B.COM (HONS.) - UG

SEMESTER – II
SUBJECT: BUSINESS COMMUNICATION
LECTURE – 1








by SKP
Unit – III: TOOLS OF COMMUNICATION

A brief discussion on basic concepts:

Before entering into the domain of Tools of Communication, we have to have a clear understanding about some basic concepts about communication in general as well as business communication. 

COMMUNICATION: Communications is fundamental to the existence and survival of humans. It is a process of creating and sharing ideas, information, views, facts, feelings, etc. among the people to reach a common understanding. The word “Communication” has come from the Latin word “communis”, which means common. Thus, communication signifies sharing of ideas in common. The dictionary meaning of communication is to convey or exchange information and share ideas.
Communications is a continuous process which mainly involves following elements: 

· Sender

The sender or the communicator generates the message and conveys it to the receiver. He is the source and the one who starts the communication

· Message

It is the idea, information, view, fact, feeling, etc. that is generated by the sender and is then intended to be communicated further.
· Encoding

The message generated by the sender is encoded symbolically such as in the form of words, pictures, gestures, etc. before it is being conveyed.

· Media

It is the manner in which the encoded message is transmitted. The message may be transmitted orally or in writing. The medium of communication includes telephone, internet, post, fax, e-mail, and other social network etc. The choice of medium is decided by the sender.

5. Decoding

It is the process of converting the symbols encoded by the sender. After decoding the message is received by the receiver.

· Receiver

He is the person who is last in the chain and for whom the message was sent by the sender. Once the receiver receives the message and understands it in proper perspective and acts according to the message, only then the purpose of communication is successful.

· Feedback

Once the receiver confirms to the sender that he has received the message and understood it, the process of communication is complete.

· Noise

It refers to any obstruction that is caused by the sender, message or receiver during the process of communication. 
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Types of Communication:
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Off track information
Communication Skill is Job Requirement 
Some areas like personal, public relations, marketing, sales, labour relations call for exceptional communication skills. Professionals like editors, writers, teachers, advocates, researchers etc., need a highly developed ability to communicate. Executives are also expected to make speeches, prepare pamphlets, brochures, souvenirs, and give interviews to the media in order to project a favourable image of their organization. Thus the ability to communicate effectively has become a very important job requirement.
