


Components of Communication Proc




Oral Communication -
Meaning, Advantages and Limitations

* Oral communication implies communication through mouth.

* |t includes individuals conversing with each other, be it direct conversation
or telephonic conversation.

» Speeches, presentations, discussions are all forms of oral communication.
Oral communication is generally recommended when the communication
matter is of temporary kind or where a direct interaction is required.

 Face to face communication (meetings, lectures, conferences, interviews,
etc.) is significant so as to build a rapport and trust.



Oral Communication -
Meaning, Advantages and Limitations

» There is higlh level of understanding and transparency in oral communication as it is
interpersonal.

* There is no element of rigidity in oral communication. There is flexibility for allowing
changes in the decisions previously taken.

« The feedback is spontaneous in case of oral communication. Thus, decisions can be made
quickly without any delay.

» Oral communication is not only time saving, but it also saves upon money and efforts.

« Oral communication is best in case of problem resolution. The conflicts, disputes and many
issues/differences can be put to an end by talking them over.

* Oral communication is an essential for teamwork and group energy.

. Orallcommunication promotes a receptive and encouraging morale among organizational
employees.

* Oral communication can be best used to transfer private and confidential
information/matter.



Oral Communication -
Meaning, Advantages and Limitations

« Relying only on oral communication may not be sufficient as business
communication is formal and very organized.

 Oral communication is less authentic than written communication as they are
informal and not as organized as written communication.

» Oral communication is time-saving as far as daily interactions are concerned, but in
case of meetings, long speeches consume lot of time and are unproductive at times.

» Oral communications are not easy to maintain and thus they are unsteady.

 There may be misunderstandings as the information is not complete and may lack
essentials.

* |t requires attentiveness and great receptivity on part of the receivers/audience.

 Oral communication (such as speeches) is not frequently used as legal records
except in investigation work.



Written Communication -
Meaning, Advantages and Disadvantages

» Written communication has great significance in today’s business world.
* |t is an innovative activity of the mind.

« Effective written communication is essential for preparing worthy
promotional materials for business development.

» Speech came before writing. But writing is more unique and formal
than speech.

» Effective writing involves careful choice of words, their organization in
correct order in sentences formation as well as cohesive composition of
sentences.

» Also, writing is more valid and reliable than speech. But while speech is
spontaneous, writing causes delay and takes time as feedback is not
immediate.



Written Communication -
Meaning, Advantages and Disadvantages

Written communication helps in laying down apparent principles, policies and rules for
running of an organization.

It is a permanent means of communication. Thus, it is useful where record
maintenance is required.

It assists in proper delegation of responsibilities.

While in case of oral communication, it is impossible to fix and delegate
responsibilities on the grounds of speech as it can be taken back by the speaker or he
may refuse to acknowledge.

Written communication is more precise and explicit.

Effective written communication develops and enhances an organization’s image.

It provides ready records and references.

Legal defences can depend upon written communication as it provides valid records.



Written Communication -
Meaning, Advantages and Disadvantages

« Written communication does not save upon the costs.

» It costs huge in terms of stationery and the manpower employed in
writing/typing and delivering letters.

 Also, if the receivers of the written message are separated by distance and if
they need to clear their doubts, the response is not spontaneous.

« Written communication is time-consuming as the feedback is not immediate.
* The encoding and sending of message takes time.

» Effective written communication requires great skills and competencies in
language and vocabulary use.

» Poor writing skills and quality have a negative impact on organization’s
reputation.

* Too much paper work and e-mails burden is involved.



Communication Barriers -
Reasons for Communication Breakdown

Following are the main communication b




Use of Body Language in Communication

* Kinesics or study of body language must be u
Whether it is an interview or a presentation,
of how to use body language effectively.




Seven C’s of Effective Communication

* Think of how often you communicate with people during the day.

 You write emails, facilitate meetings, participate in conference
calls, create reports, devise presentations, debate with your
colleagues... the list goes on.

* We can spend almost our entire day communicating. So, it stands to
reason that communicating clearly and effectively can boost
productivity.

* This is why the 7 Cs of Communication are helpful. The 7 Cs provide
checklist for making sure that your meetings , emails , conference
calls , reports , and presentations are well constructed and clear -
SO your audience gets your message.



https://www.mindtools.com/CommSkll/RunningMeetings.htm
https://www.mindtools.com/CommSkll/EmailCommunication.htm
https://www.mindtools.com/pages/article/RunningTeleconferences.htm
https://www.mindtools.com/pages/article/newCS_95.htm
https://www.mindtools.com/pages/article/DeliveringGreatPresentations.htm

According to the 7 Cs, communication needs




.

1.Clear

 When writing or speaking to someone, be clear about your goal or
message. What is your purpose in communicating with this person?
If you're not sure, then your audience won't be either.

* To be clear, try to minimize the number of ideas in each sentence.
Make sure that it's easy for your reader to understand your
meaning. People shouldn't have to "read between the lines" and
make assumptions on their own to understand what you're trying
to say.




1.Clear

Bad Example

2

who's working in your
¢ to you more about him

What is this email about?

Well, were not sure. Fir
department, John won't k



1.Clear

Good Example

c whos working in your
f:m nt through several pressing

This second message i
to take action.
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2. Concise

 When you're concise in your communication, you stick to the point
and keep it brief. Your audience doesn't want to read six
sentences when you could communicate your message in three.

» Are there any adjectives or "filler words" that you can delete?

 You can often eliminate words like "for instance,” "you see,”
“definitely,” "kind of,"” “literally,” "basically,” or "I mean."

* Are there any unnecessary sentences?
» Have you repeated the point several times, in different ways?



2. Concise

Bad Example

7/;; marketing campaign we kind of

hat our target market is definitely going to

c efforts. | think that could make a big impact,
an a sales pitch.

mpany's efforts to become sustainable, as well as
cal schools, then the people that we want to attract
ger. The impact will just be greater.



2. Concise

Good Example

mail marketing campaign that we
narket will want to know about the

specially our goals to become
/ . y S
.




3. Concrete

Bad Example

A statement like this pr
There's no passion, no viv
nothing that tells peo
message isn't concrete



3. Concrete

Good Example



4. Correct

r audience will be able to
///Z// /
///4‘-4 is also error-free

Make sure your message is
questions:

it your audience’s level of education or

/,/g;;,z for grammatical errors? (Remember,
l

5 spelled correctly?


https://www.mindtools.com/CommSkll/WritingSkills.htm

4. Correct

Bad Example

- If you read that example fast, then yo

inspection, you'll find two. Can you se

conversation. This common erro
error is using weak instead of

* Again, spell checkers won't ca
proofread everything!

conservation, and I'm

e that the two-weak deadline



5. Coherent

points are connected
low of the text is

Bad Example

UT TN

e the report you finished last week. |

vante to make sure you knew about the
riday. We'll be creating an outline for

« As you can see,
Michelle's feedbac

changed the topi



5. Coherent

Good Example

“you finished last
now that there are
il you her detailed

\
Q) -
D,

« Notice that in the good ex
meeting. This is because tF
separate email. This wa
after she makes her cha
her reminder to attenc



6. Complete

erything they need to

hat your audience

ation - contact names, dates,



6. Complete

Bad Example

eting we're

£t
/1

- This message is not complete, for obviol
7 : W
When is it? Where? Chris has ,é/%///////

information.



6. Complete

Good Example

N's me ting on the new

///// ee :

Il be at 10:00 a.m. in the
et |

e know if you can't



/. Courteous

onest. There are

/ keep your
i

athetic to their needs.
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/. Courteous

Bad Example

your team always
. | have a lot of

« Well, that's hardly cou
office-wide fights.
which can lower prodi



7. Courteous

Good Example

¢ a favour. During our weekly
/ZZ//Z hlighting their progress.
for my team to highlight theirs.

am a little extra time each

el i

ﬁ
ema

|

« What a differenc
chance of spread




"You can have the greatest idea in the world,
but if you can't communicate your ideas, it
doesn't matter. "

-Steve Jobs

INSPIRATIONALGRAFIX.blogspot.com



