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Principles of

COMMUNICATION
AND ITS FEATURES

Dr. Sandeep B. Agrawal
Associate Professor in English,

- Parwekar Mahavidyalaya, Parwa,
Ta- Ghatan|i Dist- Yavatmal

Is communication?
Basically, communication is a transmis-
of some information, ideas, understanding,
and sentiments from one person to
another. Itis a word which comes from the Latin
word "communis” which means common. It
means sharing of information or intelligence. All
acts of listening, Speaking, Reading, writing,
Facial expressions, bodily movements, actions,
colours, diagrams, gestures, ideas, facts, opin-
ions, information and understanding allow indi-
viduals to communicate with each other. Ay
effort to produce meaning is a form of commu-
nication. Indeed, the communication enables
human being to acquire, to exchange, to store
and process the information. So it is not one way
process but two way: In the words of Scott and
Springel “The process of involving the transmis-
sion and accurate replication of ideas, reign
forced by feedback preparing to stimulate ac-
tions to accomplish organized goals”

As far as the meaning and definitions of com-
munication is concerned, it must have certain
skills to make communication effective. Com-
munication is required for the following pur-
poses:

i) Transmission of ideas, facts and feelings.

li) Fulfilling the objectives of an organization
iii} It is needed to carry out day to day life

iv) It Is essential for management functions or
process.

Communication rmust serve s purpone.
It is, therefore, necessary for ary organization
to develop an appropriately suitable and effec
tive network of communication. For this purpone,
the following basic principles of communication
must be considered.
1. Clarity of message :
Whenever an idea s 10 be communi-

 cated, more attention should be paid to the cier-

ity and the predsion. The idea should not be
confusing or vague. It should be easiy under-
stood by people at all levels of organization. No
communication ks said to be completed and ef-
fective unless it is understood by the recetver
in the same sense with which the sender con-
veys the message.

L Consistency in Message :

Whenever 3 person wishes to commu-
nicate certain message, he must be consistent
in his message. There should not be any distur-
bance in his statement and his action, other-
wised the receiver may not be faithful in his
acceptance of the message and its execution.
The communicator must always try 1o take his
subordinates into confidence and encourage
them to follow his plans of actions.

3. Adequacy of the message :

Whatever is to be communicated should
be adequate and in all respects. In-
sufficient or inadequate statement of commu-
nication may greate misunderstanding in the
mind of receiver of the message.

4. Information :

The sender of the message or the
speaker must have a clear picture in his mind
about what he is going to communicate. WherSe
there is a proper understanding, there is effec-
tive communication. Since communication is
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U course, communicatlon 1s effective communicator, But a the same time,
rpose. It may be to inform, to  one must not ignore the other side of communi-
b persuade. It may be positiveor  cation e.g. non = verbal communication, which
or unsoclal, Sometimwes, com. {5 consclous and deliberate, non —verbal com-
By not have a purpose. ¢, g, Amad munication is instinctive and spontaneous, Non-
ng with you. He may be talking  verbal communication Is communication with-
C tﬁ;mﬂummua out the use of written or spoken words like body
e mm lmm of Informa-  movements, voice patterns, time, touch etc.
\ .r,-:mm cation also demands There Is language beyond the verbal form. The
e, . htﬂsucwvlsullhmmmtmlrm
3 ﬁmﬂmmmhr:- sive but also loaded with denotative and con-
i Thtiﬂﬂemnf intime notative meanings. It has come to be known as
i Yme. r of the mes- body language, silent language or kinesics. In
{ wmd:h ration the time fac-  non- verbal communication messages are con-
ce uﬂuhdu:m. "tti'nhe E mﬁ malnly by non-verbal methods which are
sult in fallure to achieve the uneugd' g el e L5 o

; Features of Non-Verbal
tion : 1. Al non-verbal methods of communication
i any ofganization, s necessarytopre- have im effe
- v mediate effects.

communication. 2.1t is extremely useful in $

enterprise can achieve goals. Since com- 3-ﬁllﬂmﬂ£mmmma

tion is the means to an end, itshould be  a traffic control device.

om personal prejudices. It should not be 4. 1t Is useful in conveying ideas related to Ge-

in its content but should convey the ography.

0f adopting co-operative principles of give 5, Greater amount of information can be con-

ake. The members should take to give due veyed in a very short span of time.

rtance to keep intact the communicative 6. Auditory symbols are useful for conveying
ork. : messages to the people at distant places.

; 7. Non-verbal communication method and its
Any big or small organization should capability to convey the message is limited.

e a perfect system of communication. It Types of Non-Verbal communication:

uld be flexible. So as to suit the changing 1) Kinesics: Kinesics is the stufty of body move-

quirement of the situation, it should be able  ments to judge the inner stite of emotion ex-

quickly and aptly adjust to 3 new technique  pressed through different parts of the body. Our

both working and communicating without _outward body movementé reflect the true inner

luch resistance or difficulty.  condition of mearing In an unconscious way. Our

i Informality ;- i ./ body language conveys a lot.

- The communication at all levels should  2) Body Language: It Is an important element

maintained according to formal andinformal  In the process of communication. It helps in

fontacts. It becomes more effective whencom-  classifying verbal exchange. It can emo-

municators utilize the informal organization'to  tions and feelings. Indeed body la con-

supplement the communication channel. The sists of 1) Gestures 2) Facial expréssion 3) Pos-

relationship between the speaker and the hearer t;lmﬁﬂ“mﬂmﬂ"ﬂﬂm

d or in communi- Euage: e

tﬁ:th; i ﬂ g nmmﬂﬂ;ﬁmﬁd .H&LWM

. it unication:= - and grunting. vocalization
_H““_ Verbal Communication:- N ::emmw standing and his
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