
CCA-103:Communication&SoftSkills

1.Elaboratetheprocess&elementsofCommunicationindetailthroughsuitable
examples.

CommunicationsProcess

Communicationsisacontinuousprocesswhichmainlyinvolvesthreeelements
viz.sender,message,andreceiver.

1.Sender

Thesenderorthecommunicatorgeneratesthemessageandconveysittothe
receiver.Heisthesourceandtheonewhostartsthecommunication

2.Message

Itistheidea,information,view,fact,feeling,etc.thatisgeneratedbythesender
andisthenintendedtobecommunicatedfurther.

3.Encoding

Themessagegeneratedbythesenderisencodedsymbolicallysuchasinthe
form ofwords,pictures,gestures,etc.beforeitisbeingconveyed.

4.Media

Itisthemannerinwhichtheencodedmessageistransmitted.Themessage
maybetransmittedorallyorinwriting.Themedium ofcommunicationincludes
telephone,internet,post,fax,e-mail,etc.Thechoiceofmedium isdecidedbythe
sender.

5.Decoding

Itistheprocessofconvertingthesymbolsencodedbythesender.After
decodingthemessageisreceivedbythereceiver.

6.Receiver

Heisthepersonwhoislastinthechainandforwhom themessagewassent
bythesender.Oncethereceiverreceivesthemessageandunderstandsitinproper
perspectiveandactsaccordingtothemessage,onlythenthepurposeof
communicationissuccessful.

7.Feedback

Oncethereceiverconfirmstothesenderthathehasreceivedthemessageand



understoodit,theprocessofcommunicationiscomplete.

8.Noise

Itreferstoanyobstructionthatiscausedbythesender,messageorreceiver
duringthe processofcommunication.Forexample,badtelephoneconnection,faulty
encoding,faultydecoding,inattentivereceiver,poorunderstandingofmessagedueto
prejudiceorinappropriategestures,etc.


