Unit 1: Fundamentals of Communication
1.1 Definition and Meaning — Overview Answer
Definition of Communication:

Communication is the process of exchanging information, ideas, thoughts, feelings, or
emotions between two or more people to create mutual understanding.

Meaning:

Communication comes from the Latin word "communicare", which means "to share." It
is a two-way process involving a sender and a receiver. The sender transmits a message
through a medium, and the receiver decodes and responds to it.

Key Points:

Communication involves sending and receiving messages.

It can be verbal (spoken or written) or non-verbal (body language, gestures, tone).
It plays a crucial role in personal, social, and professional life.

Effective communication ensures clarity, understanding, and collaboration.
Importance of Communication:

Builds relationships and trust

Helps in decision-making

Enhances teamwork and cooperation

Reduces misunderstandings and conflicts

This forms the foundation for all other forms of communication studied in later units.
1.2 Process of Communication

The process of communication involves several steps through which a message is
created, transmitted, received, and understood. It is a continuous and dynamic
process.

Steps in the Communication Process:

1. Sender (Encoder):
2. The person who initiates the communication by creating a message.

3. Message:

The content or information the sender wants to convey.



4. Encoding:

Converting thoughts or ideas into symbols, words, or gestures to form the message.
5. Medium/Channel:

The method or medium through which the message is sent (e.g., speech, writing, email).
6. Receiver (Decoder):

The person who receives and interprets the message.
7. Decoding:

The process of understanding and interpreting the sender’s message.
8. Feedback:

The receiver’s response, which shows whether the message was understood.
9. Noise:

Any barrier or disturbance that affects the clarity of the message (e.g., language
difference, distractions, technical issues).

1.3 Features and Process of Professional Communication

Features of Professional Communication:
1. FormalTone:

Uses polite, respectful, and appropriate language.
2. Clarity and Precision:

The message must be clear, specific, and free of ambiguity.
3. Purposeful:

Focuses on achieving specific objectives (e.g., informing, persuading, requesting).
4. Structured:

Well-organized format, often following a standard pattern (e.g., emails, reports).
5. Audience-Centered:

Tailored according to the knowledge, interests, and needs of the receiver.
6. Ethicaland Respectful:

Maintains professionalism, avoids offensive or biased language.

Process of Professional Communication:



The process is similar to general communication but occurs in formal settings and
includes:

1. Planning:
Defining the purpose, audience, and message.
2. Encoding:
Structuring the message formally using appropriate language and tone.
3. Selecting Medium:
Choosing the right platform (e.g., email, report, meeting).
4. Transmission:
Sending the message through the selected channel.
5. Receiving and Decoding:
The audience reads or hears the message and interprets it.
6. Feedback:
The recipient responds or takes action, completing the loop.
7. Follow-up (if needed):
Ensures understanding or takes the next steps in a professional context.
1.4 Role of Creative and Critical Thinking in Communication.
Creative Thinking in Communication:
Helps generate innovative ideas and solutions.
Encourages engaging presentations, storytelling, or advertising.
Useful in problem-solving, marketing, and writing content.
Critical Thinking in Communication:

Enables the communicator to analyze information, question assumptions, and form
logical arguments.

Helps in evaluating messages, identifying bias, and making informed decisions.
Essential in conflict resolution, negotiations, and strategic planning.

Together, creative and critical thinking ensure communication is not only expressive and
original but also clear, purposeful, and effective.

1.5 Different Forms of Communication



Communication can take many forms depending on the mode, context, and purpose.
Below are the main types:

1. Verbal Communication

Oral Communication: Face-to-face conversations, telephone calls, meetings, video
conferencing.

Written Communication: Emails, letters, reports, memos, notices.
2. Non-verbal Communication

Includes body language, facial expressions, gestures, posture, eye contact, and even
silence.

Supports or contradicts verbal messages; often reveals true emotions.

3. Visual Communication
Use of images, charts, graphs, diagrams, maps, etc., to convey information.
Common in presentations and reports.

4. Digital Communication

Communication via electronic devices and platforms like emails, instant messaging
(e.g., Slack), social media, video conferencing, etc.

Offers speed, accessibility, and documentation.
5. Formal and Informal Communication

Formal: Follows organizational structure (e.g., upward, downward communication
through reports, emails, etc.).

Informal: Casual conversations, grapevine communication among colleagues.
1.6 Communication Network in an Organization

Communication networks refer to the structure and flow of information within an
organization. These can be categorized into:

1. Formal Communication Network
Follows the official hierarchy or chain of command.
Downward Communication: From managers to employees (e.g., instructions, policies).
Upward Communication: From employees to managers (e.g., feedback, reports).

Horizontal (Lateral) Communication: Among peers or departments at the same level.



Diagonal Communication: Between different levels and departments (e.g., a finance
officer talking to a marketing assistant).

2. Informal Communication Network (Grapevine)
Unofficial and casual communication.
Can be fast and efficient but may lead to misinformation.
3. Communication Patterns
Wheel: One central person communicates with all others (centralized).
Chain: Communication passes through a line of people.
Circle: People communicate in a circular sequence.

All-Channel (Networked): Everyone is free to communicate with everyone
(decentralized).

1.7 Barriers to Communication
Barriers can distort or block the message being transmitted. These include:
1. Physical Barriers
Noise, distance, poor infrastructure, or physical separation.
2. Psychological Barriers
Emotions like anger, stress, or anxiety.
Prejudices and stereotyping.
3. Language Barriers
Use of jargon, slang, or technical terms not understood by everyone.
Differences in language or dialect.
4. Semantic Barriers
Misinterpretation of words and symbols.
Ambiguities or complexities in language.
5. Cultural Barriers
Differences in cultural norms, values, and etiquette.
Variations in non-verbal communication across cultures.
6. Organizational Barriers

Hierarchical structure, poor communication channels, or restrictive policies.



Information overload or lack of trust in leadership.




