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nit-1V Communication

Communication: Meaning, types and characteristics of communication.

Effective communication: Verbal and Non-verbal, Inter-Cultural and group

communications, Classroom communication.
Barriers to effective communication.

Mass-Media and Society.
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1. Common meaning of the message

2. A common languages

3. Emotions of the messages play an important role in effective
communication

4. One who 1s a good listener

5. best possible manner.
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Characteristics of Effective
Communication
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Clear Message: The message which the sender wants to convey
must be simple, easy to understand and systematically framed to retain
its meaningfulness.

Correct Message: The information communicated must not be
vague or false 1n any sense; 1t must be free from errors and
grammatical mistakes.

Complete Message: Communication 1s the base for decision
making. If the information 1s incomplete, 1t may lead to wrong
decisions.

Precise Message: The message sent must be short and concise to

facilitate straightforward interpretation and take the desired steps.
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Reliability: The sender must be sure from his end that whatever he
1s conveying 1is right by his knowledge. Even the receiver must have
trust on the sender and can rely on the message sent.

1.  Consideration of the Recipient: The medium of
communication and other physical settings must be planned,
keeping in mind the attitude, language, knowledge, education
level and position of the receiver.

2. Sender’s Courtesy: The message so drafted must reflect the

sender’s courtesy, humbleness and respect towards the receiver.



WWW.ugc-net.com

TAY HIT: T ST Y9k ohl SqET TRl & 36 T, THSH H ST 3T I &ed ®Y9 T 79T F1eiehdl 10
T o foiu qIr fera ST =ty
TET HQIT: TR hT 7T SRR ToRet Wl 372 & STEIE A7 7TeAd el a1 1S I8 AT S AT Hafeft
AT | Heh BT =Ry
T HS9T: HAT 0T o 3T HTGR 21 Afe STHehit 3TEl 8, 1 I8 e (HUr &1 Eeh o

TR HAIT: WS TAT HxT DI I HieTH ST AT dlich el SAREAT BT Heh 3T Jifedd heH 337U ]
Teh|
frrarar: Sk Rl U4 3id ¥ iy g =new foh o8 St oft o7 @1 @ 98 39k I 9 92l 8| I e Tk
o ST U¥eh U 9ET SHT 1T 3 B 7T 9T U8 HUHT L HohdT 2
UTHehaT shl TORIRERT: T oh HTEAH 3T 377 Hifieh WIS ohl ASHT TS ST ATEE, ST IEehIuT, T,
T, TR787T 3 & 31 feeftare sht fearf skt e H ward g
TR hT TITETE: ST9C TohAT TT HaTT, YN o RIS, foaudr 37 fEiar o Ifd GFaT ol 20idT &l




WWW.ugc-net.com

Effective 2 A
Communication
Skills ‘

O the balance




WWW.ugc-net.com

LISTENING

L

Essential Communication Skills for Your Career

FeeDBHck

@) the balance




WWW.ugc-net.com

Observance: A person must possess sharp observing skills to gain more and more
knowledge and information.

Clarity and Brevity: The message must be drafted in simple words, and 1t should be clear
and precise to create the desired impact over the receiver.

Listening and Understanding: The most crucial skill in a person 1s he must be a good,
alert and patient listener. He must be able to understand and interpret the message well.
Emotional Intelligence: A person must be emotionally aware and the ability to influence
others from within.

Self-Efficacy: Also, he/she must have faith in himself and his capabilities to achieve the
objectives of communication.

Self-Confidence: Being one of the essential communication skills, confidence enhances

the worthiness of the message being delivered.
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