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Unit I 

COMMUNICATION 

                 Communication is simply the act of transferring information from one 

place, person or group to another. Every communication involves (at least) one 

sender, a message and a recipient. ... This page explains more about what we mean 

by 'communication'.. 

What is Communication? 

               Communication is simply the act of transferring information from 

one place, person or group to another. 

                 The transmission of the message from sender to recipient can be 

affected by a huge range of things. These include our emotions, the cultural 

situation, the medium used to communicate, and even our location. The complexity 

is why good communication skills are considered so desirable by employers 

around the world: accurate, effective and unambiguous communication is actually 

extremely hard. 

MEANING 

            Communication is the act of influencing and inducing others to interpret an 

idea in the manner intended by the speaker or writer. Communication is an 

exchange of facts, ideas, opinions, or emotions by two or more persons. 

DEFINITION 

            Definition of Fred G.Meyer: According to Fred G.Meyer, “Communication 

is the intercourse by words, letters or messages, intercourse of thoughts or opinions 

it is the act of making one’s ideas and opinions known to others.” 
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Categories of Communication 

     The different categories of communication include: 

          Spoken or Verbal communication, which includes face-to-face, telephone, 

radio or television and other media. 

            Non-verbal communication, covering body language, gestures, how we 

dress or act, where we stand, and even our scent. There are many subtle ways that 

we communicate (perhaps even unintentionally) with others. For example, the tone 

of voice can give clues to mood or emotional state, whilst hand signals or gestures 

can add to a spoken message. 

WRITTEN COMMUNICATION: 

             which includes letters, e-mails, social media, books, magazines, the 

Internet and other media. Until recent times, a relatively small number of writers 

and publishers were very powerful when it came to communicating the written 

word. Today, we can all write and publish our ideas online, which has led to an 

explosion of information and communication possibilities. 

MEDIUM OF COMMUNICASTION: 

              A communication medium is a means of conveying meaning to people. 

the includes any outlet that can be used to communicate knowledge, data, emotion, 

entertainment, visual symbols and any other type of information.  

CONVERSATION 

            An interactive conversation in person or using a voice tool such as a 

telephone. For example, word-of-mouth recommendations of a television short that 

cause viewership to rise. 

PUBLIC SPEAKING 

            Verbal communication that is more or less one-way such as a presentation 

at a conference. 

DOCUMENTS 

            A written artifact such as a note, research paper, report, chart, presentation 

or meeting minutes . Often a digital file. 

MESSAGES: 
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           Messages that are send to a person or group of peopled such as letter, e-mail 

or direct message. 

ART: 

                Art and performance art are forms of communication. For example, a 

painting that critiques society, culture, politics or economics. 

MUSIC 

            Music such as a song that communicates an emotion or aesthetic. 

VIDEO 

           Video such as a film, television show or a promotional music video. 

IMAGES 

            Static visual information such as photographs, symbols, graphs, or 

diagrams. 

PUBLICATION: 

            Documents that are distributed to the public such as a book, E-book, or 

newspaper. 

INTERACTIVE MEDIA: 

            Information environments that can be explored such as a website or app. 

BROADCAST MEDIA: 

             Any media that is transmitted from a single point to a large audience such 

as radio station or television show. 

SOCIAL MEDIA: 

         Tools that allow anyone to share content with a potentially large audience. 

PHYSICAL ENVIRONMENT: 

          Physical things such as a billboard, product package, in-store display or 

movie poster. 

VIRTUAL REALITY: 
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               Information conveyed in digitally environment such as a game. 

 

 

 

 

 

MIXED REALITY: 

                                                       Communication medium                                                            

TYPE MEDIA 

Definition  A means of conveying meaning to 

people. 

Related concepts Media, public speaking, art, 

communication, interactive media, 

audience. 

 

Medium of Communication:  

Verbal and Non-Verbal 

             The verbal and non-verbal mediums of communication 

Verbal Communication: 

                Verbal communication means communication through words. We use 

words to share thoughts, feelings and ideas with others. Words are meaningless 

unless the receiver understands them in the same meaning as intended by the 

sender. 

             Words can be oral or written. When messages are sent through oral words, 

it is known as oral communication and when they are sent through written words, it 

is known as written communication. 

 

Verbal communication can, thus, take two forms: 
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               1.Oral communication 

               2.Written communication 

ORAL COMMUNICATION: 

             Oral communication means transmission of messages through spoken 

words. Most of the communication takes place orally. When people meet each 

other, they interact face-to- face and share their thoughts. 

                 The way we talk reflects our personality, educational background, 

emotional state and relationship with the listener. 

 

1. By choice: 

           Managers transmit messages orally when they want speedy transmission of 

ideas. 

2. Nature of information: 

                 Highly confidential information where evidence in writing is not to be 

retained is generally transmitted orally. 

Situation: 

               When receiver of information does not want to read long notices, 

managers transmit information orally. Oral communication can be formal and 

informal. Formal oral communication takes place through formal presentations, 

group discussions, meetings, interviews etc. 

               Informal oral communication takes place through face-to-face 

conversation or telephone. Informal communication helps in maintaining healthy 

interpersonal relationships. 

  Merits of oral communication:  

  Speed: 

                It is a fast medium of communication. It takes long to write, despatch 

and receive a letter while orally, messages can be transmitted and received 

simultaneously. 

Feedback: 

                The sender can receive immediate feedback from the receiver. Doubts 

and clarifications can be sought at the point of discussion, thus, enhancing 
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efficiency of the message. Message can be reframed for better understanding and 

action. 

 

Synergy: 

                 Two brains can think faster and better than one. ‘One plus one makes 

eleven.’ When people discuss matters orally, they arrive at better proposals and 

solutions than can be thought of by one man alone. 

Economical: 

                   It is an economical means of communication. It saves time and money 

on stationery and administrative staff.  

Flexible: 

                   If the message is not clear, sender can change his voice, words or tone 

to make it clear to the audience. 

Personal touch: 

                  It adds personal touch to communication. When managers personally 

talk to subordinates, it carries more meaning than transmitting the same message in 

writing. 

 Inter-personal relations: 

                It is an effective medium of communication to develop healthy inter-

personal relations amongst superiors and subordinates. Personal meetings and 

discussions create healthy climate in business organizations. 

Merits of written communication: 

Documentary evidence: 

                  Written communication is a record on paper. It, therefore, has evidence 

for future reference. Reference to any point can be made at any point of time if 

matters are put in writing. 

2. Legal evidence: 

                  If disputes arise that require judicial interpretations, written information 

helps in maintaining legal defense. 

3. Better understanding: 
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                Messages in writing can be read as many times as the reader wants to 

understand the message. 

4. Well stated message: 

                The sender can think, analyse and take time to put the message in 

writing. The message is more balanced than oral communication. 

5. Wider access: 

                It can reach a much larger audience and geographical coverage than oral 

communication. In case of mass communication, letters and newspapers can be 

read by a large number of people. 

6. Responsibility: 

               Responsibility can be fixed in written communication as against oral 

communication. People can be held liable for mistakes, errors and omissions. 

7. Uniformity: 

                  It maintains uniformity of policies and procedures. Oral communication 

is liable to different interpretations but written facts clearly specify what is 

expected of whom. 

8. Lasting impact: 

              What one reads is more lasting than what one hears. Reading messages 

has a lasting impact on readers. 

9. Noise free: 

                   It is free from noise. One can write and read at convenience. Internal 

(fans, people talking to each other) and external (loudspeakers, telephone 

disconnection) disturbances do not affect the efficiency of written communication. 

 

10. Suitable for lengthy messages: 

                     Lengthy and complex messages can be better encoded and decoded 

when put in writing. 

BARRIERS TO COMMUNICATION 

                 Whenever two people are together, there's communication. 

Interpersonal communication includes not only verbal communication, but also 

non-verbal communication  those raised eyebrows mean? Why is she crossing her 
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arms? Oh my gosh! He's staring! The recipient of communication, whether verbal 

or non-verbal communication, interprets the potential meaning of that 

communication. 

                  Barriers to interpersonal communication occur when the sender’s 

message is received differently from how it was intended. Typically, 

communication breakdowns result from lack of understanding without 

clarification; often, there wasn't even an attempt at clarification. If barriers to 

interpersonal communication are not acknowledged and addressed, workplace 

productivity can suffer. 

Language Differences 

               Interpersonal communication can go awry when the sender and receiver 

of the message speak a different language -- literally and figuratively. Not 

everyone in the workplace will understand slang, jargon, acronyms and industry 

terminology.  

               Instead of seeking clarification, employees might guess at the meaning 

of the message and then act on mistaken assumptions. Also, misunderstandings 

may occur among workers who do not speak the same primary language. 

Cultural Differences 

                Interpersonal communication may be adversely affected by lack of 

cultural understanding, mis-perception, bias and stereotypical beliefs. Workers 

may have limited skill or experience communicating with people from a different 

background. 

Personality Differences 

                   Like any skill, some people are better at interpersonal communication 

than others. Personality traits also influence how well an individual interacts with 

subordinates, peers and supervisors. Extraversion can be an advantage when it 

comes to speaking out, sharing opinions and disseminating information. 

                However, introverts may have the edge when it comes to listening, 

reflecting and remembering. Barriers to interpersonal communication may occur 

when employees lack self-awareness, sensitivity and flexibility.  
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Generational Differences 

                Interpersonal communication can be complicated by generational 

differences in speech, dress, values, priorities and preferences. For instance, there 

may be a generational divide as to how team members prefer to communicate 

with one another. If younger workers sit in cubicles, using social networking as 

their primary channel of communication, it can alienate them from older workers 

who may prefer face-to-face communication.            

                Broad generalizations and stereotypes can also cause interpersonal rifts 

when a worker from one generation feels superior to those who are younger or 

older. Biases against workers based on age can constitute a form of 

discrimination. 
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             n. The imparting or exchanging of information by speaking, writing, or 

using some other medium. …The successful conveying or sharing of ideas and 

feelings. 

 The imparting or exchanging of information by speaking, writing, or using some 

other medium. …The successful conveying or sharing of ideas and feelings. 

 

  

                

 


