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Unit I

• Introduction

• Nature of Communication

• Importance of Communication

• Types of Communication 

• Forms of Communication

• Barriers to Communication

• Process of Communication (additional)



Introduction
• Communication is an integral part of human existence

• Success or failure of human activity is based on how we
communicate

• Communication behaviour reflects a person’s mindset,
attitude and culture

• Increases coordination and integration of people

• To maintain contact with others and make himself
understood







Definition of Communication

Allen Louis: 

“Communication is the sum of all the things, a
person does when he wants to create an
understanding in the minds of another. It involves a
systematic and continuous process of telling,
listening and understanding.”



Definition of Communication

• George R Terry:

“Communication is an exchange of facts, opinion or 
emotion by two or more persons”

• Robert Anderson:

“Communication is an interchange of thoughts,
opinion or information through speech, writing or
signs”



Nature/Features/Characteristics 
of 

Communication



1. Two Way Process



2. On Going Process



3. Goal Oriented Process



4. Dynamic Process



5. Social Process



6. Situation Dependent Process



7. Promotes Understanding of messages



8. Consist of facts, opinion, ideas, emotions etc.



9. Nurtures skills



Nurture Skills



10. Pervasive and universal





Business Communication/Business 
Correspondence

Business: any economic activity – to earn profit 

Business Communication: 
• Communication among business parties concerning the 

affairs of business- to attain a goal.
• Includes:  Oral

Written
Gestural
Upward
Downward
Horizontal
Inward
Outward
Diagonal 



Need/Importance of Effective Communication

1. Size of the enterprise



2. Increasing specialization



3. Technological Advancements



4. Harmonious Industrial Relationship



5. Better Human Relations



6.Motivating Employees



7. Promoting Relationship with Stakeholders



8. Convincing Employees for a Change



9. Face Competition



10. Personal Asset



11. Develop Corporate Image



12. Serves as Evidence 



Means of Communication

•Oral

•WrittenVerbal

•Kinesis

•Paralanguage
Non 

Verbal
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