
CCA-I03:Communicatio & Soft Skills. & 

Aasignent -

)Elaborate the process ard elemeos of communication in 

detail throydh suitable examples 

ns The communicaion proces describes how a essage travels 

betueen a sender and veceíveY using 

channels 
encodes 

Seoder Mesage 

Yeceives esponse 

Rom veceiver and 

Sends feedback 

lemeots of Coomunication : 

Message 

VaviOus communicatên 

recípíernt 

chanmel 
medium 

decgdes 

Receivey 

Sender :- The, perSo0 who sends an idea (or) íniornahon ta 

gives 

transmitted 

Yes ponse 
to sendey. 

tor) fñcodésg:- he wIay he ifrmation is described (ox 

translated into message 

Message- Be idea, fact (or) opinion (or) piece of ioforation 

to be shared oY 



4) Corrunicahion channel/ Medium he channel (or) the way i-

5) Receive :- Who veceives inoration 

Communication piocess, Exanple -

to shave íoformaton 

6) Decoding i- Ge nterpre-aion. ot the raessage of 

) teedback:- e RSDonse or action a veceiver takes 

atkr decoding a mesage. 

a Divya is a sales manager who uaots to ecpiest a larger 

departnent -wide budae+ or next fiscal year get her 

budget approved, she needs to go though he proper 

Comnunicaion process 

Step 1 i- Divya needs b develop ber udget idea before she 

an send it out 

Divea idertifies the key stakebobders that need to qpprove 

her budget Next, she outines key infomation she needs 

to share.to convíce her boss about her message 

he reds the exta fund to remain competitive. e 

additonal bidget, wll elícit a stong vetorn on 

investment 



Step a Priya encodes the message -

Step a- ua erncodes the mesage 
Divya Knous the eceivey ot this íntomtion, her CEO, ver ucl! 

She pre es inofenation hat velates to the big- píctue 
Organisatonal goals. ttr bos is also a veny bwy man; 

there fore, she needs to schedute a autable tine uhere he 

will not be distracted by other operational mattuy To 
Convioce hím of the impor tance oF her bdget vequest, 

she needs to provide hinn with valid statistics & data . 

Step 3: Dávya needs to select he chothoel of communicatioo 

Priya deides that the best way to get ber budget approved 

is via a face -to - face presen taton. 

Stp 4 Diya's mesage 

bead meeting 

Divya delivers her presentation a te Company's rmonthly 
taves oveY the medium 

meeting 

at 

Step 5 : Divya's CEO Yecefves ber budget vequest dusing ther 

|Step &: Divya's cEO decodes the message 

addi tionol budaet reue. 
he executives on the board ask her questons about ber 

Yeyuest hey revieuy her s tahs tias and 



discuss her pvesentation amongst hemselves 

díscuss her presentatien anongst themsel ves 

Sep 7i- Diyya's cEO povides feedback. 

AHer the pre Sentahion, Oiya looks oveY the Cominets 

made & thinkS about how she can use their ínput 

future budget propasals 


