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1. What is Communication?
*The term communication has been derived from the latin word “communicare” or

“communis” which means to make common. Communication means to make
common facts, thoughts, information and requirements. Therefore,
Communication is the exchange of thoughts, information, message etc. by way of

speech, writing or signal.
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2. Definition of Communication

Communication is the sum of all things, one person does when he wants to create
understanding in the minds of another. It involves a systematic and continuous process
of telling, listening and understanding.

— Allen Louis
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Communication is an exchange of facts, ideas, opinions or emotions by two or more

persons.

— George Terry

Communication is the process by which information is transmitted between individuals
and/or organizations so that an understanding response results.
— By Peter Little
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3. Characteristics of Communication

Two or More Persons: There must be at least two persons i.e. the sender of the

message and the receiver.
Exchange of Ideas: There must be an exchange of ideas, information, feelings, etc.,

among two or more than two persons.
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Mutual Understanding: Receiver should receive the information in the same

manner with which it is being given.
Continuous Process: Communication is an endless process. It never stops.
Use of Words as well as Symbols: There can be many means of communication, like

the oral, the written and symbolic
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4. Process of Communication

-Sender: He is the person who sends the message which may be a thought, idea,
symbol, a picture report or an order and postures and gestures, even a momentary
smile. He is the initiator of the message.

*Message: It is the content the sender wants to convey to the receiver. It is the
information conveyed by words as in speech and write-ups, pictures, signs, or
symbols depending upon the situation.
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*Encoding: Encoding is transforming the message into an appropriate medium
which may be verbal or non-verbal depending upon the situation, space, time, and
nature of the message to be sent to the intended receiver. The sender encodes the
message into a series of words, symbols or pictures.
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Media: Media refers to the channel or medium through whllcc(:)n the message is
transmitted. The message may be written or oral and it may be transmitted via a
computer, telephone, cell phone, apps or televisions etc

Receiver: Receiver is the person or group of person for which the message is meant
for. He is at the other end of the process. He may be a listener, viewer or a reader. He

needs to decode the message sent in the best possible manner such that the true
intent of the communication is attained.
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Channel and medium
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Decoding: Decoding refers to interpreting or comprehending the sent message. The
receiver interprets the message and tries to understand it in the best possible manner.
Feedback: It refers to the response given by the receiver after interpreting the message.
It is necessary to ensure that the message has been correctly decoded and
comprehended the way it was sent.
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In short, the process of communication can be defined as:

The sender has an idea/information.

Sender encodes the idea in words, symbols.

The sender transmits the message through the medium/channel.
The receiver receives the message and decodes it.

The receiver sends feedback to the sender.
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7 Cs of Communication Checklist a

Make objective clear.
Avoid complex words & phrases.

Keep it clear and to the point.
Avoid filler words & sentences.

Be specific not vague.
Use facts and figures to support your message.

Try to avoid typos. Use correct facts and figures.
Use the right level of language.

Does your message make sense?
Ensure it flows logically. Avoid covering too much.

Does the message contain everything it needs to?
Include a call-to-action.

Being polite builds goodwill.
Ensure message is tactful.
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4 S's of Communication
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Types of
Communication
L
|| Formal \ II Irdoemal | Il Inter-Personal ‘ Il Non-Verbal |
Communcation Communication Communcation Communication
1 1
|| Horizontal \ II Vertial | || Diagons! | |l Oral | II Written |
Commurication Comemunication Communcation Communication cCommunication
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1. Formal Communication

Formal communication means the communication which travels through the formally
established channels. In other words, communication which travels through the formal
chain of command or lines of hierarchy of authority is called the formal communication.
Under it, information is given through the formally designed channel or network. It is
designed, controlled and regulated by the management.

NG TR &7 Y g TR S Ui =0 I Td
oAl & AT Y I HRd1 ¢ | GOR Xeal H, AR Sl HHTS
1 RS YT a1 WIIIHRUT & UGIIhH Hi Uladdl &
Hq1H I AT HAT ©, 3 NUARD GIR Hgl odl | STb
3iafa 3= U T aUR fPU U ==d a1 Aedd &b
eI I g1 St 9Tt 81 I8 UdeH gR1 fewrgq, Fafad ok
ﬁﬁtr&l?r%l




™ 8209837844 www.Fillerform.in®/Fillerfor

fo m

Horizontal
Communication
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Downward Communication

Figure: The flow of vertical communication
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DIAGONAL COMMUNICATION fo m
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Networks of Formal Communication

There are different types of communication networks operating under a formal
organisation. Single Chain Network, Wheel Network, Circular Network, Free Flow
Network, and Inverted V Network are some of the most prominent networks.
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Evaluation Of Communication Effectiveness fo m

Communication is not an end in itself; rather it is a means to attain other ends or
goals. Hence, it has to be effective to be able to attain these goals or objectives.
Communication effectiveness can be examined in relation to the following criteria:
Fidelity of Communication: the distortion free quality of a message is called
fidelity. An effective person gets the message across to others with minimal
possibilities of misunderstanding.

*Economy: In an effective communication a minimum of energy time, symbols and
cues are used to encode message without losing its fidelity and impact.
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Congruence: An effective communication integrates both verbal and non-verbal cues.
Influence: The most important criterion of effectiveness is the influence that the
communicator is able to exercise over the receiver of the communication. Influence
means the communicator achieve the results he intended.

Relationship Building: effective communication contributes to the building of trust and a
better relationship between the source and the target.
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Verbal Communication
Verbal communication is perhaps the most obvious and understood mode of
communication, and it is certainly a powerful tool in your communication toolbox. Put

simply, verbal communication is the sharing of information between two individuals
using words.
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Spoken versus Written Communication

While we typically focus on speech while talking about verbal communication, it’s
important to remember that writing is also a form of verbal communication. After all,
writing uses words too!

Formal versus Informal: We generally use spoken communication informally while we use
written communication formally.
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Synchronous versus Asynchronous: Synchronous communicatiéh is communication tHat
takes place in real time, such as a conversation with a friend. In contrast, asynchronous
communication is communication that is not immediate and occurs over longer periods of
time, such as letters, email, or even text messages.

Recorded versus Unrecorded: Written communication is generally archived and recorded
for later retrieval while spoken communication is generally not recorded.
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Nonverbal Communication

We've already employed a little bit of nonverbal communication with the active
listening skills we’ve previously discussed: nodding, facial expressions, leaning toward
the speaker to show interest—all of those are forms of nonverbal communication.
Body language can reinforce your spoken message or it can contradict it entirely.

7 TYPES of NONVERBAL COMMUNICATION

ke Proxemics
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Types of Non-verbal Communication

Vocal Intonations Body Gestures Haptics (touch)

communicationtheory.org
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Facial expressions: Your teenage cousin we referred to at the beginning of this
section might have told you he was happy, but his apathetic facial expression may have
communicated different information. Facial expressions—happy, sad, angry—help you
convey your message. Be aware of your facial expression when you talk and particularly
when you listen, which is when it’s easy to forget.
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Gestures: When you speak, a gesture can make your message stronger. Pointing out
something you want your listener to look at more closely is an example of nonverbal
communication that makes your message understood. Motioning warmly toward a
coworker who deserves special recognition, making a fist to show frustration or anger,
such gestures help further engage your audience when you speak.
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Proximity: How close you are to your audience when you speak sends a nonverbal

message. If your size is imposing and you leave a very small distance between you and
your listener, it’s likely your nonverbal communication will be a bit threatening. On the
other hand, giving someone too much space is an awkward nonverbal communication

that might confuse your listener.
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Touch: Shaking an audience member’s hand, putting your hand on his shoulder: these

are nonverbal cues that can affect the success of your message. Touch communicates

affection, but it also communicates power. You can think about what kind of messages a

job applicant may send through a weak handshake versus a firm one after having a job

interview.
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Eye contact: Making and maintaining eye contact with an audience when you’re

verbally communicating or listening communicates to the other party that you’re
interested and engaged in the conversation. Good eye contact often conveys the trait

of honesty to the other party.
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Appearance: Your clothing, hair, and jewelry are also a part of nonverbal
communication. If you put a dachshund pin on your lapel each morning (because
you have a pet dachshund), that says something about you as a person. Similarly, the
guality and condition of your clothing, how it fits, if it’s appropriate for the season—
all of these things speak nonverbally about you as a communicator.
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intercultural communication
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Communication is defined as the process by which information is exchanged between
individuals through a system of signs, symbols. The concept of communication involves a
sender, a message and a recipient.

The sender sends the message and the recipient is the receiver of the message. The process of
communication is never smooth as it is affected by the barriers of communication.

Barriers to effective communication can result in confusion which can lead to incorrect
information being conveyed or miscommunication which can lead to loss of business.

www.fillerform.com
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Semantic Barriers

The meaning of words, signs and symbols might be different from one person to another
and the same word might have hundreds of meanings. So, when a message is sent by a

sender to a receiver, it might be interpreted wrongly in a communication process causing
misunderstandings between them.
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Psychological Barriers:

Psychological barriers play an important role in interpersonal communication as the state of
the mind of the sender or the receiver can make it difficult to understand the information
that is conveyed, which often leads to misunderstanding.
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Organisational barriers: organisational barriers are those barriers that are

caused due to the structure, rules and regulations present in the organisation. The various
types of barriers that can be encountered due to superior subordinate relationships where

the free flow of communication is not possible.
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Cultural barriers: cultural barriers are those that arise due to lack of similarities

among the different cultures across the world. A term that can be harmless in one culture
can be regarded as a slang in another culture. Moreover, various beliefs can differ from

one culture to another.
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Physical barriers: physical barriers to communication are those that arise due
to certain factors like faulty equipment, noise, closed doors and cabins that cause the
information sent from sender to receiver to become distorted, which results in improper

communication.
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Physiological barriers: Physiological barriers arise when a sender or the receiver of

the communication is not in a position to express or receive the message with clarity due to
some physiological issues like dyslexia, or nerve disorders that interfere with speech or
hearing.
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Barriers to Effective Communication
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Badly Expressed Message

Symbols with
Different Meanings

Faulty Translations
Unclarified Assumptions
Technical Jargon

Body Language
and Gesture Decoding

Psychological
Barriers

® Premature Evaluation

e Lack of Attention

e Loss by Transmission
and Poor Retention

e Distrust

l

Organisational
Barriers

Organisational Policy
Rules and Regulations
Status

Complexity in
Organisation Structure

Organisational Facilities
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Personal Barriers

®* Fear of Challenge

to Authority

e« Lack of Confidence

of Superior on his
Subordinates

¢ Unwillingness to

Communicate

e Lack of Proper
Incentives
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MASS MEDIA

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh
euismod tincidunt ut laoreet dolore magna aliquam erat volutpat. Ut wisi enim ad
minim veniam, quis nostrud exerci tation ullamcorper suscipit lobortis
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Objective :

To understand the meaning of Mass
Communication

To discuss the elements involved in Mass
Communication

To study the importance of Mass
Communication

To study the features of different media of
Mass Communication

To know the need for Mass communication
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Media is the reflection of our society and it depicts what and how society works. Media,
either it is printed, electronic or the web is the only medium, which helps in making
people informed. It also helps in entertaining the public, educate and make people
aware of the current happenings.
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There are different media involved in the process of mass communication. They reach
every corner of the world and are very powerful. They invade even the privacy of our
bedrooms. They inform, educate, entertain and persuade. They also help in the
transmission of culture and perform the job of surveillance of society.
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What is Mass Communication & mass media

Outside the realm of interpersonal communication exists another form of
communication, which involves communication with mass audiences and hence the
name mass communication; and the channels through which this kind of communication
takes place are referred to as mass media.
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What are the Elements & Characteristics of Mass
communication

* Large audience

e Fairly undifferentiated audience
composition

* Some form of message reproduction

e Rapid distribution and delivery

Low cost to the consumers a@_ 1: an
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Directs messages toward the relatively large, heterogeneous and anonymous

audience.
Messages are transmitted publicly no privacy.

Short duration message for immediate consumption

Feedback is indirect, non-existent or delayed
Cost per exposure per individual is minimum
Source belongs to organization or institutions
Mostly one way

BIY

dehTdl SUHIT & foll Y 31afd &1 W
yfafehar sie, TR-Hiee a1 facifad g
ufa afed ufd ToauIoR dNTd <THd9 §
@HWWM@W%
3B Th dg U

%




™ 8209837844 www.Fillerform.info @ /Fillerform

Types of mass media
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Traditional Media- The traditional arts and folk arts combine several art forms like
dance, music, songs and theatre to attract audiences. The performances are
spontaneous and most often made on the spot
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Print Media- print media served as the major means of communication
reaching a wide audience. Major forms of print media are :

* Newspapers
* Magazines and periodicals
* Books
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Electronic Media- The history of electronic media starts with the invention of
cinematography by Lumiere Brothers who conducted the premiere show of cinema in
1895. Later the radio was invented by Guglielmo Marconi. The first radio station was set
up in Pittsburg, New York and Chicago in the 1920s.

In short, the term electronic media mainly include Film, Radio & Television.




New Media/Social Media & Others- internet and the World Wide Web

opened up several new avenues for mass communication which include e-mail,
websites, podcasts, e-books, blogging, social networking sites, Internet Protocol
Television, Internet radio and the like. These kinds of online and digital means of
producing, transmitting and receiving messages are called new media.
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social networking sites like Facebook, WhatsApp, Instagram, Twitter,
LinkedIn, Google +, and others open the door to share ideas, views, and
thoughts on the same platform.
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Functions of mass media
In a society like ours, mass media have a responsible role to play in fostering democracy,
plurality and communal harmony through the functions listed below.
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e (Catalyst to development
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