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Executive Summary
This report aims to familiarise the notion of communication using various models of communication. Communication skills are classified into five broad segments such as verbal communication, non-verbal communication, written communication, visual communication, and listening ability. This report is going to shed light on various communication models which are developed by renowned communication theorists. Various advantages and disadvantages of using technology in communication are going to be discussed here. 
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[bookmark: _dshar9eao0yy][bookmark: _Toc101299132]Assignment 1: Report
[bookmark: _Toc101299133]1. Introduction 
The following discussion is going to conceptualize the human communication process through relevant models of communication. Communication is the interconnected process of transferring and receiving information. In 1948 Harold Lasswell propounded the basic concept of communication. David Berio, a celebrated American origin Communication theorist familiarises the linear transmission model of communication through the sender-message-channel receiver communication model. Communication skills are an individual’s ability to convey their internal feeling and ideas. Communication skills are an essential component to get success in academics and the workplace (Coffelt et al., 2019). Communication skills enable individuals to speak in an appropriate manner with an extensive variety of people making good eye contact. Stress management and emotional control are important parts of effective communication skills.  This report is going to examine the technological advantage and disadvantages of communication. 

[bookmark: _pgnjg327g5cw][bookmark: _Toc101299134]2. Three models of communication
Over the last few decades, there has been a growing scholarly interest shown in the study, application, practice and research in the discipline of communication. Researchers have conceptualised communication through relevant models and theories (Schneider and Arnot, 2018). Researchers also developed and advocated different perspectives from which communication can be analysed thoroughly. There are three major models of communication Linear, Interactional and Transactional models of communication. Linear is the unidimensional or one-way model of communication, interactive models imply double-way communication whereas the Transactional model of communication is referred to as a double way or more complex form of communication such as conversation. 
Aristotle’s Model:  It is a linear model of communication which is advocated by Aristotle. Aristotle’s model of communication deals with five interconnected elements speaker, speech, occasion, target audience and effect. It is an absolutely speaker-centred model where speaker and speech are minutely emphasised. The speaker’s function is to deliver a speech and the speaker along with speech are considered as primary elements (Drew, 2021). Aristotle's model of communication revolves around three main components such as ethos, pathos and logos. Ethos holds the characteristic which defines the speakers’ credibility in a communication model. According to this model, the speaker plays a significant role in verbal communication. Speakers need to be very careful in the selection of words while delivering a speech. Aristotle’s communication models give significant importance to the manner, pitch and body language while delivering a speech. Voice modulation leaves a significant impact in the communication process whereas blank expression, a monotonous manner of speech, stammering, and homogeneous pitch make the conversation monotonous and hinders getting the desired effect of verbal communication (Drew, 2021). 
Lasswell’s Model: Lasswell’s communication model is deemed as one of the most influential unidirectional communication models by experienced communication researchers and public-relation scholars. A well-recognised communication scientist Harold Lasswell structured this model in 1948 in his famous article “The Structure and Function of Communication in Society”. Lasswell’s communication model familiarises a convenient way of describing communication by asking a few similar questions by defining what was said that means content analysis, who said it, in what context it was said, audience analysis asking to whom it was said and effect analysis which is clarified through asking what effect it was said (Communication theory. 2022). According to Harold Dwight Lasswell, communication serves several functions such as surveillance of the external environment, correlation of different societal components and cultural transmission between generations (Lifintsev and Wellbrock, 2019). Lasswell's model put forward the notion that communication flow is carried forward in a multicultural society among multiple audiences through various channels. 
[image: ]
Figure 1: Lasswell’s Model of Communication
(Author: Communication theory, 2022)


Shannon-Weaver Model: American mathematician Shannon and communication theorist Weaver combinedly wrote an article namely “A Mathematical Theory of Communication” which is recognised as the “Shannon-Weaver model of communication” This communication model is developed to examine effective two-dimensional communication between the sender and receiver of the message. This communication model revolves around various interrelated concepts like information destination, information source, transmitter, noise, channel, receiver, information destination, encoder and decoder. The sender is the originator of the message whereas the encoder implies the transmitter who transforms the message into the signal. The decoder is defined as the reception place of the verbal message which converts the signals into the message. Channel is one of the important steps of the Shannon Weaver model and the channel is the communication pathway that transmits the information from the sender to the receiver and decoder. Channel is sometimes referred to as ‘medium’. The message is transmitted from the encoder to the decoder through the proper communication medium and during this process, the communication process often may get distracted by external sounds or physical noise. This Shannon-Weaver model of communication is most effective for person to person communication and this theory attracts most information theorists as being one of the simplest models of communication. 

[bookmark: _jhp7ecqbhjb][bookmark: _Toc101299135]3. Communication skills 
Developing communication skills become essential when an individual wants to build a successful career as in modern days employers focus on employees’ endeavour of developing strong communication skills as an improvement measure of their workplace performance. Defining communication skills: Communication skills are categorised as a set of activities that improves the public performance quality of individuals. Nowadays, business has become a globally expanded concept and in such a scenario of globalisation, communication has become an essential part of human life. Effective interpersonal communication among employees can resolve the issues of lack of understanding that might cause conflicts and workplace disagreement (Coffelt et al., 2019). 
Communication skills can be categorised into five broad segments.
Verbal Communication: Verbal communication takes place when people engage in a conversation with others. Verbal communication can be face to face or over the telephone via a video conferencing app. Verbal engagements can be formal or informal. Examples of verbal communication can be a scheduled meeting, class discussion, or friendly conversation. Word selection is an essential part of verbal communication.
Non-Verbal Communication: Scientific research unveils important traits of non-verbal communication since 1872 when Charles Darwin published his celebrated documentation The Expression of the Emotions in Man and Animals. Since then abundant research has been done on various expressions of unspoken communication. Non-verbal communication includes physical posture, facial expressions, hand movements and eye contact among the communicator. Attention is needed to pay to the person who is delivering a speech (Willkom, 2022). Facial expression is dominantly responsible for a significant proportion of nonverbal communication. The feelings and mood of the speaker can be conveyed through his frowning, smile, gestures and other paralinguistic expressions. 
Written Communication: Written communication is a significant method of formal communication and it is the least flexible among all communication methods. Writing an email, message, letter or notice, manuals, circulars social media content are included in the forms of written communication. Written communication also has a similar objective as oral communication which is disseminating information. Poorly constructed sentences and grammatical errors may diminish the effectiveness of written communication. Written communication is an advantageous method for long-distance communication and it contains permanent evidence in a documented format. Written communication gives the sender and receiver a sufficient amount of time for thinking and react (Coffelt et al., 2019). 
Active Listening skill: Active listening is an essential way to yield a better outcome of communication as if people cannot listen to the person who is delivering a message they cannot effectively engage in the communication. The listener can use active listening technique for paying close attention to the person who is delivering a valuable speech and active listening skill helps in better understanding of the information. Without listening it seems to be impossible to find an agreeable conclusion to any conflict. People need to deploy intentional effort in comprehending the speech of the communicator and giving feedback. 
Visual Communication: Visual communication involves visual elements to exchange information and ideas and it includes electronic media and social networking sites which provide visual content to the users (Natale and Lubniewski, 2018). Types of visual communication are Graphics Interchange Format, screenshots, social media content such as video, pictures and many more. In the academic and professional field, PowerPoint Presentation is widely used as a visual communication tool.  Visual communication tools help to convey messages and information in a more clear and concise way which is difficult to express with words alone. Visual communication tools for instance graphic representation, pie charts, and maps are helpful for visual learners. 

[bookmark: _vbai55gjjcs7][bookmark: _Toc101299136]4. Advantages and disadvantages of technology in communication 

	Advantages 
	Disadvantages 

	Quicker opportunity: The immense changes in technology reduce the time of communication. Hence, technology helps the organisations that do their business with other companies who are in far-away locations. The exchange of files and documents is a matter of seconds in the present time (Kaur, 2019). 

	Non-verbal communication: According to Kaur (2019), This type of communication is unable to communicate face to face or physically hence body language, facial expressions, and tone of voice are missing in non-verbal communication. Advanced technology creates an adverse environment by detaching people from real life. People are highly attached to electronic gadgets. Hence people neglect their relationships and responsibilities with family and friends. 

	Economic opportunities: The official meeting and personal meetings are held via video conferencing applications that save the expense of excessive time and travel. 
	Harder to use for older people: Many Older people struggle with handling new technology such as touch screen devices and many more.  


	Instant connections: Various communications platforms such as messaging, emails, and social media allow the development of communications (Shatri, 2020). Instant connections help people to gain feedback, provide information, and ask questions to others, saving a lot of time, money, and workforce of the people. 
	Cyber-bullying: Harassment of others by misusing technology is a new trend worldwide. Many people use technology to harass, threaten, and insult other people (Unicef, 2022). According to a study, 44% of the internet users in the US have experienced digital harassment in January 2020. 


	Making easy for long distance communications: Whatsapp, Facebook, FaceTime, and various other means of communication help long-distance communication by making it quicker, easier and efficient. People from anywhere in the world can see each other through video calling. They can talk with each other for as much time as they want. People are also able to send pictures to others and create video-chat whenever they like.  
	Non-reliable: the internet as well technology is not safe or reliable every time. Unreliable websites and many other bad sources can affect communication. 

	Reliability: Technology can help to transmit the messages in more reliable ways rather than messages by using physical letters (Team, Security, 2020). Various chattings are available right now hence that can eliminate the possibilities of issues happening in the transmission (Kaur, 2019).
	Impersonal: Advance Technology reduces the personality of the messages as it inhibits personal communication (Team, Security, 2020). Technology also distorts the clarity of messages that are being conveyed since it is instant and fast. Sometimes technology has failed to offer more privacy than previous means of communication such as telephone calls (Shatri, 2020). Although, communication through advanced technology is not safe for people as when they share their recipients through email or instant messages. 

	Marketing: Different mediums of communications have also impacted the business sectors (Padmanabhan, 2020). Organisations can communicate with a wide audience sector by using these different mediums. Hence technology improves the communications process that enables a business to reach a large audience that cannot be possible through traditional marketing.  


	Different mediums of communications have also impacted the business sectors. Organisations are able to communicate with a wide audience sector by using these different mediums (Team, Security, 2020). Hence technology improves the communications process that enables a business to reach a large audience that cannot be possible by traditional marketing.  
Potential for misunderstanding: Communication through using modern technology can create misunderstandings between people. When people are communicating by using cell phones, computers or by other gadgets, they are unable to provide messages by body language and voice tone hence there is a chance that their words of communication may be misconstrued by the other (Padmanabhan, 2020). 




[bookmark: _bckoi37jgp9j][bookmark: _Toc101299137]5. Conclusion
The above discussion conceptualises communication skills along with relevant models such as the Aristotle model of communication, the Shannon-Weaver model of communication and Lasswell’s communication model. This report presents several effective ways for improving communication skills. Communication skills can be improved through constructive criticism in peer to peer interaction. Positive body language, eye contact, and giving and receiving feedback are essential ways of improving communication habits. Understanding co-workers’ feelings, making clear and concise verbal communication, striving to be calm and consistent in the workplace environment and practising empathy are effective ways to develop communication among employees. The excellence of someone’s written communication skills reflects in their resume and written content. This discussion defines various relevant issues regarding the advantages and disadvantages of technology in communication. 
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Every employee thinks that teamwork is a required skill for some professions, especially in a company that offers consultation services.
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According to Bui et al.(2019), When an individual works on a specific organisation's problem, that individual only has his/her personal experiences but using teamwork, he/she collects ideas from each person of the team member to generate unique and developing ideas for dealing with the problem. As teamwork increases the conversations between team members regarding the tasks hence it is an essential part of an organisation. 
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Team members bring various skills and experiences to any group ‌(RingCentral, 2020). The importance of teamwork is broad. The practice of these skills helps to build an effective team for an organisation.    
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Building a team doesn't happen overnight and it takes a lot of time and effort. An effective team is unstoppable in overcoming obstacles and producing excellent work. Developing an effective team helps organisations to reach their business goals faster.  
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Introduction

•

Team Working is the process of working collaboratively 

and together in a group to achieve common objectives 

and goals.

•

Good teamwork occurs when two or more people work 

together to create or produce something.

•

The members of a group are happy to share their ideas 

and brainstorm.

•

There are various types of teams such as functional 

teams, cross-functional teams, self-managed teams, and 

project teams that are effective for any organisation.
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Team Working is the process of working collaboratively and together in a group to achieve common objectives and goals. 

Good teamwork occurs when two or more people work together to create or produce something. 

The members of a group are happy to share their ideas and brainstorm.

There are various types of teams such as functional teams, cross-functional teams, self-managed teams, and project teams that are effective for any organisation.  







Every employee thinks that teamwork is a required skill for some professions, especially in a company that offers consultation services.
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Importance of team working

•

Creating a diverse team is an essential part of an organisation 

as it promotes problem-solving synergy (Apoorva, 2019).

•

Lack of effective communication hampers the work of an 

organisation and increases the time to complete the tasks.

•

Teamwork is an essential part of effective communication 

within an organisation.

•

Teamwork increases the speed of work-flow by developing the 

relations between team members �(RingCentral, 2020).

•

Every member of a team gets a chance to learn from one 

another when they work together as a team within an 

organisation.
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Creating a diverse team is an essential part of an organisation as it promotes problem-solving synergy (Apoorva, 2019). 
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According to Bui et al.(2019), When an individual works on a specific organisation's problem, that individual only has his/her personal experiences but using teamwork, he/she collects ideas from each person of the team member to generate unique and developing ideas for dealing with the problem. As teamwork increases the conversations between team members regarding the tasks hence it is an essential part of an organisation. 
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Practices of building 

effective teamwork

•

Communication skills are essential skills to make an 

effective team for an organisation.

•

Proper management of time is also important for 

managing time properly which increases the productivity 

rate of an organisation (Bui et al., 2019).

•

Problem-solving is another great skill of a member of a 

team which can develop the team by solving all the 

arising problems.

•

Active listening of every individual makes the team 

better.

•

Effective leaders also are a requirement to build an 

effective team within an organisation.

•

Working collaboratively can increase the collaboration 

skills of the team member �(RingCentral, 2020).

•

Critical thinking is the ability to analyse all the objectives 

and evaluation of a problem.
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Communication skills are essential skills to make an effective team for an organisation.

Proper management of time is also important for managing time properly which increases the productivity rate of an organisation (Bui et al., 2019). 

Problem-solving is another great skill of a member of a team which can develop the team by solving all the arising problems.

 Active listening of every individual makes the team better.

Effective leaders also are a requirement to build an effective team within an organisation.  

Working collaboratively can increase the collaboration skills of the team member ‌(RingCentral, 2020). 

Critical thinking is the ability to analyse all the objectives and evaluation of a problem.









Team members bring various skills and experiences to any group ‌(RingCentral, 2020). The importance of teamwork is broad. The practice of these skills helps to build an effective team for an organisation.    
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Conclusion

•

Teamwork can solve any problem effectively.

•

Teamwork also increases the potential for 

innovations.

•

More growth opportunities have arisen with the 

help of effective teamwork.

•

Teamwork is only effective for the organisation's 

development, it also enhances personal growth.

•

An effective team can also promote the flexibility of 

the team members.
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Teamwork can solve any problem effectively. 

Teamwork also increases the potential for innovations.

More growth opportunities have arisen with the help of effective teamwork.

Teamwork is only effective for the organisation's development, it also enhances personal growth.  

An effective team can also promote the flexibility of the team members.  





Building a team doesn't happen overnight and it takes a lot of time and effort. An effective team is unstoppable in overcoming obstacles and producing excellent work. Developing an effective team helps organisations to reach their business goals faster.  
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