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Communication

Imagine a world without communication!

• You have a brilliant idea with you but don’t possess the power of communication. You have a 
strong desire for something, but cannot express your desires.

• Life would be dull, blank and the world would not be worth living. Such is the power of 
communication.

Communication is the essence of life

• It is a necessity. 

• To express, human beings need to communicate. 

• An individual has to communicate to express his feelings, pass on information to the other human 
beings and share his thoughts and feelings.



Communication

• Communication 
• Act of giving, receiving or exchanging information, ideas and opinions so that the message is 

completely understood by both parties.



7 C's of communication

Clear
• Clear objective
• Ensuring what you’re saying is communicated clearly and with no room for misunderstanding. 
• Use simple language and focus on core points of your message
• Don’t use idioms to prevent any confusion and ambiguity

Concise
• Make it clear and to the point
• Convey your points in a succinct and concise way. 
• Short sentences are more likely to keep the attention of the listener, so try to use as little words 

as possible to communicate your message.
• Concise communication is non-repetitive, saves time, and is more comprehensible for the 

audience.



7 C's of communication

Concrete
• Specific not vague
• Precise and backed by confidence as well as the use of supporting facts and figures.

Correct
• Use suitable language for your specific message, and the best form of communication.
• Correctness also means keeping your language free of mistakes - grammatical, spelling, 

sentence construction or other inaccuracies.

Coherent
• Coherent conversation makes sense and flows logically. 
• Think carefully about the order of your points and how you can make it come across in an 

easy-to-understand way.
• It’s important to be consistent with style and content when delivering multiple forms of 

communications.



7 C's of communication

• Complete
• Make sure nothing is missing (does the message contain everything it need to address).
• Complete communication ensures the audience has all the information they need, and are able 

to easily come to the desired conclusion. 
• Example

• Providing a ‘call to action’ i.e. what you would like your audience to do after receiving 
the message?

• Hyperlinks

• Courteous
• Being polite built goodwill
• It’s important to be polite and respectful of your audience. 
• Ensure message is insightful
• Being friendly, considerate, and professional will make your communications much more 

effective. 
• Be transparent, open, and honest, and be happy to answer any questions if applicable.



Factors Affecting Communication

• Status/Role

• Cultural Differences

• Choice of Communication Channels

• Length of Communication

• Use of Language

• Disabilities

• Known or Unknown Receiver

• Individual Perceptions/Attitudes/Personalities

• Atmosphere/Noise/Distraction

• Clarity of Message

• Lack of Feedback



Theory of Communication

Theories of communication - 3 types: 

1. Theories of interpersonal communications

2. Theories of mass communication (message flow models) 

3. Theories of communication distortion 



1. Theories of Interpersonal Communications

a. Psycholinguistic Theory
• Study of the interrelation between linguistic factors and psychological aspects
• Concerned with the mechanisms by which language is processed and represented in the mind 

and brain; that is, the psychological and neurobiological factors that enable humans to acquire, 
use, comprehend, and produce language.

• Involves: language processing – reading, writing, speaking, listening and memory.
• Example

• How words on paper are turned into meaning in the mind.
• Lexical storage and retrieval – the way words are stored in our minds and used.

• Application
• Study of the relationship between language and society
• Sociolinguists are interested in how we speak differently in varying social contexts, and 

how we may also use specific functions of language to convey social meaning or aspects 
of our identity



1. Theories of Interpersonal Communications

b. Sociolinguistic Theory

• In a society, the process of communication involves both personal factors and social factors 
or social context. 

• The sociolinguistics is concerned with the relationship between variations in using language 
according to personal as well as contextual situations. 

• In the sociolinguistics, any individual using a language must count on not only his knowledge 
of language competence, but also the pragmatic use of language in relation to varying 
characteristics of communication situations within cultural contexts.

• Application

• Study how social attitudes determine what is considered appropriate language use or 
inappropriate language use in a particular setting

• Study the grammar, phonetics, vocabulary, and other aspects of various sociolects



2. Theories of mass communication

• With the advancements in information technologies, there is expansion in use of mass media in the society. 

• The social impact of mass media is gaining importance in social science especially Sociology and Social 
Psychology. 

a) Theory of Individual Differences
• The theory predicts that individual differences in personality and cognitive ability variables, in combination 

with learning experiences, lead to variability in knowledge, skills, and work habits that mediate effects of 
personality and cognitive ability on job performance.

• Varying communication behavior of a mass media audience. 
• The psychological framework of the concerned person influences any individual response to a mass media 

message.

b) Theory of Social Categories
• Group individuals based upon social information. 
• The “Big Three” are sex, race, and age, but numerous other dimensions are categorized as well, such as social 

status, occupation, and even perceptually ambiguous categories such as sexual orientation.
• Stimuli, behavior of broad social categories of people remain to be almost uniform/common to given stimulus. 
• The theory assumes that though there exists heterogeneity among people in a society, people with more or less 

similar characteristics or background are likely to exhibit similar behavior, leading to uniform response to mass 
media.



3. Theories of communication distortion 

a) Theory of communication distortion
• The first one states that larger the volume of communication, larger would be the 

communication distortion. 
• Increasing the volume of communication, increases more chances for misunderstanding, mis-

interpretation, less concentration and low priorities.

b) Theory of communication distortion in transit
• Emphasizes that messages pass through many layers in an organization. 
• Therefore, repetition and reproduction of the same message is multiplied into many which 

reduces the efficiency of communication.


