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Chapter I: Concept of communication. 

    Human beings communicate so do as animals, birds, insects etc. eg- chirping of 

sparrows, barking of dogs, etc. However the special quality to human beings separates 

them from other species. Communication gifted to human beings is different from other 

animals. Communication is the mean of sharing facts, information, thoughts and ideas 

with others. It is a vital link that joins together from different social units, geographical 

regions and business organization. The word communication is derived the Latin word 

‘communis’- Making common or ‘Sharing’ 

Definition 

* “Communication is based on the process by which information is transmitted between 

individuals and/or organization so that an understanding response is created.” 

* “Communication is a process which involves the transmission and accurate 

replication, ideas ensured by feedback for the purpose of eliciting actions to fulfill 

organizational goal. 

Process of Communication 

         It is the way in which communication takes place. The process has the following 

parts a) Sender, b) receiver, c) the message, d) medium, e) feedback. 

It involves -a) idea, b) encoding, c) use of channel, d) decoding e) feedback. 

  In the process of communication an idea generates in the mind of the sender. The idea 

could be an order, an offer, an instruction, an education, knowledge. Idea is abstract in 

manner or in nature. The sender must choose appropriate method of communication to 

encode the message. The second is of encoding. It means to codify or represent the 

message in the appropriate medium. An efficient communicator encodes the message 

effectively by using a common code or language. 
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         The third is communication cycle is the medium. It establishes the link between the 

two communicators. The fourth stage involves decoding of the message by the receiver. 

This stage interprets the message by the receiver. 

        The fifth is the feedback. The receiver, after he/ she has successfully decoded the 

message send by the receiver, tries to formulate his/her response and sends it back in the 

form of feedback to the sender. 

        Then the sender performs the activity of the receiver i.e. the sender will become the 

receiver and decode the message to interpret. Thus the back and forth transmission of 

message continues. These ensure the cyclical nature of communication process. This is 

not a smooth process, there are barriers. There always remain certainties of getting 

hurdles/ barriers in the process of communication. Barriers may come at any point, at any 

stage, in the process of communication. This is a two way communication process. 

Features of Communication:-  

 The first characteristic of communication (Which includes business communication) 

Is that the meaning of the message depends on the social and cultural situation in 

which it is delivers. 

 The second feature of communication is that it is an ongoing process. 

 The third characteristic of communication is that the elements or components of 

communication are inter-related and connected. 

 The 4
th
 characteristic of communication is that people who communicate, 

communicate as a whole. 

 The 5
th

 characteristic of communication is that it requires a channel. Thoughts cannot 

be directly transferred from one mind to another (telepathy), they require a channel or 

medium. 

There are a variety of channels available to humans for interpersonal communication like 

words actions, gestures, science, symbols etc. 

 

How to achieve effective communication 

For a person in the commercial world it is very important to know how to communicate 

effectively. 
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The basic principles of effective communication are given below: 

1. Communicate for a purpose:  

You must be very clear in your own mind as to the purpose of your communication. 

You first have to define the objective to yourself. It will help you in keeping all 

contradictory and irrelevant material or in formation out of your message. 

2. Compose your message with care:  

Encoding and decoding should be done by using symbols and science that are familiar 

to the sender and receiver of the message. The sender should consider the needs of the 

receiver and communicate something of value to him or her. 

3. Remove all barriers to effective communication: 

There are several barriers to effective communication like faulty expression, faulty 

listening, status blocks, organizational blocks, etc. which needs to be removed. 

 

4. Study the receiver of your message:  

Attempt to get as much information about the Individual or group that is to receive 

your message. Accordingly encode your message in language, pictures or signs So 

that it may be readily understood. 

5. Select your medium with care: 

Whether the message is conveyed orally, in writing, or with the help of instruments 

like the type-writer, Or telephone see to it that the message goes across clearly and 

quickly. 

6. Provide for feedback: 

Since feedback improves communication. Make it easy for the recipient of your 

message to respond. 

7. Act promptly on receiving response:  

If you get feedback, do not ignore it especially if there is some misunderstanding or 

doubt about the original message, clarify immediately. 

 The seven Cs of Effective business communication  

They are: 

1. Clarity and conciseness 

 To achieve clarity and conciseness There are four sample rules: 

 Use short sentences; 

 Use short words instead of long ones; 

 Use familiar words instead of unfamiliar ones; 

 Use concrete nouns instead of abstract nouns. 

 

2. Correctness : 
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 In a well-constructed message there must be correctness of language and correctness 

of information. There can be no place for guesswork or inaccurate statements. 

3. Courtesy 

All courteous tone will naturally come into the business message. For just as the sender 

would not like to receive a rude or discourteous message, similarly he should not send one 

himself. 

 

 

4. Consideration 

Consideration means that You prepare every message by considering the recipient in In 

mind. 

5. Completeness 

In order to achieve conciseness,You should not compromise on completeness.An incomplete 

message cannot meet its objective and purpose as it can never get the receivers attention due 

to paucity of in formation.  

6. Coherence 

A good message must be coherent this means that every sentence most be related to previous 

one coherence always helps the receiver you understand your point of view. 

 

 

 

 

 

 


