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Communication Skill

What is Communication?

The imparting or exchanging of information by speaking, writing or using some
other medium is called communication,

The word ‘communication’ comes from the Latin word comminicare, meaning to
share’

Parts of Communication
Communication has three important parts: (TSN TN Ty

1. Transmitting—The sender transmits the message through one medium or
another.

2. Listening— The receiver listens or understands the message.

3. Feedback—The receiver conveys their understanding of the message to the
sender in the form of feedback to complete the communication cycle.

Elements of Communication
The various elements of a communication cycle are:

1. Sender: the person beginning the communication.
2. Message: the information that the sender wants to convey.

3. Channel: the means by which the information is sent.

4. Receiver: the person to whom the message is sent.

5. Feedback: the receivers acknowledgement and response to the message.

Giving Information.

Message
(Encoding) channel

Reply to Sender
(Encoding)

Elements of Communication

1.What is
communication?
2. Explain the
various methods
of
communication?
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Methods of Communication

Method Description

There is nothing better than face-to-face communication.

Face-to-f
Gk It helps the message to be understood clearly and quickly.

This method can be used to communicate quickly with one
E-mail or many individuals
in various locations

Itis effective when the same message has to go out toa
Notices/Posters | large group of
people

Communication during business meetings at an

Business et el
, organisation are generally
Meetings
9 addressed to a group of people.
There can be various other methods like social networks,
Other Methods | message, phone

call for communication, newsletter, blog, etc

Types of Verbal Communication

Type of Verbal

Communication Description

Interpersonal
Communication

This form of communication takes place between
two individuals

“This form of communication involves writing words.
It can be

letters, circulars, reports, manuals, SMS, social
media chats, etc

Written Communication

This type of communication takes place when there
are more than two.

people involved. Examples

1. Press conferences

2. Board meetings

Small Group
Communication

This type of communication takes place when one
individual addresses

alarge gathering. Example

1. Election campaigns

2. Public speeches by dignitaries

Public Communication

Advantages of Verbal Communication

1.Itis an easy mode of communication.
2. It also enables you to keep changing your interaction as per the other
person's response.

1.List the
different types of
verbal
communication
include
examples for
each verbal
communication
type.

2. Why do we
use e-mails?
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What is non-Verbal Communication?

Non-verbal he expression or exchange of
Mmessages without using any
spoken or written word.

In our day-to-day communication

1,55% communication is done using body movements, face, arms, etc.
2.38% communication is done using voice, tone, pauses, etc.
3,0nly 7% communication is done using words.

1.What are
various elements
of a
communication
cycle

Non-Verbal Communication | Example
. 1. Rasing a hand o reet or say goodbye What does an
outares 2. Pointing your finger at someone up”ght body
1. Smiling when you are happy
Exprasslos 2. Making a sad face when you are sad pOSture Convey
Body Language [ postres by which attitudes and feelings or ShOW?
are communicated.
: H H Visual fcation proves o be efective since it nvolves i R
4, 05/04/2 | Communication Skill e e 1.Mention the
orpitures
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Examples of Visual Communication

No parking zone Noentry

Radiation/biohazard

No mobile phone

Danger warning

Under CCTV surveillance
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three important
parts of
communication?

2.Write all the
elements of a
communication
cycl
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Types of Feedback
Typeof
Exampl
Feedback -
Positive 1. Inoticed you finished the work perfectly. Great job!
2.1 really appreciate you taking that call. Can you please also
Feedback .
share the details?
1. » to smile a the hotel g y
Negative talkto them.
Feedback 2. You take really long to reply to e-mails! Are you always so
busy?
NoFeedback !l is also a feedback in itself which indicates disagreement of
ideas.
Importance of Feedback

1. It validates effective listening
2 It motivates.

3.Itboosts leamning

4 Itimproves performance

Explain the term
- Formal &
Informal
- Descriptiv
e & Non
Descriptiv

e







