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PAPER 01 — Communicative Skills

Unit 1 - Fundamentals of Communication

Chapter 1 - Understanding Communication (Elaborated Version)

1 The Meaning of Communication

1.1 Root of the Word
Communication comes from the Latin communis, meaning “common” or “shared.” When we communicate, we create
common ground—shared ideas, feelings, or intentions—between two or more people.

1.2 A Working Definition

Communication is a continuous, two-way process in which a sender encodes a message, transmits it through a suitable
channel, and a receiver decodes it, creating shared understanding. Feedback then travels in the opposite direction,
confirming (or correcting) the meaning.

1.3 Key Principles at a Glance

Principle What It Means in Practice
Process-oriented It unfolds step by step rather than in a single instant.
Purposeful Every message is sent for a reason: to inform, persuade, entertain, or build relationships.
Inevitable You cannot not communicate; silence, posture, or even absence sends signals.
Irreversible Once a message is out, it cannot be fully recalled—only clarified or apologized for.

Context-bound The same words may have different meanings in a hospital ward, a courtroom, or a family dinner.

Illustration

Imagine two friends, Aisha and Neeraj, planning a trek. Aisha texts: “Let’'s meet at 6.” Neeraj assumes she
means 6 a.m.; Aisha meant 6 p.m. The trek fails unless they exchange clarifying feedback. This tiny
mismatch shows why communication is both inevitable (her text will be interpreted) and context-bound
(time of day matters).

2 Why Communication Matters

1. Personal Growth
o Shapes identity (“Who am 1?") through feedback we receive from others.
o Builds emotional intelligence by articulating and regulating feelings.
2. Relationships & Social Life
o Nurtures trust through honest dialogue.
o Resolves conflicts—listening actively often diffuses anger faster than giving solutions.
3. Education & Learning
o Converts abstract concepts into relatable stories; teachers who use vivid examples engage students better.
o Encourages critical thinking when learners ask questions rather than passively absorb.
4. Workplace Success
o Aligns teams around goals—clear directives cut costly mistakes.
o Boosts leadership credibility; people follow leaders they understand and feel understood by.
5. Civic & Cultural Progress
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o Fuels social change through persuasive speeches, campaigns, and protests.
o Preserves heritage; oral storytelling transmits history in communities lacking written records.

3 Four Main Types of Communication (With Examples)

Type Core Features Everyday Examples “Watch-Out” Points
Spoken words, vocal tone, Phone calls, classroom lectures, Overuse of fillers (“um,” “like”) can
speed, volume podcasts, radio shows dilute authority.

Body language, facial
expressions, eye contact,

Verbal (Oral)

A manager’s confident posture, a Signals differ across cultures; direct

Non-Verbal friend’s reassuring pat, cultural eye contact is respectful in some
gestures, personal space, . ;
touch greetings (namaste, handshake) places, rude in others.
Permanent, can be edited; Emails, reports, text messages, Absence of tone can cause

Written relies on vocabulary, social-media posts, handwritten misinterpretation; emojis or clear
grammar, structure notes formatting can help.

Visual Images, graphics, colors, Infographics, road signs, brand Poor.design or clutter can confuse
layout; instant impact logos, posters, data charts more than clarify.

Interplay Example
A project manager presents a quarterly report: she speaks (verbal), shows slides with charts (visual +
written), and uses purposeful gestures (non-verbal) to highlight key numbers. Effective communication
blends all four types.

4 The Communication Process in Detail

Sender / Source - The person with an idea or feeling.
Encoding - Choosing symbols: words, gestures, images.
Message - The encoded idea itself.
Channel / Medium - Pathway (face-to-face, phone, email, social media, printed book).
Receiver - Target audience who must interpret the symbols.
Decoding - Receiver translates symbols back into meaning.
Feedback - Receiver’s response (questions, facial expression, a reply email).
Noise - Any interference that distorts understanding. Noise can be:
o Physical (construction sounds, poor wifi),
o Physiological (receiver is tired or ill),
o Psychological (bias, stress),
o Semantic (jargon, ambiguous wording).
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Mini-Scenario: From Idea to Understanding

Rina, a doctor, instructs an intern to “administer 5 cc of drug X stat.” Semantic noise arises because the intern, new to the
hospital, is unclear whether “stat” means right now or within the hour. When the intern repeats, “Immediately, correct?”
Rina confirms. Feedback eliminates the ambiguity.

5 Barriers to Effective Communication & Practical Fixes

Barrier Real-World Sign Remedy
Semantic Confusion Technical jargon puzzles patients. Use plain language; define essential terms.
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Cultural Misinterpretation Social media post seen as offensive abroad.

Barrier Real-World Sign Remedy

Research audience norms; adapt symbols,
humor, idioms.

Information Overload Employeg; receive 20 long emails daily, Summarlze key points; use headings, bullet
miss a critical update. lists.

Emotional Filters Feedchk given in anger triggers Pause before speaking; focus on behavior,
defensiveness. not character.

Physical Distractions Presentation in a noisy cafeteria.

Choose quieter venue; provide printed
handouts for clarity.

6 Strategies for Mastery

1.

w

Active Listening - Consciously hear plus interpret the complete message; show attentiveness with nods and
reflection (“So you're saying...”).

. Clarity & Brevity - Short sentences, concrete words, single idea per paragraph or slide.

Empathy - Visualize the receiver’s knowledge level, emotions, and expectations before choosing words or visuals.

. Non-Verbal Alignment - Ensure facial expression, posture, and voice match the intent. Smiling while delivering

bad news creates mistrust.

. Structured Writing - Follow logical flow: introduction, body, conclusion. Headings guide readers through dense

text.

. Adaptive Medium Choice - Sensitive issues (layoff, break-up) merit face-to-face or at least a call; quick status

updates suit instant messaging.

. Feedback Loops - Invite questions (“Does that make sense?”) and confirm agreement (“Let’s recap next steps”).

7 Self-Practice Corner

. Define communication in 30 words or fewer without using “information” or “message.”
. Observe three public places (classroom, marketplace, clinic) and note at least two non-verbal cues that change

meaning in each context.
Rewrite a 100-word email into'a 50-word concise version, preserving all key facts.

. Role-play: Partner A tries to explain a complex term; Partner B acts as a novice and summarizes it back. Swap

roles.

. Noise Audit: For your last online meeting, list every barrier (digital lag, side chats) and how you might reduce

each next time.

Chapter Takeaways

Communication is shared meaning in action—a deliberate, interactive, and context-sensitive process.

It matters because it shapes who we are, how we relate, and what we achieve.

Mastery involves understanding the four modal layers (verbal, non-verbal, written, visual) and orchestrating
them for clarity and impact.

Recognizing and minimizing barriers transform conversations from potential confusion to confident collaboration.
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