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COMMUNICATION AND INTERPERSONAL SKILLS 

Skill Based Elective- III 

PROGRAMME: BCA | SEMESTER –V 

UNIT –I: BASIC COMMUNICATION 

 

1. 1 Meaning of Communication  

The word communication originates from the latin word “communis” which means 

“common”.  This means that we try to establish “commonness” with someone in 

communication. Communication is the process of  passing information and understanding the 

same from one person to another.  Thus, communication means to understand information, 

facts, or opinions of someone. 

Communication can be perceived as a two-way process in which there is an exchange 

and progression of thoughts, feelings or ideas towards a mutually accepted goal or direction.  

Communication is a process of transferring information from one source to another.  The 

process of communication has a systematic sequence of eight steps which includes Sender, 

Encoding, Message, Media, Decoding, Receiver, Response, and Feedback. 

Every communication has to be made with certain characteristics features in order to 

create the desired result out of the communication.  Francis J. Bergin advocates seven C’s for 

communications. They are given below: 

i) Candidness: 

 Communication must be without prejudice or bias. 

 The guiding principle must be fairness to self and other involved in the 

situation. 

ii) Clarity: 

 The principle of clarity is most important in all communications. 

 Accurate and familiar words with proper intonation, stresses and 

pauses must be used. 

 Spoken language should consist of simple words and short sentences. 

 Thoughts should be clear and well organized. 
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iii) Completeness: 

Clarity is ensured by completeness of message.  The principles of 

completeness required that 

 Oral presentations, discussions, or dialogues should be as far as 

possible, planned and structured. 

 Communicate whatever is necessary. 

 Provide answers to all questions. 

 If we have no information or answer or all unwilling to answer or 

discuss any particular question, we should frankly express our inability 

to answer. 

iv) Conciseness: 

 Should be brief and be able to use minimum words. 

 Should use fewer words without sacrificing essential meaning. 

 Avoid being repetitive. 

v) Concreteness: 

 Should avoid using vague words. 

 Choose precise words. 

 Speak in proper modulation. 

vi) Correctness: 

 The information must be correct and should not be misleading. 

 In the spoken form of communication grammatical errors must be 

avoided. 

vii) Courtesy: 

 Demand that the words that are insulting or hurtful to the listener 

should be avoided. 

 One should say things with force and assertiveness without being rude. 

 Respect the other person by listening to him/her patiently. 

 Should not interrupt while the other person speaking. 

 Wait for the change to speak and when the turn comes, speak with 

force and clarity. 

 Tone should reflect the respect for the listener and the tone should not 

be aggressive. 
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1.2 Definition of Communication 

Communication is generally defined as “an interchange of thoughts, opinions, 

information, ideas, or feeling by speech, writing or signs”. 

George R.Terry defined “Communication is an exchange of facts, ideas opinions, or 

emotions by two or more peoples”. 

D.E. McFarlad defined “Communication may be broadly defined as the process of 

meaningful interaction among human beings, more specifically, it is the process by which 

meanings are perceived and understanding is reached among human beings.” 

Robert Anderson defined “Communication is an interchange of thoughts, opinions, or 

information through speech, writing or signs.” 

1.3 Medium of Communication 

 Every process of communication has two kinds namely explicit and implicit.  Explicit 

communication means the use of language that is verbal.  Implicit communication is in the 

nature of non-verbal communication. 

1. Verbal communication: It is a means of communication with words, written or spoken. It 

consists of speaking, listening, writing, reading, and thinking. 

2. Non-verbal communication: It is a means of communication using of pictures, signs, 

gestures, and facial expressions for exchanging information between groups. It is done 

through the sign language, action language, or object language. Non-verbal communication 

flows through all acts of speaking or writing.  It is a wordless message conveyed through 

non-verbal medium. Further non-verbal communication can be identified by  personal space 

like body language, kinesics and proxemics, touch, eyes, sense of smell and time. 

3. Visual communication: It is a means of communication where the communication is 

through visual aid. Primarily associated with two dimensional images, it includes signs, 

typography, drawing, graphic design, illustration, colour and electronic resources.  It solely 

relies on vision. It is a form of communication with visual effect. It explores the idea that a 

visual message with text has a greater power to inform, educate or persuade a person.  It is a 

communication by presenting information through visual form. 
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1.4 Barriers of Communication 

There are certain factors that impede the proper flow of communication.  All those 

factors that adversely affect effectiveness of communication may be called barriers to 

communication. 

 The barriers to communication may be classified into following types 

1. External 

2. Emotional/Psychological 

3. Organizational 

4. Personal 

1. External barriers:  

 External barriers are usually in the following forms: 

i) Semantic barriers: These barriers arise at the stage of encoding or decoding in 

the process of communication.  These barriers are often due to linguistic 

capacity of the sender and the receiver. 

ii) Badly expressed message: If the message is not expressed clearly and 

precisely and when the right word is not used at the right place, it may not 

convey the proper meaning that the person has in mind. 

iii) Faulty translations: Teachers are often required to translate the messages into a 

form, suitable to their superiors or colleagues or student subordinates. Unless 

one has good linguistic capacity, he cannot do this job well. 

iv) Specialist language: Technical personnel and other experts usually falls into 

the habit of using their own technical terms, which others outside their group 

fail to understand.  This hinders the communication to a large extent. 

2. Emotional/Psychological barriers: 

 The emotional/psychological state of a person also influences the communication.  

The following are some emotional or psychological barriers. 

i) Premature evaluation: People often jump to conclusion even before the 

message is completely communicated.  This discourages the sender and may 

even give him a feeling of utility. 
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ii) Preconceived notions: People have their own concept on issues which largely 

varies from the actual. This is a factor of psychological barrier. 

iii) Lack of interest: Absence of interest on the subject matter of the message. 

iv) Distrust in communicator: If the receiver does not trust the sender for any 

reason, he does not pay the required attention to the message and he does not 

believe in the message received. 

v) Fears: Fears include 

a) Fear of misinterpretation of message by the receiver. 

b) Fear of distortion: Sometimes the message of the sender is filtered when it 

reaches the receiver.  This is also known as loss by transmission. 

c) Fear of exposing oneself to criticism. 

d) Fear of reprisal: A fear that information may be held back deliberately by 

the sender with the feeling that some action will be taken against him if he 

expresses his opinion frankly. 

e) Fear of poor retention by the receiver because of his inability. 

f) Defensive behavior: People have a tendency to become defensive when 

they feel they are being threatened.  In such circumstances, they lend to 

stop listening to the sender’s message. 

3. Organizational barriers: 

 Organizational policies, rules and regulations, status relationships also affect the 

effectiveness of communication.  For example, a frank feedback cannot be expected from the 

subordinate because of the existing superior- subordinate relation. 

4. Personal barriers: 

 Personal barriers can be classified into barriers in teachers and barriers in students. 

i) Barriers in Teacher 

a) Attitude of teachers: If the teacher has an unfavourable attitude to the 

students’ act of giving message, adequate information cannot flow from 

the student to the teacher. 

b) Lack of confidence in students: The information from the student does not 

interest the teacher when he lacks confidence in him. 
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c) Lack of awareness of importance of communication: The teacher does not 

understand the communication with the student if he does not know the 

importance of it. 

d) Insistence on proper channel:  Teachers always insist on the students 

giving the information through the proper channel and this definitely 

discourages him to furnish the factual information. 

ii) Barriers in students 

a) Unwillingness to communicate: Students are often reluctant to provide 

information for the fear that a piece of information may have adverse 

effect on the attitudes of teachers.  Even if they provide information, they 

modify it in such a manner to protect their own interest. 

b) Lack of proper incentive:  If a novel suggestion made by a student does not 

evoke any attention of the teacher, this experience will keep him away 

from conveying anything in future. 

 

 


