
Introductiontocommunication

Whatiscommunication?

Accordingtooxforddictionaryitis“Anactivityoraprocessofexpressingideasand

feelingsorgivingpeopleinformation”andthathappensonadailybasisthrough(speech,

signals,writingorhumanbehavior)inamoresimpledefinitionwecansaythatitisa

networkofinteractionandnaturallythesenderandthereceiverkeeponexchangingtheir

roles.

How?

Itallstartswhenthesendersendsamessage(encodeit),throughachannel(medium)to

thereceiverwhowill(decodethemessage)andsendafeedback

Note:

 Thesender:isthepersonwhosendsamessage

 Encodingamessage:theprocessofputtingthemessageintoaform inwhichitistobe

communicatedandcanbeeasilydecodedbythereceiver(encodingisthesender’s

duty)

 Channel:isthemedium thatcarriesthemessageitcanbeaverbalchannel(faceto

facemeetings,telephonesandvideoconferencing.ect)oritcanbeawrittenchannel

including(letters,emails,memos.ect)anditcanevenbeanonverbalchannel(body

language,attitude)

 Receiver:isthepersonwhogetsthemessage

 Decodingamessage:ishowthereceiverwillunderstandandinterpretthemessage

 Feedback:thereceivers’response,reactiontothesender’smessage

1_2Typesofcommunication:

Peoplecommunicatewitheachotherinanumberofwaysthatdependsonthemessageand

itscontextsinwhichisbeingsent.

1_2_1verbalcommunication:itisbasedonwords(facetofaceinteractions,speech,

telephonicconversations)itisinfluencedby(pitch,volume,speed,andclarityofspeaking.

1_2_2 Written communication:written signs orsymbols are used to communicate (the

message can be transmitted through email,chats,letters.ect)itis common form of



communicationthatisusedinbusiness(thenicethingaboutitisthatthemessagecanbe

editedandrevisedbeforeitssending)

1_2_3nonverbalcommunication: sendingandreceivingofwordlessmessagessuchas

(gestures,bodylanguage,posture,toneofvoice,facialexpressions)soitismainlyallabout

thebodylanguageofaspeaker.

1_3levelsofcommunication:

1_3_1intrapersonalcommunication:itisacommunicationthatoccursinyourownminditis

thebasisofyourownfeelings,biases,beliefs,andprejudices(selftalk).

1_3_2interpersonalcommunication:communicationbetweentwopeople,itcaninvolvemore

ininformalconversations.

1_3_3smallgroupcommunication:communicationwithformalorinformalgroupsoritems,it

isagroupinteractionthatresultsindecisionmaking,problem solving,anddiscussionwithin

anorganization.

1_3_4onetogroupcommunication:involveaboutthespeakerwhoseekstoinform,persuade

ormotivateanaudience(ateacherinaclassroom forexample)

1_3_5masscommunication:electronicorprinttransmissionofmessagestothegeneral

publicoutletscalledmassmediainclude:radio,film,television,printedmaterialsdesignedto

reachlargeaudiences,feedbackisusuallydelayedinmasscommunication.

1_4Barriersofcommunication:

1.Physicalbarriers

2.Perceptualbarriers

3.Emotionalbarriers

4.Culturalbarriers

5.Languagebarriers

6.Genderbarriers

7.Interpersonalbarriers

1_4_1Howcanweovercomethosebarriers?

 Takingthereceivermoreseriously



 Tryingtoavoidambiguity

 Focusingonthereceiverusingmultiplechannelstocommunicate

 Ensuringanappropriatefeedback

 Thesendershouldbeaw areofhis/herownstateofmind/emotions/attitudes.


