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What is Communication ?
संचार वार्ाालाप सम्पर्क  बनाना  सूचनाअऔ ंर्ा आदान प्रदान र्रना
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If You want to be a 

Doctor

Which Degree is Required?
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If You want to be an 

Engineer

Which Degree is Required?
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If You want to be a

Layer

Which Degree is Required?
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If You want to be a

Netaji

Which Degree is Required?
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No Degree is Required ?
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Communication

 What is Communication ?

 What is Communication Skill? 

 Advantage of Good Communication Skill.

 Demand of Communication  Skill ?

 Effective Communication Skill ?

 Why Communication Skill Required ?

 Barrier of Communication Skill ?

 7 C of Communication.

 Examples 

 Activates
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What is Communication ?

Communication implies(means) sharing or 

exchange of thoughts, ideas, and information 

between two or more people. 

The exchange of thoughts, messages, or the 

like, as by speech, signals or writing.

To express oneself in such a way that one is 

readily and clearly understood.
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Definition:

The word communication has been 
derived from a Latin word “communis” 
which means to share something or hold 
in common. 

Following are some definitions of 
Communication.

➢ “Communication is the process by 
which information is transmitted 
between individual or organization also 
that an understanding response 
result……(Peter little)”.
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➢Definition:

➢ “Communication is a process of 
exchanging information, ideas, thoughts, 
feelings and emotions through speech, 
signals, writing, or behavior”.

 



The Benefits of Communication Skills

 Communication increases your happiness. 

 You attract the people in your life. 

 Communication increases love. 

 Communication makes you more popular. 

 Communication increases your success. 

 Communication makes you relaxed. 

 Communication makes you satisfied. 

 Communication gives you self-control. 

 Communication helps self-understanding. 

 Communication helps you understand people. 

Shivam Computer Education | 9909256268



One Secrete 

things for Boys 
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Girls also like to talk 

with such boys 

who has 

Good 

Communication Skill
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And talk funny and comedy 

talk with Enthusiasm



But Afsos!

I knew that things 

after finished my Collage
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TYPES OF COMMUNICATION

People communicate with each other in a 
number of ways that depends upon the 
message and its context in which it is being 
sent. Choice of communication channel and 
style of communicating also affects 
communication. So, there are variety of types 
of communication. 

 Types of communication based on the 
communication channels used.

A. Verbal Communication

B. Non-verbal Communication
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A)- Verbal Communication

 Verbal communication refers to the form of communication 
in which message is transmitted verbally; 

   Communication is done by word of mouth or a piece of 
writing. 

   Objective of every communication is to have people 
understand what we are trying to convey.

 Verbal Communication is further divided into:

i. Oral Communication

ii. Written Communication
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Oral Communication
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Oral Communication:

In oral communication, Spoken words are 

used. It includes face-to-face conversations, 

speech, telephonic conversation, video, 

radio, television. It brings quick feedback. 

But In face-to-face Communication, user is 

unable to deeply think about what he is 

delivering.



Oral Communication Example Narendra Modi

https://www.youtube.com/watch?v=_I1b81SKoEI

https://www.youtube.com/watch?v=_I1b81SKoEI

https://www.youtube.com/watch?v=_I1b81SKoEI
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Oral Communication Example Rahul Gandi

Rahul Gandhi र्ी 10 Funny Speeches, सुनने रे् बाद हंस-
हंस र्र फूल जाएगा पेट | वनइंडिया हहदंी

https://www.youtube.com/watch?v=4fXarBOzWPc

I

https://www.youtube.com/watch?v=4fXarBOzWPc
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Rahul Gandhi की 10  Funny Speeches, सुनने के बाद हंस-हंस कर फूल जाएगा पेट _ वनइंडिया हिंदी.mp4
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 Written Communication: 

Written Communication is most 

common form of communication being used 

in business. In written communication, 

written signs or symbols are used to 

communicate. A written message may be 

printed or hand written. In written 

communication message can be transmitted 

via email, letter, report, memo etc.
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Written Communication 
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STUDENTS ACTIVITY 
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Nice Vadodara 

✓ fsfsf
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STUDENTS ACTIVITY 
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Nice Vadodara 
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B)- Non-verbal Communication

Nonverbal communication is the sending or 
receiving of wordless messages. 

We can say that communication other than 
oral and written, such as gesture, body 
language, posture, tone of voice or facial 
expressions, is called nonverbal 
communication
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Non Verbal Video Example 
Priya Varrier     Do you want to she video ?
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Priya Prakash Viral Girl Video -- School Girl And Boys Viral Video.mp4


According to a report in India TV, Priya is 

charging a whopping amount of money 

for her social media posts. It is believed 

that Priya is being offered as much as Rs 

8 lakh per social media post.
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B)- Non-verbal Communication

 Nonverbal communication have the 
following three elements:

 Appearance: Speaker: clothing, hairstyle, 
neatness, use of cosmetics

  Surrounding: Room size, lighting, 
decorations, furnishings

 Body Language: facial expressions, 
gestures, postures

 Sounds: Voice Tone, Volume, Speech rate
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PROCESS OF COMMUNICATION

◼ In communication process, a sender 
(encoder) encodes a message and then 
using a medium/channel sends it to the 
receiver (decoder) who decodes the 
message and after processing 
information, sends back appropriate 
feedback/reply using a medium/channel. 
The communication process includes 
the following components. 
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PROCESS OF COMMUNICATION

◼ Idea: A thought or collection of thoughts that 
generate in the mind.

◼ Sender: The sender is an individual, group, or 
organization who initiates (starts) the communication.

◼ Encoding: Encoding means translating information 
into a message in the form of symbols that represent 
ideas or concepts.

◼ Message: Idea encoded by the sender.
◼ Channel: The medium used to convey the message.
◼ Decoding: Decoding is the reverse of encoding, which 

is the process of transforming information from one 
format into another.

◼ Receiver: The receiver is the individual or individuals 
to whom the message is directed.

◼ Feedback: The response to a message or activity.
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BARRIERS IN COMMUNICATION

Barriers in communication means 

the causes or hurdles which leads 

to miscommunication or failure  

of communication. Following are 

some reasons which fail the 

process of communication to 

bring a positive response from 

the receiver.



BARRIERS IN COMMUNICATION
 Lack of attention, interest, distractions, or irrelevance 

to the receiver.

 Differences in perception and viewpoint.

 Physical disabilities such as hearing problems or 

speech difficulties.

 Language differences.

 Expectations and prejudices which may lead to false 

assumptions.

 Cultural differences.

 Lack of Message Clarity.

 Information Overload.

 Wrong choice of channel.

 Gender differences



7 C’s of Communication

 Definition: The 7 C’s of 

Communication is a checklist that helps 

to improve the professional communication 

skills and increases the chance that the 

message will be understood in exactly the 

same way as it was intended.

 To have effective communication, one 

should keep the following 7 C’s of 

communication in mind:



7 C's of communication
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Clear:

 The message should be clear and easily 

understandable to the recipient. The 

purpose of the communication should be 

clear to sender then only the receiver will 

be sure about it. The message should 

emphasize on a single goal at a time and 

shall not cover several ideas in a single 

sentence.
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Correct:

 The message should be correct, i.e. a 

correct language should be used, and the 

sender must ensure that there is no 

grammatical and spelling mistakes. Also, 

the message should be exact and well-

timed. The correct messages have a 

greater impact on the receiver and at the 

same time, the morale of the sender 

increases with the accurate message.
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Complete:

 The message should be complete, i.e.

  it must include all the relevant 

information as required by the intended 

audience. The complete information gives 

answers to all the questions of the 

receivers and helps in better decision-

making by the recipient.
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Concrete:

 The communication should be concrete, 

which means the message should be clear 

and particularly such that no room for 

misinterpretation is left. 

 All the facts and figures should be clearly 

mentioned in a message so as to 

substantiate to whatever the sender is 

saying.
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Concise:

 The message should be precise and to the 

point. 

 The sender should avoid the lengthy 

sentences and try to convey the subject 

matter in the least possible words. 

 The short and brief message is more 

comprehensive and helps in retaining the 

receiver’s attention.
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Consideration:

 The sender must take into consideration 

the receiver’s opinions, knowledge, 

mindset, background, etc. in order to have 

an effective communication. 

  order to communicate, the sender must 

relate to the target recipient and be 

involved.
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Courteous: Polite: Well-

mannered:

 It implies that the sender must take into 

consideration both the feelings and 

viewpoints of the receiver such that the 

message is positive and focused at the 

audience. The message should not be biased 

and must include the terms that show 

respect for the recipient.

Shivam Computer Education | 9909256268



Thank you

Next Time 

Practical Actives

on 

Communication Skill
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