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Types of communication

[ Types of ]
communication
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In communication with others only 30% of
the communication is verbal, and 70% is
non-verbal
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Verbal Communication

* Verbal communication is refers
to the form of communication in
which message is transmitted
verbally, communication is done
by word, mouth and a piece of
writing. Objective of every
communication is to have people
understood what we are trying
to convey.
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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, v
oice over internet. In oral
communication, communication is
influence by pitch, volume, speed and
clarity of speaking
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Oral Communication
e

- Pronunciation

-1 Self Confidence

- Concise and complete message
- Logical Sequence

~' Natural Voice

- Tone

~ Variations in the tone pattern
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Forms of Oral Communication
-, 4
- Informal face to face talk
~ Interviews
- Group Communication
- Debates
- Meetings
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- Conferences
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- Committees

~

- Speeches and Presentations
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Advantages

Disadvantages

- Immediate clarification
- Speedy

- Svitable for emergency
- Lesser formal

- Group communication

- Personal Quality

- No record

- Lengthy message

- Distortions

- Speaker’s Ineffectiveness

- Limitations of human memory



written Communication

* 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. Message, in written communication, is
influenced by the vocabulary & grammar
used, writing style, precision and clarity of
the language used.
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“I” “You”
(The Writer) (The Reader)

" Persuasive
Writing

Expressive
Writing

He, She, It, They
{The Subject Matiar)

Exploratory, Informative, and Scientific Writing

The Communication Triangle
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Written Communication

J Advantages
1.Ready Reference
2.Legal Defence
3.Promotes Uniformity
4.Mass Access

5.Suitable For Distance
Communication

6.Images Building

7.Accurate and
Unambiguous

8.Permanent In Nature

9.Facilities In Order To
Assign responsibility

10. Permits substitution and
revision.

DisAdvantages
Limited to literate world
Time consuming

Lot of paper work

Needs expertise in
expression

Lack of immediate
feedback

Costly
More man hours needed

No immediate
clarification




Difference B/w Written & Oral

- Static v/s Dynamic form

- Degree of Precision

- Speed and Spontaneity

- Appeal of Message

-l Effectiveness

- Feedback and reading the audience
- Scope of correction

- Message retention
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Mixed Communication

- Web sites

* PowerPoint presentations (spoken and
written communication)

- Performance reviews
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Tips for Using E-Nail

+ Use short subject headings.

+ Double-check to be sure that you are sending it to the correct individual(s) and not
to others, inadvertently

+ Grammar- and spell-check all messages (poorly written e-mails reflect badly on you
and your organization).

+ Proofread all messages before you execute the “send” command.
. o the use o emoticonsfke ¥, ) and -0 n busness commuricatons,

+ Send messages to a group only if everyone needs the information. Do not become a
“Spanmer,
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Tips for Using E-Mail

+ Keep the message short. Use attachments to send long documents, photos, and other
iles.

+ Don't be reactive; it is not necessary to respond to e-mails immediately.

+ Set up and use professional “signatures to identify yourself to recipients. (Include at
least your name, title, and contact information.)

+ Use the “return receipt” function if you need to confirm delivery of @ message that
you are sending.

+ Keep copies of outgoing mail, if possible, If this is not possible, send copies to yourself.

+ Set up a filing system to sort and organize your e-mail.
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How to improve speech
-, 4
~' Naturalness of Speech
-/ Posture of the body
- Control your breathing
-/ Significance of Pause and Rhythm

~ The pitch and tone
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