CERTIFICATE IN COMPUTER
APPLICATION {CCA}

CCA - 103 COMMUNICATIONS AND SOFT
SKILLS

ASSIGNEMENT

NAME - SHAMBHAWI KUMARI

FATHER'S NAME - SRI SUDARSHAN KUMAR
CHOUDHARY

D.0.B - 11\03\2003
ADDRESS - CSC ACADEMY MATHURAPUR

E-MAIL -
CHOUDHARYSHIVAMA4 1 4@GMAIL.COM

CONTACT NO - 8789033089

Shambhowi Kuwari

DATE - 21\04\2021 SIGNATURE -




Eloborate  dhe

S RS process and  clemends of
- Communicakion  dn ~ detail  dhrough  suifoble
r examples. A |
(@nadllFlewent  of  mgiabion - ]

Q“ﬂdﬁx - : | - .
D ; ___Who Sends nformation. —__l
1
123 l Fle@f%g T— —F
! The piece of  Jnformation do he
_ shaved  or  chave  infoymabion  dransmidted.

- Receey - - __ .
_ who  vecelves  infovmakion £ ef — &
L_ Medium :— b :
R | The chanme] oy Ahe way iR
<haye dnfoymation . = s
1 Feedbacl *— u
Reply or  esuld (3F  can  he positive
ox nedative). K, i

0
Bracess  of  Commuyicadion :— = :
Il (BARR

D G




|
1 Shudies el o{ih: M nusfakca Jn dhe |
— lwmkplace ooe. o died vesulk _of poor
| lcommunicodion con.iean -
Type _oL.Clomunicd.imL o
i v ¥ ﬁ
- ® Based an  Communicakion. Bosed  on siyle and
Chnnlmk puIpOSE
| |
N ) ¥ ST |
Non — »\/ovhal Formal _Snfrmal
|| Verhal = == = = =
___r*Face 4y Face
r - N7l — =
| 5 Distance 1"
B W itten
I ‘Bons o Communicadion = —
&= e —
Dowoneaard G Cﬂ:mpemnc.__ 3
(ommurigation
Ug@_mri Casual
Copuunicakion e
Howdzental Luneh  Time. L4
Commuyicat] ﬁmih::r.kg_._




Emmal  Commurication :—

of anformation ,

I};_Jinyolnm Jhe

Jnstruckion,
feedback and Jddeas

'dh -LLL‘;_ —

skaff.

Transtex

’l@oruzﬁ

JD_ }Llhu IJJY]QJL_

| @ | Upooll  Commumicabin:  Communication  from
_,_suhmdxmie_ﬁ;m_supemm 4k main
Rurpose. Jn i‘mude; fc:cdback. Sy |
__T;se.uem.\_axm& ) Organjzatioral funckioning.
Hoyizandol o Lateval Comviistiontint 4% dakes
Iplace behuoeen pmfesnnnaL peer @
‘nf ‘_?eapL_hmbﬂ&— Jhe sQme. evel

hmm)'chﬁ

Farmal Vs TInfoymal  Gowwmunication -

| Formal

Tnfn‘rmgl_

e

1 Puvely  paackical Mokives |1
U=t

ffistic .

asethetic  aim

A TInvelve jnfe_lloli- 2.1 Can LQL-QPE:l'I of heayt |
Drecise_and diect | 2] dnfloted and voundabout |
14. mujﬂ:jQ' JMM &, Can_ be PQISQI}QJ. sy
| Deals cuith  facks 5.




Eg.t= Regmj > patposal , A;nnycL_ cle.

— 4

= e P.ocb&, s movel, shoyf__a.tc-rét ofe. il

._,.-.Humnn__Cammunicahm ._dakes_@lace at _ yarious

- levels ¢ - - .
. @ Fxhapersonal Level |
- @ e Tnbapessotial  lewel E & L.
> In’rm’pemnaL level | N
o tass level
- GrgaﬁzafjomLJﬁveL
° M.&mmumcdiam
M. . being and non-human  entilities. A
| Fa g Yeauy 90} dogs come  dn  ogms
wiagaing Jts dail. _ P
B ) » Inbagersonal  love) = Within  dhe  individual.
1 Mt &8:-—- Yo come __home anncycd [J{iex (o S
meeting  wilh ale baoss.
4 J
) _
e Inizlp.mn.na.l._lm].: Slmm%__aL _information -
Jod 0y maye. Pca‘[ﬂe-

- Qmmn lovel 3 d}___iakes__placr__a}_dif&m.&_

hievazchical Leyvels.

This can be  divided dndp 1—

o) ddemal b) External




el ST ; . !

_QLJM_a_CQm”mmmhm __dhat —L;ches he

vex Q- wide  geogvaphical
area, 4 s logely dmpersonal _as fmhupanb

_ o unknowl  dn each  othey. JF qequives a

mediator d dvonhym  nfaymakion.

Fr eg:— Journak, hocks, Television,  Newspaper.

) dn__an __origanizakion,  communication  flowas o diffeent
I divections, " cwhich  ave a5 follows.— |
l ‘o Vertical - N
= I a) Dawnwaord B ERu.
: | b} @ Sy
e lateral / Hovizantal |
i B SDJa%gml /_Spiral B

Downward  Flow  of  (Cemmunication : -
Y Plows  Hiom  a highex level dn an

sénmabm__xb_L_hmzl_levd s o

downceaxd  communication .

Exum'n]e - \11{111'1%:1r Peedhack an emplosm_puﬁuamnm..

B (mmﬁ Job dnstructions.
*  Oyvientation Prodramres.
>

mganimh'n nal ;ubhmﬂans*_dxm.cm-dn

The. floca  of verkical  Commumication 2~




Downward Communication

Mamjin& direddor

=

Greneral Managier

(=

s

Assistant Gieneral Manager

~z

I

Divisional/ Depavimental

Head

=z

Supervisey

<~

e
r—

Emplogess / Workexs

UpuJOYd Cammunication



Upward — Plows  of  Communication =

o | ﬁo.mHIUI'LiCO}JC'ﬁ .
Jhat  Floss  Hom Junior  lewel  Jo a highex.

level  in an _.o_vgmljzo.ﬁcna.l s called  wpwaerd

(amnnmjmﬁon, E'zgmplgz!- o (nnievance .Sgs‘tc_ﬂ].,

. ACcmplen} ond_ﬁusgesﬁon Box

o Job  Sohistackion  suy vegs.

latoral Jpiizondal  flow  of  Cemmunicadion s —

| (ommm\]mj:inn_dhd_do.km__;lam_a_t_mmc__

leyels of hiemnh%r ds an_ gydav zakion s

called lateral communicakion,  Jde. - Communication

—fhehoeon  peexs,  behoeen  managers ot  some  levels,

| Example i~ Feedback

. Su%:sﬁnns_nﬁd_ _advice. i _dwl

*  (mail ete.

e
| President ~Ir
|
[ v Y ol
| Hon VP _Sales
\ - —n
Y ¥ 3

AVP brrdiich -Be—nAV® Brodich-fle—b AVD - Product-B

|Dagonal  flow  of  Communication - L
. (ammunication  Jhod

choeen o wmanoger  Csexi iox).of _one.




deparbment  cuith dhe  emplogees L:[;m'or) oE e
lothey  deportment  Jds  called dic.gn.naL_chmunimhc@

di_ecwaﬂg_dnﬂ_nni_appmx_ an orgoniza}jmmli

chart. By = dnstance - T f,desjgn_cgixcuﬂu%:

mndnd&__n_dminlng.. anager dntexacts  cnith an

..opewﬁnns == pemsonol_ Jo etgliive about e oy
JhLH_jPﬂFOIm dheiy  dosk. _In ai]

Diagonal Communication  :-

Top ) -.nan?gr.mgn! —
\ ! A J

Wer

ard. | ward
T e W v




