
CCA-103: Communication & Soft Skills 

Assignment 

 

(1) Elaborate the process & elements of Communication in detail through suitable examples. 

Ans. Simply, we can define communication as “sharing of ideas or feelings with others.” 

Communication takes places when one person transmits information and understanding to 

another person. There is a communication when you respond or listen to someone. Movements 

of lips, the wave of hands or the wink of an eye may convey more meaning than even written or 

spoken words. The basic elements of communication process include communicator, 

communicatee, message, channel and feedback. 

- Communicator is the sender, speaker, issuer or writer, who intends to express or send out a 

message. 

- Communicatee is the receiver of the message for whom the communication is meant. The 

communicatee receives the information, order or message. 

- Message, which is also known as the subject matter of this process, i.e., the content of the 

letter, speech, order, information, idea, or suggestion. 

- Communication channel or the media through which the sender passes the information and 

understanding to the receiver. It acts as a connection between the communicator and the 

communicatee, i.e., the levels of communication or relationships that exist between different 

individuals or departments of an organization. 

- Feedback, which is essential to make communication, a successful one. It is the effect, reply 

or reaction of the information transmitted to the communicatee. 

Firstly, the communicator develops an exact idea about concepts, beliefs or data that he wants 

to convey. Then he translates the idea into words, symbols or some other form of message 

which he expects the receiver to understand. The communicator picks out an appropriate 

medium for transmitting the message. The message is then received by the communicate. The 

communicate acts upon the message as he has understood it. Finally, the effectualness of 

communication is assessed through response or feedback. If the communication brings in the 

desired changes in the actions, it is said to be successful communication. 


