
Unit 1 – Definition and Process of Communication 

1. Definition and Process of Communication 

Definition of Communication 

Communication is the process of exchanging information, ideas, thoughts, feelings, or 
messages between two or more people. It helps individuals understand each other and share 
meaning. Communication can be verbal or non-verbal and is essential in personal, academic, 
and professional life. 

Process of Communication 

The communication process involves several steps through which a message is sent and 
received. These steps are: 

1.​ Sender – The person who initiates the communication. 
2.​ Message – The information, idea, or thought that the sender wants to convey. 
3.​ Encoding – The process of converting ideas into words, symbols, or gestures. 
4.​ Channel – The medium through which the message is sent, such as speech, writing, 

email, or gestures. 
5.​ Receiver – The person who receives the message. 
6.​ Decoding – The process by which the receiver interprets the message. 
7.​ Feedback – The response given by the receiver to the sender. 
8.​ Noise – Any disturbance that interferes with the communication process. Noise may 

be physical, psychological, or semantic. 

Effective communication occurs when the receiver understands the message as intended by 
the sender. 

2. Kinesics 

Meaning of Kinesics 

Kinesics is the study of body language and physical movements in communication. It refers 
to how people use their body, facial expressions, and gestures to convey meaning without 
using words. 

Components of Kinesics 

1.​ Facial Expressions – Expressions such as smiling, frowning, or raising eyebrows 
convey emotions and attitudes. 

2.​ Eye Contact – Proper eye contact shows confidence, interest, and attentiveness. 
3.​ Gestures – Movements of hands and arms used to emphasize or support spoken 

words. 
4.​ Posture – The way a person stands or sits reflects confidence, openness, or 

nervousness. 
5.​ Body Movements – Movements like nodding or shaking the head communicate 

agreement or disagreement. 



Kinesics plays an important role in supporting verbal communication and improving 
understanding. 

3. Paralinguistics 

Meaning of Paralinguistics 

Paralinguistics refers to the vocal elements of communication that accompany spoken words. 
It focuses on how something is said rather than what is said. 

Features of Paralinguistics 

1. Tone of Voice 

Tone of voice refers to the emotional quality or attitude expressed while speaking. It shows 
the speaker’s feelings and intentions beyond the actual words used. For example, a calm and 
polite tone creates a positive impression, while an angry or harsh tone may create 
misunderstanding or conflict. Tone of voice can express emotions such as happiness, anger, 
politeness, confidence, or sarcasm. In professional and academic communication, 
maintaining a respectful and pleasant tone is very important, as it helps build trust and 
ensures that the message is received positively. 

2. Pitch 

Pitch refers to the highness or lowness of a person’s voice. A high pitch may indicate 
excitement, enthusiasm, fear, or nervousness, while a low pitch often suggests seriousness, 
confidence, or authority. Variation in pitch makes speech more interesting and engaging. 
Speaking in a constant pitch can sound monotonous and may reduce audience attention. 
Effective speakers adjust their pitch according to the content and situation to convey meaning 
clearly and maintain listener interest. 

3. Volume 

Volume refers to the loudness or softness of speech. Proper volume ensures that the message 
is heard clearly by the audience. Speaking too softly may make the speaker difficult to 
understand, while speaking too loudly may appear aggressive or rude. Volume should be 
adjusted based on the size of the audience, the place of communication, and the use of 
microphones. Controlled volume adds emphasis to important points and improves the overall 
impact of communication. 

4. Rate of Speech 

Rate of speech refers to the speed at which a person speaks. Speaking too fast may confuse 
listeners and reduce understanding, while speaking too slowly may bore the audience. An 
appropriate speaking rate allows listeners to follow the message easily. Good speakers vary 
their rate of speech by slowing down to emphasize important points and speeding up during 
less important information. A balanced rate of speech improves clarity and effectiveness in 
communication. 

5. Pauses and Silence 



Pauses and silence play an important role in effective communication. Pauses allow the 
speaker to emphasize key ideas and give the audience time to think and understand the 
message. Silence can also be used to create impact, show seriousness, or manage emotional 
responses. Proper use of pauses improves clarity and prevents speech from sounding rushed. 
In public speaking and professional communication, well-placed pauses make the 
presentation more effective and engaging. 

Paralinguistic features help express emotions, attitudes, and intentions clearly. 

4. Proxemics 

Meaning of Proxemics 

Proxemics is the study of the use of physical space and distance in communication. It 
explains how people maintain distance while interacting with others. 

Types of Distance (Edward T. Hall) 

1.​ Intimate Distance – Used for close relationships like family and close friends. 
2.​ Personal Distance – Used in conversations with friends and colleagues. 
3.​ Social Distance – Used in formal or professional interactions. 
4.​ Public Distance – Used in public speaking and large gatherings. 

Proper use of space helps create comfort and avoids misunderstanding in communication. 

5. Chronemics 

Meaning of Chronemics 

Chronemics is the study of time and its role in communication. It focuses on how time is 
used, valued, and perceived in different cultures and situations. 

Importance of Chronemics 

1.​ Punctuality – Being on time shows discipline and respect. 
2.​ Time Management – Proper use of time improves efficiency and productivity. 
3.​ Response Time – Quick or delayed responses convey interest or disinterest. 
4.​ Cultural Differences – Different cultures view time differently, affecting 

communication. 

Chronemics plays a significant role in professional and organizational communication. 

 

Unit 2 – Presentation Strategies 

Presentation Strategies 



Presentation strategies refer to the methods and techniques used to plan, prepare, and deliver 
a presentation effectively. A good presentation strategy helps the speaker communicate ideas 
clearly, keep the audience engaged, and achieve the purpose of the presentation. 

1. Defining the Purpose of the Presentation 

Meaning 

Defining the purpose of a presentation means clearly identifying the reason for delivering the 
presentation. The purpose guides the speaker in selecting content, tone, and method of 
delivery. 

Types of Presentation Purpose 

1.​ Informative – To provide information or explain a concept. 
2.​ Persuasive – To influence opinions or decisions. 
3.​ Motivational – To encourage or inspire action. 
4.​ Educational – To teach or train the audience. 

Importance of Defining Purpose 

●​ It helps maintain focus throughout the presentation. 
●​ It prevents unnecessary information from being included. 
●​ It ensures that the message is clear and relevant. 
●​ It helps the speaker measure the success of the presentation. 

A clearly defined purpose is the foundation of an effective presentation. 

2. How to Make an Effective Presentation 

An effective presentation communicates ideas clearly and leaves a positive impact on the 
audience. Several factors contribute to presentation effectiveness. 

Key Features of an Effective Presentation 

●​ Clear and simple language 
●​ Logical flow of ideas 
●​ Appropriate use of visual aids 
●​ Confident delivery and body language 
●​ Proper voice modulation and eye contact 

An effective presentation combines good content with effective delivery skills. 

3. Analysing Audience and Locale 

Audience Analysis 

Audience analysis involves studying the characteristics of the listeners before preparing the 
presentation. 



Factors to Consider 

●​ Age group and educational background 
●​ Professional experience and interests 
●​ Expectations and level of knowledge 
●​ Cultural and social background 

Understanding the audience helps the speaker choose the right language, examples, and level 
of detail. 

Locale Analysis 

Locale refers to the place or environment where the presentation is delivered. 

Factors to Consider 

●​ Size and layout of the room 
●​ Seating arrangement 
●​ Availability of audio-visual equipment 
●​ Lighting and acoustics 

Proper analysis of audience and locale helps the speaker adapt the presentation for better 
impact. 

 

4. Organizing Content and Preparing an Outline 

Organizing Content 

Organizing content means arranging information in a clear and logical manner. 
Well-organized content improves understanding and retention. 

Steps in Organizing Content 

●​ Select relevant and accurate information 
●​ Arrange ideas in a logical sequence 
●​ Highlight key points 
●​ Use examples and illustrations where required 

Preparing an Outline 

An outline is a structured plan of the presentation. 

Parts of a Presentation Outline 

1.​ Introduction – Introduces the topic and purpose 
2.​ Body – Presents main ideas and supporting details 
3.​ Conclusion – Summarizes key points and gives closure 



A clear outline helps the speaker stay confident and organized during the presentation. 

Conclusion 

Presentation strategies play a crucial role in effective communication. Defining the purpose, 
analysing the audience and locale, and organizing content properly help in delivering a 
successful presentation. Careful planning and preparation lead to clarity, confidence, and 
audience engagement. 


