T the gvocess o€ communication, 0t 1205t two 9ersons Ove veauived: Sendevr Ond
Receiver. The process of communication bQCj\n‘% when O Sendev wishes to Convey Some
dea, £acts, information or ofinion to the veceiver. The idea & conceived by the
52ndev Ond 15 QUT in SUCh tvwmS that can be conveyed.

5even wmayor elements o communication process ave: (1) sendev (1) deas () 2ncoding
4 Communication channel () veceiver (b) decoding and (M feedback.

Communication wmay be deined 05 A grocess Conteening exchanae of £acts or ideas
between pevsons holding diffevent gositions in an ovaanisation to ackieve wutual
hovwony. The Communication Process 15 dyndwmic n natuve vather than a static

?IﬁQnO\anon.

Comwmunication pvocess a5 SUCh wmust be condideved a continuous and d\{namic wniev-
action, both a?{ecﬂncj and \oQ'mc:») af€ected by wany vaviables.

() Sewndev-

The gevson who intends to convey the message with the intention of gassing
wnEormation Gnd 1deaS Yo othevs i Known 06 S8ndey or Comwmunicator.

(L) Tdeas.
AOVER TTSEMENTS:

This & the QU\DJQd‘ watter o€ the communication. This wmay be an opinion, attitude,
'?QQ\'\nc}%, VIEWS, ovdexs, ov su%eeﬂone.

) EnCod'ma'.
Since the subject watter o€ communication & theovetical and \n+an3‘\lo\e, o
Curther ?Q%’mcﬁ veauives Use of cevtain Symbols SUch AS wovdS, actionS ov gictuves



etc. Convevsion ok QUbJQC‘T watter wnto these Q\i\m\oo‘té 15 the process o€ QnCodinc:»).

(&) CommunicOtion Channel.

The gevSon who 15 intevested in COW\mUn'\CO‘anj h0S Yo Choose the chawnel <ov
QQnd'\ncﬁ the vequived in€ormation, ideas etc. This information iS5 transmitted to the
vecewey ﬂwoueﬁh cevtain channels which wmay be either Cormal or inovrmal.

(5 Receivev:

Receiver i the pevson who veceives the Mes5092 ov £or whom the 255090 15 meOnt
fov. Tt 6 the veceiver who tvies Yo undevstand the mMes509e tn the best gossible
wMOnney in achieving the desived objectives.

(6) Oecoding;:
AVER TTSEMENTS:

The gevSon who vecewes the me%aﬂe ov Sklmbo\ £vom the communicator tvies to
convext the same n Such a wWay %o thot ke WOy extvact it meanincj Yo his
COW\?\Q'\'Q UndQT9+Ond\n3.

(M Teedbvack:
teedlack & the Qrocess o€ an%u\r'mcj that the vecewey has vecewed the W\Q%ach Ond
UndevStood in the SOme $ense 06 Sendev wednt it

CommUnicator (6endev or encodev) 16 the one who wnitiates the communication
grocess. He way be an editor, a vegorter, a Cilmmaker, a teacker, a weitev, a
speakey, a \eadev ovr anqbodq who ta¥es the wmitiative to stavt a dia\oeﬁue_ Beove
one 5peakS ov wyites, the me%acﬁe & conceptualized €ivot and then encoded. An
ef€ective communication degends on the communication Skill, knowledae level, and
attitude of the communicator and how he desives to affect his veceiver. An ability
Yo think, to ovcian'\?.g ‘i'lnon)H'G quickly Ond exgvess bhiwmse € Q'G{QC*‘NQ\\' ave Some o€
the attvibutes o a cﬁooa\ Communicator. Somebody who U525 agpvopriate wovds,



sentences, tone, etc. may be called a 3ooa\ communicator. He does wot €umble, does
not look €or woedS and all that ke 5ays 6 accompanied by agpropriate 9e5tuves and
deliveved at an acceptable pace. Another elewment, which i meationed heve, s
Knowledae level. We wust be able to €ind out the Knowledae level o€ the gevsons on
a avticular topic be€ove we stavt the d\a\ocjue. Also, a PexvSon wmuStT wnever look
down Ugon the 9eople with whom he communicates. He wmust wever think that the
veceivevs ave infevior to him. The attitudes of a gevson Should be wmatuve and the
WMinimUm ve5pect due to the other pevéon wust be extended to him.

EnCod'mﬁ & the €ormulation of \mQ%aerQ wn the communicator's wind, that 6, the
Communicator not only Translates his gurgose (ideas, “k‘!nou%h‘i“’v ov in€ormation) into a
255090 but also decides on the medium Yo communicate his planned mes5090. He
WSt Choo%e the wedia (GQQGK'\V\?Y W\r'\'\"\nC} Giﬁna\'\nﬁ ov 3Q6'§‘Uvin3) that the veceiver
can compvehend well. For mnstance, an illitevate vecewer will €ail to vndevstand a
wyitten maesacje, but can undevstand it well i€ told ovally. A meseacﬁe & what a
communicator actually produces €or TansmisSion U"vincﬁ spoken ov written wovds,
9ho+03raehe, ga‘m‘nncjs, £ilms, postevs, etc. a cjvea\L deal of okill and e€Eort ©©
veavived to €ormulate a Me55092, the weaning o€ Which Should b Undevstandable
to the veceiver. Actually the puepose o€ communication 15 to nfluence the veceiver
Ond 9ot {avovable vesgonses So that agpropriote decisions can be taken. The
5UcCess o€ Communication, theve€ove, degends on whot we 5ay Ond how we say it. A
wMR55090 COn nhOnce ov distort e€€ective communication. For mstance, in an
ntevview your ntention 15 Yo impeess intevviewey, but € Jou 3'NQ ANSWEYS WhoSe
wM2aning 5 not cledr, The interviewer wmay gevceive that you ave incomgetent fov
the Jo\o.

A chavnnel i the vehicle ‘anoufﬁk which a vnQ%arﬁQ 6 cavvied $vom the communicator
Yo the veceiver. The channels o€ communication ave wany-weitten, 5poken, verbal,
non-vevrbal, mass media like TV, vadio, newspagevs, books, etc. Choocj\ncj the
ageropviate channe), one wmost suitable €or the Mes509e a5 well a5 the veceivey, i a
complicated task. Success and €ailuve of communication degends on the selection of



the r’\rﬁm‘ channel. For examgle, e JoU have gvegaved a cam?akﬁn on 'National
Ivﬁ‘QfﬁrCﬁ"\on' wWhat wedia would Jou chooSe to veach the intended audience? And evean
otev se\Qcﬂnc_z) the wmedia you have Yo decide i€ it is €easible cost wise, +a\qnc_>) wto
account the wumber of geople and the kind of people who will be exposed to Jouv
message, and cevtain other €actovs. Ac+uanq Jour intention or desive would be +to
veach ot to the warimum numbeyr o€ people but €ov e€€icient communication Jour

attempt Should be o winimize time and cost in the total information exchanae

e{Cort.

The veceiver, at the other end of the communication, 16 the vecigient of the
W\Q%O{»)Q Ond WUST 9055255 tThe Same ovientation 05 the communicator. I€ the
veceiver does wot have the ability to listen, to vead, Yo think, ke will not be able ‘o
vecewe and decode the Me550905 W the wmanner the communicator want bim to. For
e€<Cective communication, the veceiver & the wost wmportant link in the

CommuniCation process.

Oewdwﬁ S the wntevpretation o€ the meseaje ‘o\.‘ the vecewev. Ac+ua\\q, the
veceier looks €or the mQOn'\nrﬁ w the me%acﬁe, which 15 Common Yo both the

veceiver and the comwmunicator.

Feedback 6 the vesponse or ac\’-now\Qdcjaan‘% o€ veceiver to the communicator's
255090, The exchange 5 gossible only if the veceiver vesponds. Bven Throuah
€\u#+eu-in3 eyelids, ¥QiSing On eyelovow, ma\cinc3 a €ace, 0C9aniZing Q ot and OQK\V\C}
£ov explanation, the WR55000 15 Shaged and veshaged by the communicator and the
ceceiver Until The wmedning becomes cleav. Tn this way both gavticipants in
communication intevact and constantly exchange voles. Tw €ace-to-€ace
Communication The veceiver vesponds natuvally, divectly and wwmediately. This
provides the communicOtor an ogportunity to improve and make his CommunicOtion
e{{ective. Feedbock, Thus, provides an oggortunity to evaate what i vight or
Wyong about a garticvlar communication. Tt helgs to \reﬁu\a‘re the convevsation
Owmongy two o move ndividuals and Q150 SHimulates and vein€ovces an idea that is



desived Yo be communicated.

Noise iS5 an inteevuption Thot con cveeg n at any goint o€ the communication
process and wake it ineffective. Bavivonment 6 one wajor cavse that interfeves
with mMes509e veception: ke noises £vom the voadside, constant cha++er\nc3 o€
ndividuals outside the comwmunicOtion act, \o\ar'\n3 loudSpeakev, ‘GQUH‘\* TonSmiSSion,
etc. woise can occuv n other $ovrms al%o, Qoov handwvﬁ"\n@ heavy accent ov S0kt
50eech, Communication n A Qoorly lit voom, etc. n €act, these ave bavvievs to
e£€ective communication. For Smooth Ond e€€ective communication, it 1S necessavy
to eliminate or veduce woise as £av as gossible.



