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DEFINITION 

COMMUNICATION is an interactive power. On this process exchange of ideas, information 

and knowledge takes place between a sender and a receiver through an accepted code or 

symbols. 

 

COMMUNICATION has come from a Latin word “communicare” which means “to share”. 

SCOPE:  Professional and Personal Ares. 

 

PROCESS 

 

 

 

 

 

 

 

 

 

NOISE:  Unwanted disturbance in the process of communication. It hinders effective 

communication from taking place. 

*Language is a tool of communication 
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7C’s OF COMMUNICATION 

 

 

 

 

 

 

 

 

 

 

CLARITY: Understand the audience and make clear ideas. 

CONCIOUSNESS: Compact, to the point and brief concept. 

CONCRETENESS: Strong enough points, strength of the factual details and matters. 

COHERENCE: Logical sequence, reasoning and systematic structure. 

COMPLETENESS: Covering all points of the topic to be delivered and the receiver must 

understand the subject of the communication. 

CORRECTNESS: Information, pronunciation, grammatical-correctness, body language, tone 

should be good enough. 

COURTESY: There should be civility and politeness and some etiquettes. 

 

FOUR FORMAL COMMUNICATION SKILLS 

L S R W  

Listening: Ability to understand any oral massages. 

Speaking: Ability to send oral massages. Express oneself fully. 

Reading: Ability to decode and understand decode massages. 

Writing: Ability to communicate and express fully through written words. 
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 Order of L S R W in maintained so as to learn any language following the same sequence 

 Writing is the most complex communicative skill. 

 

LEVELS OF COMMUNICATION 

 Interpersonal Communication  

 Intrapersonal Communication 

 Extrapersonal Communication 

 Organisational Communication 

 Mass Communication 

 

1. Interpersonal Communication: Communicating within someone. 

2. Intrapersonal Communication: Communicating with your ownself. 

3. Extrapersonal Communication: Communicating with somebody or something 

apart from human being.  

4. Organisational Communication: Communication taking place within an 

organization. 

5. Mass Communication: Communicating thing addressing to a large group of 

people. 

 

FOUR FLOWS OF COMMUNICATION 

1. Horizontal: Communication with person holding same position as you (Same level). Ex. 

Communication between two managers. 

2. Vertical : Upward or Downward. Ex.: Productive manager communicating with worker 

under him. 

3. Spiral Communication: Communicating with a mass, everybody in general, irrespective 

of the position. Ex: Head of the department putting up a notice for holiday and 

everybody gets to know. 

4. Diagonal communication: Sometimes it is not possible to maintain an organizational 

hierarchy. Here communication between level 2 and level 5 of a hierarchy. The teacher 

speaking to the chancellor. 

MODES OF COMMUNICATION 

1. Internal: Communication taking place inside an organization. (including all the flows of 

communication) 

External: Beyond the boundaries, with some external agencies like MEDIA. (not under 

flows of communication) 

2. Formals: All flows fall under it. 



Informal: Gossips and rumors. 

3. Oral & Written 

4. Verbal: Involves use of words (Oral as well as written) 

Non-verbal: No use of words. Expression, posture signs and languages. 

 

ASPECTS OF COMMUNICATION 

1. KINESICS: Study of body’s physical movement (body language is the must) 

 Personal Appearance (dress up, hair etc) 

 Gestures (Hand movement and all) 

 Enumerative gestures 

 Descriptive gesture  

 Symbolic gesture 

 Emphatic gesture 

 Postures (the capability of holding yourself upright while standing or sitting. 

Erect position gives signal of confidence and enthusiasm. 

 Eye- contact 

 Facial Expression (Happiness sadness anger etc) 

 

2. PROXEMICS: Types of physical space in interpersonal relations. 

 

 

 

 

 

 

 

 

 

 

 

The more the outer ring, degree of formality increases and degree of emotional attachment 

decreases. 
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INTIMATE: mother – child , sibblings, spouses 

PERSONAL: friends, neighbours 

SOCIAL: teacher student relationship in class. 

PUBLIC: addressing in assembly, making a speech. 

3. CHRONOMICS: “Time Language”. Debugging the value of time. Study of how people 

communicate using the value of time. 

4. PARALAGUAGE: “how we are talking” (loudness of voice, pitch) 

5. HAPTICS: “the way we touch or hold somebodies hand”. 

6. OLFACTORS: Smell something and suddenly remember or recall something. 

7. OCULERICS: It is the study of eye movement which defines certain behaviour ; gaze 

protruded etc. 

 

SHANNON-WEAVER MODEL OF COMMUNICATION 
The MOTHER of all communication models. 

 

 
 

 

 

 

 

 

 

 

BARRIERS IN COMMUNICATION 

 Unwanted disturbances 

 Hinders, obstructs effective communication  

 Acts as ‘sieve’ in the process of communication 

 Do allow the entire thing to be transmitted from receiver to sender. 

Types:  

1. VERBAL BARRIERS: Language problem, improper pronunciation, lack of vocabulary, 

lack of proper expression. 

2. NON-VERBAL BARRIERS: Not maintaining proper posture etc. 
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3. LISTENING BARRIERS: ADHD syndrome (Attention Deficit Hyperactivity Disorder) of 

teenagers, not listening properly. 

4. PHYSICAL OR MECHANICAL BARRIERS: Conversing in a noisy place. Noisy acts as 

physical barrier. 

5. PSYCHOLOGICAL BARRIERS: A person cant maintain eye contact etc. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

       <Notes of Jagjeet> 


