Communication

o Communication is the process of sharing information, ideas, *hougﬁnts, or {ee/ings

between fwo or more Ineolu/e fhrough spea/eing, thting, 9es7tures, or other
methods.

e Communication means exchanging information to understand each other

Medium




Tylne of Communication

| Verbal Communication

Communication using words ( spo/een or written)

fxamp/ef Ta//eing to a friend thting a leter giving a speech
7. Non-Verbal Communication

Communication without words (1900/9 /anguage, gesfures, facial exlnressions)

fxamla/e-' Smi/ing, hand signa/s, eye contact



Tylne of Communication

3. Written Communication

Communication ﬂ:rough written words

_’_xample-' Emails, messages, refyomts,

L Visual Communication

Communication quough images, symloo/s, charts

_rxamla/ef [raffic signs, 9m/ahs, a/iagmms



Tylne of Communication

5. Formal Communication

Official communication in organizaﬁons

fxamp/e-’ Office emails, mee*ings, repomls
6. Informal Communication

Casual communication between Peola/e

_rxamla/e-' ChaHing with friends, Wha*s/\/ap messages



1 C's of Communication (Effective Communication Princip/es)

[ Clear (FTE)
/\/Iessage SL)OM/J be QOIS-(j 'ILO MV)dQFS'ILOIV)d

fxamp/e-’ Give simp/e and direct instructions

7. Concise (HTE‘TE[)
Message should be short and fo the Ipoimt

fxamp/e-’ Avoid unnecessary words




1 C's of Communication (Effective Communication Princip/es)

3. Complete (qUT)

Message should include all hecessary information

fxamp/e-’ Give full details of #ime, p/ace, etc

L. Correct (TB)

/V)'IL-OFVYIOI%I.OH ShOMId be 0ICCMI"0I7L€ OIV)d error—free

fxamla/e-' (/fse correcnt facfs arm/ gmmmar



1 C's of Communication (Effective Communication Princip/es)

5. Concrete (&)
Message should be slnecific and definite

_xamF/e-' Use exact data instead of vague words

6. Coherent (W)
Message should be /ogica/ and We//-organizea/

_rxamla/e-' ldeas should be connected Iurolner/y

1 Courteous (fa=19)
/\/lessage should be Po/hte and resluecffu/

fxamp/ef Use Po/hte words like Please, "Thank you"



Communication Barriers

[ Plﬂysica/ Barriers ( HII%EE)

Fnvironmental Frob/ems

_xamF/e-' /\/oise, a/is*ance, poor internet connection

/. Psycho/ogica/ Barriers (HﬁﬁEITﬁEF)

Mental or emotional issues

fxamp/e-’ Stress, anger, lack of inferest



Communication Barriers

3. Lamguage Barriers (FTHT)
Different /omguages or difficult words

_XOIWIFI MSIV)g COVV)ID ex ﬂg ISh WIH‘) begmners

Lt Cultural Barriers (WPCEF)

leferences N CM/?LMFQ be /efs va ues

_xamla/e-' leferemt customs or 7Lma//7tlons



Communication Barriers

5 Organizafiona/ Barriers (@W)

Problems in structure or rules of organizafion

_xamF/e-' Long hiemrchy, ale/a.y .in message flow
6. Semantic Barriers (3] Qf Weﬁ)

Misuna/ersfana/ing of words or meanings

fxamp/e-’ Same word having different meanings
i Techno/ogica/ Barriers (FIT:h_—ﬂT:ﬁ)
Issues with fechno/ogy

_'_xamplef Network failure, device Pro[o/ems



Communication mode describe how data flows between sender and receiver

[ Simp/ex Communication
Communication in one direction on/y
Key Points:

. On/y sender = receiver

o No feedback or reln/y possib/e

fxamp/es-’
o [elevision Medium
o Radio

Simp/ex = 0ne—way communication




Communication mode describe how data flows between sender and receiver

/. Duplex Communication

Communication in both directions

(a) Half Duplex

o Both sides can send and receive, but not at the same fime
_rxamla/e-'

Sena Reciv
o Walkie-1alkie Medium

Half Duln/ex = One at a time




Communication mode describe how data flows between sender and receiver

(b) Full Duplex

o Both sides can send and receive at the same fime

fxamla/ef
o Mobile phone call

—ull Dup/ex = Simultaneous communication

Medium

———
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