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In the first week of study, we werae s[;cill(l_ef?rning what the
typgso cgmmunlcgtlon. | learned the difference between
verbal and non-verbal communication and both.

So, the verbal com unlcatlfon is the thipgs we say. Verbal

communication is the use of sounds and words to express

yourself, especially in contrast to ysing gestures or | _

mannerisms. An example of ver a(\j commuRJcatlon |§ saying
I\z!\?\t )c/\(/)hgg someone asks you to do something you don't

w :

The four types of Verbal communication are:
1.Intrapersonal Communication

This forngI of commlunlcatl_on is xtr%mel}/ private and .

restricted to ourselyes. It |?\clu Jes the si ﬁnt conversations

we have wjth ourselves, wherein we juggle roles bﬁtwee the

sender and receiver who are processing o rthou% ts an

actﬁon% This process o cc”nmumcatlon when analysed can

; t erhte conveyed verbally to someone or stay confined as
oughts.

2. Interpersonal Communication

,ThAs form of communication takes place between two
individuals and Is thus a on -on-on%conv rsation. Here, tge
two individuals involved will swap their roles of sender an
receiver in order to communicate in a clearer manner.

3. Small Group Communication

This type of communication can taé<e|_lolace only when there
are ore_r an two people hnvolvie . Here the number o
people will be small enough to allow each parficipant tob
Interact and converse with the rest. Press conferences, board
meetings, and team meetings are examples of group
comlmumcatlon. Unless a specific issue is b_emgéilé_c?,sa?d
small group dlscussmcps c?\n ecome chaotic afd difficult to
interpret py everybady. This lag in understanding information
completely can result in miscommunication.

4. Public Communication

Tgi type of fommun'cat,ion takes place when one individual
a res]so?,s a argehgat ering of peop eH,EIectlon campaigns

and public speecheés are example of this typﬁ of .
communication. In such cases, there is usually a single sender
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inform 3t|on and several receivers who are being
resse

There are some types of Non-verbal communication:
1.Good eye contact.

Eye contactis y ur rimary tool for e;stabllshlng nonverbal

onnectjons wit ers, Price sa It communicates your
eI 0 |nvoIvement inte est an warmt When speaking to
ers |deao|y Look dlrec into their eyes at Ieast two to

’Icoerresgrs]econ efore loo |ng away or moving to the next

2.A confident handshake.

Comm llcsat ng throu,g touch is another | portant
onver a aviour, "Always p ut(}/ﬂ out to shak
e\n says. “Ac a,,°,5|c good han sha e Is one wit
u pa'Im to paIm contact

3. Effective gestures.
egesture is any physical movement that helps express an

i opinion or emotlon IVF to unctuate words

with'movemept that is natyra ivel y, urpose

spontaneous,” Price says. %enuclw yourse t tIet your
\/OI ommon istractin

motions match your ][nessa e
mannerisms suc sh h ger-paointing, fidgeting, scratc mg,
tapp),ng, aying with hair, wringing hands, and twisting 3

4, Dressmg the part.

Shalﬁespeare asserts |n Hamlet, dFor the appare\l oft
claims the man.” For men_and women, clothing speaks
vou es in thebwork place, Price say s ﬁkehsure usme?s

s not ‘business careless.’ C oose ua lity \g
ta| ore garments that convey % essiona |sm pending on
your cqrp orate culture, wear a business suit or at east a

jac et or| portant meetings an resenta]tlons especially
ith senior eade s an custome Avoi iacces,sorles
E/us patterns, tight garments a revea ng k|nes Dress
or the job you want, not the jo care

vancemen IS ou oaI conveya po she professional
presencelnt ewor ace

5. Appropriate voice tone

If your signj frﬁant other hgs eyer said to yoy, “It’s not what
aid,it’s ow you said it,” they were referring to your

para anguage r|ce explains, “Sep arate ]rom the actual
waords used, these nonverbal e ements our vmcg include
voice fone pac(ln% sing, volume, ectlon itch and
articulation. Like Tacia expressmns fo oosmgthe appropriate
para anguage IS cr|t|caIIy| port nt beca l,rse it copveys
emot|051 eaning, attitude an pact.” Consjder recording

our side o 3evera ‘convers t|onst roughout the day. Listen
o the recordings and identify what your-voice tone
communicates.

6. Giving your full attention.
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When speﬂqng with a pﬁrson point your t?]es and square
your shoulders toward them 'Pr\gedsaY IS cpnveys
attelntlvenes%and creates open anguage.” Avoid
angling your away romt em. Le nmtothe
gonversatlon ocus oure s, ears and energ hem
ese nonverbzi1 cues cIear convey you r ?ect
and appreciate t e? ortunlty to meet W|t hem a
sure.y Olér arms egs are uncrossed. Also, avoid LLtI-
tasking during t |nterac lon, Don’t c ec e-mail, loo
your p one sen a text, ck th scores, ofr, dlsengageln
any way. It shows d|5|nterest and disrespect.”

/.Posture

Post re is.critical in aklng a strong |mpre55|on How you
stan a EIS one o e important elements in how ou ﬁre
percejve y ot ne who sta? s with thelr bac
straig tan eId h| exudes con |dence .assura

? str n a]al e, converse y, someone w é)]gfs slouc ed or
acing the oor emonstrates Un ertalntyoln ifference, or
even weakness. To express frien ss and positivity
malntaln aln open posture. Stan

ith your eg h|p dlstagce
rt and

ur tOFSO expose S O pase

It your CFOSSGg arms ep your hea r ? g ax your
acial empre sion. Ac OSﬁd posture, espef y&rosse arms
CI’OSSt e chest, gIVESt e Impression or poredom or

ostility.

Non- verbalcommunlcatlorbls he thing we sa but
communicate through our y a ua e or example: Your
non- verg commtlllnlcatlon cuest e you listen, look,

mov react t rson yo ecomm nicati W|t
er,or not you care, if you’re Heln tu ¥u an
u re stenlng When o r non- ver al sig naI mat
W|t an

oure sayi ey increase tI’USt arity,
ort %1 g a’¥ tﬁey CEYH generate ten5|on Y
m|s rust, an con USIOI’\

The both verbal ang Ht n- verbal communication are
important and say erent.

e also Iear about modules of co mumTatlon which are:
annon an Weaver mother of all mode

Explanation of Shannon Weaver Model: The sender encodes
the message and sends it to the receiver through a
technological channel like telephone and telegraph. The
sender converts the message into codes understandable to
the machine. The receptor machine can also act as a decoder
in some cases.

Second one js Schram model of commuynication i a circular,
rather than linear, expe |encet atlnv?ljveds ges ?1

encqdes a ﬁssa ge, an gupl nt
sender and the récéiver hoI both roles in t emo eI T |s
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aI communlcatlon model is very different to many other

ich seeﬁ umca’qlong 3 one-way street where people’
ta e thero \ther s?]n er or, recelver By contrast,
Schramm' mo el sees the participants as both sender and
receiver of messages.

And the third one is Berlo model of Communication which
represents the process of communication in its simplest
form. The acronym SMCR stands for Sender, Message,
Channel, and Receiver. Berlo's SMCR Model of
Communication describes the different components that
form the basic process of communication.

Sender is the source of the message or the person who
originates the message. The person or source sends the
message to the receiver. The following are the factor related
to sender and is also the same in the case of receiver.

A message is the substance that is being sent by the sender
to the receiver. It might be in the form of voice, audio, text,
video or other media.

Channel is the medium used to send the message. In mass
communication and other forms of communication, technical
machines might be used as a channel like telephone,
internet, etc. But in general communication, the five senses
of a human being are the channel for the communication
flow and it affects the effectiveness of the channel.

Receiver is the person who gets the message sent in the
process. This model believes that the thinking pattern and all
other factors mentioned above must be in sync to that of the
sender for the communication to be effective. The message
might not have the same effect as intended if the receiver
and sender are not similar. The receiver must also have a


https://www.businesstopia.net/mass-communication
https://www.businesstopia.net/mass-communication
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very good listening skill. Other factors are similar to that of
the sender.

| fou bad story th shows well bad ¢ mun t n

resulrts ?\tt ;}W\YVW C. com/newsﬁteaﬁ'hn 20254

| think this bad story explain Schr m’s modeI

commBnl ation beca se In the ram gj messages
avel and forth eent esen er an t rece|ver In

E) Is way, the sender can eliver one message an then
ecomet e recelver, getting a message.

The answe r for the question ‘How COLI(d thjs have bece |
Prevented Is that NI-\S ne ded to make a "concerted effort
o improve how it dealt W|t complalnts

Here is my bad story based on bad communication.

Iam still vg)orklng for a cleanipng agency. 1) always tell my
ﬁ entst eco rodérctsceqanln sta f. This'is because |
S g\éa er Y. e mor time when I start
wor n’t ck the cle n|n cs r?]dater
mlnutes my

u
a]t JV 8[) %ssandl get'itc

client was og sed a tno |oe uip ments T is

was re or me ecau]f H( ﬁ sens t|ve and long

|me I n twork This sma mista ected me also

|nanC|aI because the medicines was expensive.

I th|nk my story e plaln the Shannon a]nd Weaver model of
com ca ion. T is IS because the annon and Weaver
Communication arguest at communi atlon can e
own into 6 key conce ts sender, enc hann
n0|se deco er, an rece|ver ater verS|on ei%)ry
Warrelr} eaver added a 7 t oncep twhl
rom a linear to cycljcal mod nt e5|tua on am
sender, my request is the encq er}; cgafn
rrHsta e”and the recelver it's that | ffecte nanC|a yand
physically

In the middle of March, we were study written
com unication. So, wrltten communication has great
canfcehln todgly usiness world. It is an |nnovat|ve

ac |V|t the mind, Ef ect|ve written com unicat |on]1
ssentla for preparin wort ¥]promot| ]pa materials or
usiness developmen ge efore r|t|Pfg

writing is more un| e an orm]a hacp speec ect|

writing involves care ul choice of words, elr org nlzatlon in

correc order| sentences rmatlon as well as cohesive

comBP ion o sentences 0, writ |n |s more valid and

relia than sp oFEI tw,gl e’speech ontaneous,

wr|t|n§ causes delay and takes time as ee back is not’

immediate.

There are advantages and disadvantages:


https://www.bbc.com/news/health-20254108?fbclid=IwAR0cq1EbmNdv_Fagu8o3NJYHU92jpbGfNMLaHmPj9cRZstB3wTYFq3j_hUU
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Advantages of written communication:

Written communicatiaon f]elp in laying do¥vn apparent .
principles, policies and rules for running of an organization.

It I!1$ a permagent_means of c_ommu_nicdation. Thus, it is useful
where record maintenance is required.

It aSSISftS in proper de,leg[atlon of [eSponS_l:BIhtle?_. While in

case of oral com _L!PICB |on,Hc|s impossible to fix and.
elegate responsibilities OE the gnroun s of speech as it can
e taken back by the speaker or'he may refuse to

acknowledge.

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

It provides ready records and references

Lega!cflefencgs can depend upon written communication as it
provides valid records.

Disadvantages of Written Communication:

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 take
time.

Effective written communicaﬂon re%u‘res great skills and
cs:%wspetenue In language and vocabulary Use. Poor writjng

and quality have a hegative impact on organization’s
reputation.

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

Thg,above can be informal/formal or for Internal/External
audiences.

Formal and informal language serve different purposes. The
tone, the choice of words and the way the words are put



BMSW4003Effective Team Working and Communication

together vary between the two styles. Formal language is less
personal than informal language. It is used when writing for
professional or academic purposes like university
assignments. Formal language does not use colloquialisms,
contractions or first-person pronouns such as ‘I’ or ‘We’.

Informal language is more casual and spontaneous. It is used
when communicating with friends or family either in writing
or in conversation. It is used when writing personal emails,
text messages and in some business correspondence. The
tone of informal language is more personal than formal
language.
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