more advanced place to live. The application of technologies in communication has made communication more effective and efficient. It is quite evident that technology has transformed the means and medium of communication. According to Sevy-Biloon and Chroman (2019), video chats and conferences form one of the meanings that helps in faster and more effective communication with the people residing far away. Implementing technology in communication is also worthwhile in connecting quickly in emergencies. 
According to Shatri (2020), technology enriches educational quality as well as experiences by offering a vast range of learning options that can help in showing the students the path to success by instigating their scope of learning. Technology creates a lot of opportunities for the students so that they can learn and collaborate with each other. For example, the online learning app “Coursera”, “SoloLearn”, and others to communicate firmly and effectively with the students in the adverse times of pandemic, can help in the continuation of the learning. Technology such as AI can foster strong workplace communication that uses analytics, which indicates the rate of success and types of interaction for the target audience (Shi et al. 2020). The advantage of using technology in communication lies in the fact that it helps in the time saving and is also cost-effective as well. The internet is the most effective and flexible means of communication that helps in the fastest and easier conversation. 
Disadvantages 
While starting with the disadvantages, it can be analysed that one of the main demerits of using technology in communication is “data privacy and security”. The news of “British Airways” can be showcased here where the company has been charged “£20m” for a data breach that affected about “40,000 customers” (BBC, 2020). Hence, it can be evaluated that technology can interrupt the privacy of the customers. While technology can help in the faster conveying of the message, it can also delay the delivery of crucial information due to slow networks that can cause delays in the actions. Therefore, it can be analysed that apart from the benefits of using technology in communication, there are also a lot of disadvantages that cannot be overlooked. According to Di Minin et al. (2021), with the rise in the users of social media, people are more concerned about their private life and fear losing privacy. Hence, leakage of confidential data is a crucial factor that is regarded as a demerit of using technology in communication. 
[bookmark: _Toc102227432]2.4 Reference to case study for understanding communication gap 
The case study of the “Acme Electric Company” has been chosen to recognise the communication gap and help in understanding the communication gap. This is an electric company that offers a great range of electrical services along with water, and commercial projects (Acmeelectriccompany, 2022). The case study of the “Acme Electric Company '' can be showcased here where the company lost a project/contract only due to a massive communication gap and after getting no response from the aluminum manufacturers. It can be observed from the case study that the company has put a lot of effort into inventing the new current regulator in order to cut the electric power consumption by 35% in aluminum plants. However, the company has sent proposals to “three major aluminum manufacturers” but they did not react to the proposal. However, there was a massive communication gap due to which the contract slipped off hand. Therefore, from this, it can be analysed that making efforts in communicating with people is necessary in order to collaborate effectively. 
According to Banaeianjahromi and Smolander (2019), communication and collaboration were also damaged by obstacles such as lack of knowledge, “hesitation in training personnel”, and continuous change of management. Microsoft has found a real communication gap among UK employees. 
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Figure 4: Causes of stress among UK employees
(Source: News, 2019)
The above graph reflects that about 34% of UK employees feel stress due to poor communication with others in the workplace (News, 2019). Hence, it can be analysed that due to poor communication, most employees feel stressed and this also reduces their work performance and productivity which can also reduce their interest and motivation for work. “The Microsoft and YouGov report” have reported that there are several employees that think that their present working culture is not inclusive or supportive. Due to this, they have also failed to communicate and collaborate properly. About 20% of the employees have reported that communication is unproductive in their organisation. 
However, a friend of mine works in the Microsoft Company and he has also faced similar constraints regarding communication which has also lowered his performance level. He has observed a communication gap in the hierarchy that has impacted his work and performance to a greater extent. According to Osmanović et al. (2021), effective communication supports an organisation and has a positive influence on the outcome of the business. There was a situation in my friend’s workplace, where he was blamed for not conveying crucial information to the manager. However, he claimed to have passed the information yet it did not reach the manager due to poor communication among the hierarchies. Hence, it can be understood that communication is an essential skill that helps in the smooth conveying of messages among the hierarchy. 
There was another day when one of my friends experienced a communication gap and this happened when a particular problem regarding a project was not solved as it failed to reach the upper management. 
[bookmark: _Toc102227433]2.5 Recommendations 
Several recommendations can be outlined that can help in providing the strategies and ways to develop communication. Below listed are the recommendations. 
· Face-to-face engagement is one of the best methods for improving communication among employees. Microsoft has been able to identify that most employees think that face-to-face interaction can help in bridging the communication to a greater extent (News, 2019). 
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Figure 5: Methods of communication
(Source: News, 2019)
· “74% of the employees” have reported preferring face-to-face engagement in order to communicate rapidly and at a faster pace
· According to Cletus et al. (2018), organisations need to identify and find out the issues and address the problems in the workplace in order to mitigate the problems by communicating in face-to-face engagement.
· Continuous interaction among the employees in the organisation can also help in keeping oneself aware of the activities and actions that can help in tracking the updates in the organisation
· Implementation of internal communication tools and collaboration tools that can help in effective communication (News, 2019). It can also be analysed that the employees need to be trained in communicating with the employees in an effective manner.
· According to Payne et al. (2018), proper leadership is also a must in order to monitor the issues that are creating communication gaps among the employees. It can be analysed that the leader of an organisation needs to be strategic in nature, which can take the organisation on the path to success. 
· Offering constructive feedback is another way to communicate and reciprocate the needs and desires of the employees and help them grow a better career.
[bookmark: _Toc102227434]3. Conclusion 
From the above discussion, it can be analysed that communication plays a crucial role in connecting the employees and yielding higher productivity. The report has discussed several advantages and disadvantages of using technology in communication techniques. Three models have been explored in this report along with the case study reference which has highlighted the recommendations and strategies to improve and enhance communication in the workplace. 
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