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&
Communication Skills




Introduction


The Latin word "communis" used to derive world communication, which means normal. Therefore, contact refers to exchanging thoughts, facts, views, knowledge and understandings. It is the transfer or forwarding of some knowledge and understanding from one person to another. While the word "communication" is commonly used, there is no consensus about its meaning among communication experts. In general, it is defined as the process of exchanging information between individuals. The method uses written letters, phrases and gestures which are spoken. Communication can be described as a process of transmitting knowledge, thoughts, opinions, messages, data, ideas or emotions from one person to another, place or object. Organizational Behavior seeks to analyze the effect of communication on employee actions within organizations. The value of communication can hardly be overemphasised in any managerial method. If an organization is to work as an integrated entity, it is important for the top management to keep the managers and workers at the lower level well aware of their ultimate goals and what each individual needs to achieve towards their realization. The management takes employees into its trust by openly exchanging information, trains them for changes, prevents confusion and eliminates it if it arises at all, and makes them more informed about the company's issues and policies.


Models of Communication

Shannon and Weaver
(1948)

In 1949, a Bell Laboratory engineer and researcher named Shannon developed a mathematical theory of knowledge about signal transmission with full telephone line efficiency and minimum distortion. The qualitative and quantitative model of communication was first presented as a mathematical method underlying information theory. Shannon 's goal was to transmit signal from source to destination with minimal interference or error through transmitter and receiver across the channel. Initially, the information theory evolved to distinguish the noise from the information-carrying signals. Shannon 's information theory was later expanded and applied on Weaver for different forms of communication. Although Shannon concentrated on the engineering aspect of his theory, Weaver established the human communication-related philosophical aspects of that theory. Shannon and Weaver communications model has 7 core elements:
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· Information source selects desired message from a set of potential messages that can be a mixture of any written or spoken medium, picture or sound.
· Transmitter, also known as encoder, converts the message into the signal.
· Message is the sending and receiving thing and all contact is about that.
· Channel is the path by which the message goes from the transmitter to the receiver
· Receiver is the reverse transmitter, also known as decoder, which converts the signal back into the packet.
· Destination is the intended location for the message being transmitted.
· Noise is any undesirable additions to the transmitted signal which cause transmission distortion or error.

This diagram illustrates the cycle of contact between source and destination. The source generates a message that can be either discrete or continuous. A discrete source, based on a definition of Shannon and Weaver quoted by Lossy (1999), produces "the message, symbol by symbol. Based on the preceding choices as well as the specific symbols in question, it will choose successive symbols according to certain probabilities. Examples of discrete sources are written English or Integer data. Non-discreet sources such as music or speech called continuous, but they are often represented in a separate series of numbers. The source 's generated message is not transmitted but is converted into the signal by the transmitter and then transmitted to the receiver. It is important that the transmitter encodes the message in a form which can be transmitted through the channel-making medium. The recipient then transforms the converted message to its original and sends it to the destination.
The word information does not reflect its ordinary sense in this theory, but as Weaver (1949) points out, "information is a measure of one's freedom of choice when one selects a message." So, the knowledge associated with this situation is harmony in the situation that there are two alternatives which person must choose one of them. In other words, the principle of information is not extended to the individual messages, but to the situation as a whole, and the information of the unit means the amount of freedom of choice when selecting a message that is considered to be unit size.









Schramm
(1954)

The Osgood-Schramm communication model is described as a circular model showing that messages are going in two directions. The model has four main tenets:
(1) Communication shall be circular and not linear
(2) Communication is typically fair and cooperative
(3) Messages call for clarification
(4) There are three communication steps for this: encoding, decoding and translating.

The Osgood-Schramm interaction model is a theory of communication. This describes how we interact with each other, primarily through debate, writing and expression. This highlights four main principles:
· This is circular communication, not linear communication. The recipient will (in most instances) both receive and send messages.
· This relationship is usually equal and reciprocal
· And when you receive a message there is a lot of interpretation involved
· For all communication involves three steps: a message is encoded, decoded and interpreted.
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1. Circular Communication 
The above picture illustrates the workings of the Osgood-Schramm model. This requires circular two-person contact. Each individual is both a remitter and a receiver. And they can communicate with each other, rather than only in one direction. 

2. Communication involves Interpretation
Schramm stressed that contact is not simply the transfer of information packets from a sender to a recipient. Then, he said messages need to be interpreted to make them understandable.
However, there can be a lot of meaning lost in the course of perception. We name the information lost or misinterpreted "semantic noise" caused by "semantic barriers" Semantic barriers are simply the ideals, attitudes and context information that influence how someone is sending messages and how someone is receiving them.
The verbal noise is hopefully minimized as two-way conversation proceeds in its circular form, as the two communicators will come to common meaning and give each other more clarity about what they actually say.

3. Communication requires Encoding, Decoding and Interpreting
Encoding: If we want to send a post, we need to think about how it can be designed to get our post across. We need to think about the best things to say, and in what order to express our ideas to the recipient of the message.
Decoding: We need to decipher that when we receive a call. A message can be bundled in the form of text, picture, advertisement, voice, etc. We need to use our reading skills, listening skills, etc. when getting a message to decipher the message so it makes sense to us.
Interpreting: We can go about decoding the message now that we understand the means of communication. What does this mean for you? One individual can interpret someone else's message in a completely different way. Or they may not understand it the way the encoder does, suggesting they have misinterpreted the document.

4. Equal and Reciprocal Communication
Because both communication members are capable of encoding, decoding, and interpreting, this model treats the two conversation members as equal participants. Hence, this model works very well when interpreting a face-to - face conversation or exchange of text messages, for example, where both dialogue participants will have a back-and-forth debate.
Berlo
(1960)



This model incorporates concepts that Aristotle first expressed about communication about 2,300 years ago. It was Aristotle who discovered that if the contact is successful it is the receiver who holds the key. Berlo 's model does not provide feedback, but swaping positions, replaying the message in the opposite direction, and verifying comprehension is often useful for the source and receiver.
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· Source
All communications come with a source. This may be a person, a community or a business. It is the responsibility of the source to 'encode' the message which must be transmitted. The way she does this would be influenced by many qualities, such as her interpersonal skills; her attitude toward her audience; her awareness of the message content; her social context and culture.

· Message
To ensure that the appropriate content is contained, the source must encrypt the document. In this case 'information' means whatever is consciously and unconsciously transmitted. For example, the elements of the communication may include voice, body language, and slides used in combination during a presentation.
Communication care can be severe or light-hearted, formal or informal and must be compatible with how the sender wishes the message to be perceived by the recipient.


· Channel
The outlets of Berlo specifically appeal to the five senses and point out that the ability to communicate a meaning is not just about the words that we hear. Communication in the P3 setting never has a chance to involve touch, smell , and taste, and will instead concentrate on hearing (usually seen as associated with reading) and seeing. Throughout the digital world, listening and seeing can be converted into platforms that include presentations, e-mails, video conferencing, newsletters, podcasts, etc. This modern twist doesn't alter the reality that the receiver's ability to interpret the message correctly depends on selecting the right medium.


· Receiver
The receiver is the individual, group or organization which is the message's intended recipient. They will decode it, and the factors that affect it are identical to those that affect the source 's original encoding.














Communication Skills

Verbal Communication

Verbal contact takes place directly between the organizations' superiors and juniors and between farmers and field extension functionaries, which is also referred to as face-to - face contact. It takes the form of interviews, a public address, verbal debates, telephone calls, telecommunications and other electronic media, such as speeches and instructions on audiovisual aids, meetings and conferences , seminars, social get-together, training courses, public address systems, exhibits, exhibitions, counselling etc.
Verbal communication enjoys certain merits:
· It is the least time consuming, is more direct, simple and the least expensive.
· It is more communicative and effective and aids in avoiding delays, red-tape and
formalities.
· It generates a friendly and co-operative spirit.
· It provides an immediate feedback, as questions can be put and answers obtained about the information transmitted
· Since every information cannot be put into writing, most of it is conveyed by means of oral instructions, mutual discussions and telephonic conversations.

However, verbal communication has certain demerits. These are:
· Lengthy, distant and important information cannot be effectively conveyed verbally
· Verbal talks may often be distorted if there is some cause of indifference between the receiver and the sender.
· It is inadequate where permanency and uniformity of form are required.
· Due to various communication gaps, as a result of status and other physical or personal barriers communication is incomplete.
· The spoken words can be more easily misunderstood than the written words.
· It presupposes expertise in the art of effective speaking.



Non-Verbal Communication

Often, a meaning may be conveyed without the help of words. Nonverbal Communication transmits without the use of words. This is characterized as non-word human responses such as facial expressions and gestures, as well as the perceived environmental characteristics from which human verbal and nonverbal messages are transmitted. Often known as "silent language" is nonverbal communication, which includes the use of signals, gestures, voice patterns, facial expressions and the spatial interaction between the sender and the recipient to communicate a message. For examples, a smile, a look, a gaze or a frown convey different meanings. 

The components of Non-Verbal Communication are:
· Kinesics is the interpretation of body language such as facial expressions and gestures
· Proxemics is the technical term for the personal space aspect of body language.
· Oculesics: It is the study of the role of eye contact in non-verbal communication.
· Chronemics: is the study of the use of time in nonverbal Communication.
· Haptics refers to the study of touching. There is six different kinds of touch. 
· Paralinguistics: It is the study of variations in pitch, speed, volume, and pauses to convey meaning.
· Paralanguage refers to the non-verbal elements of communication used to modify meaning and convey emotion.













Listening


Listening helps in the following ways:
 Building trust
 Establishing Credibility
 Gaining Support
 Getting things done
 Collecting Information
 Exchange
 Reflecting
 Demonstrate respect


Types of listening
Here are six types of listening, starting with basic discrimination of sounds and
ending in deep communication. 

1. Discriminative listening
Discriminative listening is the most basic form of listening which identifies the difference between different sounds. If you can't understand differences, then you can't make sense of the context that those differences convey.
We learn early to differentiate between sounds within our own language, and later can not distinguish between other language phonemes. This is one reason why it is difficult for a person from one country to speak another language completely, because they are unable to discern the subtle sounds that are needed in that language. Listening is both a visual and an auditive operation, because we interact a lot in the language of the body. Therefore, we do need to be able to differentiate between muscle and skeletal movements which mean differing meanings.

2. Comprehension listening
Beyond distinguishing between various sounds and sights, the next step is to make sense of them. Knowing the context requires first getting a lexicon of words at our disposal and also all grammar and syntax rules that we can understand what others are saying.


3. Critical listening
Critical listening is listening to analyze and decide, forming an opinion about what's being said. Judgment requires the determination of strengths and shortcomings, the consent and agreement. This method of listening involves tremendous cognitive effort in real time as the listener analyzes what is being said, comparing it to current information and laws, while listening to the speaker 's ongoing words simultaneously.

4. Biased listening
Selective listening occurs when the person just hears what they want to hear, usually misinterpreting what the other person says based on their assumptions and other prejudices. These selective listening is also necessarily rather evaluative.

5. Evaluative listening
We make assumptions in evaluative listening, or critical hearing, on what the other person is doing. We 're trying to determine the reality of what's said. We also assess what they say against our beliefs, judging them as good or evil, dignified or unworthy.

6. Appreciative listening
We are finding other knowledge in appreciative listening and can understand, for example, what helps to fulfill our needs and goals. If we listen to good music , poetry or maybe even the moving words of a great leader we use appreciative listening.



Conclusion


Communication, in my opinion, is not just words, it is a combination of tone and body language. You should use your voice tone and body language effectively to get your message across. This is also recommended that eye to eye contact should be established whenever possible, rather than other types of indirect communication.
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