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What is it?
What comes to your mind when you hear the

word « communication »?

This may also impact how they give meaning to
« communication »?

Consediring to the etymologocal definition or
the original of the word.



The English word ‘communication” has been
derived from the Latin word, ‘Communicare’ which
means to impart or participate or to transmit. The
word ‘Communicare’ is derived from the root
‘Communis’ which means to make "Common” or
to share with someone In communication.

This emphasizes the importance of sharing
common information ideas and messages, it is not
merely issuing orders and instructions.



So what is communication?.

We could spend all day defining the word and still
it would never be enough since communication is
very broad in its sense.

Truly defined communication in a way that all
people understand, we must define all the things
that make up affect and effect communication.



Various definitions for the word were given by
communication experts, this mainly because there
had been lots of theories that have been proposed
to descibe predict and understand the behaviors

and phenomena of wich communication exists.

Differnt individuals define communication in

different ways depending on how they feel about it.
Since every person understands the world

differentely based on their own point of view.
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Some of these definitions of communication are
given below:

1- Communication is the intercourse by words,
letters or messages. -Fred G.Meyer.

2- Communication is an exchange of facts,
ideas, opinions or emotions by two or more
persons. - W.H. Newman and C.F. Sumer Jr..
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3- Communication is the process by wich
information is transmitted between individuals or
organizations so that an understanding response
results. Peter Little.

4- The transfer of information from one person
to another, irrespective of whether or not it elicits
confidence. Harold Koontz & Cyril O. Donell.
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9- Communication is an interchange of
thoughts, opinions, or information through speech,
writing or signs. Robert Anderson

6- Communication is any behaviour that results
in an exchange of meaning. American Marketing
Association

/-Communication is the transfer of
information from one person to another person. It
IS @ way of reaching others by transmitting ideas,
facts, thoughts, feeling and values. Keith Davis.
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8-Communication may be broadly defined as
the process of meaningful interaction among
human beings, more specifically, it is the process
by which meanings are perceived and

understanding is reached among human beings.
D.E. McFarlad.
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9- Communication is a process of sharing and
conveying messages or information from one
preson to another within and across channels,
contexts, media, and cultures(Steven McCornack 2014).

10- Communication means to inform, to tell, to
show, or to spread information. Thus, it may be
interpreted as an interchange of thought or

information to bring about understanding and
confidence for good industrial relations.
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11- Communication can broadly be defined as
the exchange ideas, messages and information
between two or more persons. But we all know
that communication is not just the mere transfer
of messages from one person to another.

goes beyond that for there should be mutual
understanding between the persons involved.
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12- Communication is the act of transeferring
information from one person to another person or
a group. Communication Involves at least one
sender, a message, and a receiver; but
communication is more than just a transmission of
information. It requires success in transmitting or
sending a message.
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13- Communication is an effective part of the
world. Basically, the process of communication is an
effective part that’s very important for us. It is a
part of sharing and creating different ideas, views,
feelings, informations etc. among the people to
build up a good relationship.
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14- Communication happnes in our daily
conversations with people around us, however it is
important to note that wunless a common
understanding results from transmission the
information there is no communication.

_ P
’ . Exchange of/-

\ Information
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NATURE AND ELEMENTS OF
COMMUNICATION



Nature Of Communication

o Communication is a process(doing things in order)
o Communication is systemic( as system)

o Communication occurs between two or more
people.

o Communication can be expressed through
words, actions, or both at the same time.



Nature Of Communication

o Communication is proactive

o Meaning in communication is indivudally
construed.

o Communication has ethical implication

o Communication is irreversible



Nature Of Communication

o Communication is integrated into all part of
our lives

o Communication meets needs

o Communication is guided by culture &
context

o communication is learned



FUNCTIONS OF COMMUNICATION

The major functions of communication within
a group or organization. These are:

1. Regulating or Controlling — to comply with or
control behavior of the speaker or listener.

2. Information — to disseminate information



3. Motivating or Persuading (Motivation):
encouraging people or influencing someone with
yvour thought process. It is highly effective in
business management as well, as managers and
leaders have to have the strong communication
skills themselves to motivate their teams.

4- Reducing Misunderstanding- to reducing
confusion, conflict, and controversie.



5- Decision/Choice Making:

Communication is the backbone of effective
decision-making processes in personal as well as
professional lives. From management to leaders to
lower-level employees, all use communication

practices to participate in the decision-making
process.



6- Social Interaction(Emotional Expression):

With the help of this function of interpersonal
communication, social relationships build. Social
interaction is used for forming bonds, relations,
intimacy, or relations. It also helps in creating
relationships with internal and external parties of

an organization like employees, leaders, suppliers,
investors, customers, etc(etcetera).



Importance of communication

1- Acts as \ 2- Helps in
a basis of smooth working
coordination ~ of an entrepris

5- Promotes 6- Establishes
cooperation & effective
industerial peace leadership
7- Boosts moral& 8- Helps in 9- Helps in
& provides training & maintain public
motivation ~  development relations




Elements Of Communication

1- Speaker:

The source of
information or
message




Elements Of Communication
o It is also known as the sender or the source.
o Both participants alternate as speaker

o Choose his/her purpose

o Decides how to deliver it




2- Message:

It is the transformation of ideas into
purpose and intents into a code and
asystematic set of symbols.

The information, idea or thoughts conveyed
by the speaker in words and in actions

The message to be sent is bazed on:

oW
oW

HY the speaker wants to say it

HAT the speaker wants to say

o HOW the speaker wants to say it

= = ®
o oO®



ion/ haviour /
3- Encoding: | I [

What | understand
The process of converting
1 - The Channel:
the. message into words, /¢ e D
actions or other forms that b
- wdeo etc

the speaker understands

The messenger

The recipient

- Thinking before you speak ‘“'e““°’“‘*°°"e'"°°"‘m°”
i Encoding / Decoding
- What am | going to say?
- How am | going to say it?
- How am | going to send
this message?




4- Channel:

The medium or the means,
such as presonal or non-
personal, verbal or nonverbal,
in speaker understands.

- Ears (Audible)
- Eyes(Visual)

- Skin(Tactile)

- Mouth(Taste)

- Nose(Olfactory)




5- Decoding:

The process of interpreting
the encoded message of the
speaker by the receiver(=
recipient, listner, audience,
decoder)

6- Receiver:

The recepient of the
message or someone who
decodes the message.

Communication Process

For successful transmission of information, communication process is essential and
should always be considered especially in business discussion.

Information/ Behavior/
Input Output
Whatl
mean
=

What |
understand.

THE
CHANNEL

VeIVl Speaking DECODING
Writing
Graphics
Videos
etc.

SENDER

RECEIVER




7- Feedback:

The reaction, responses or information

BACK

3

o

r & ®

provided by the receiver. ®xag— "
e Positive feedback: confirms the source that the intended effect of the message was
1 achieved and tells the source that everythings is going in the desired way.

* Negative feedback: informs that the message was not realized

v e Immediate feedback MESSAGE

e Delayed feedback . /N .
e Simple feedback Ci)mmunication

e Complex feedback
FEEpBACY

4 e Profits feedback Sender Reciever
e Losses feedback

3




8- Context :

Refers to the circumstances (conditions) interrelated,
background, or setting of communication which affect how
peopleprovide and understand meaning to a particular event
or text.

Examples:
1- Historical Context 6- Economic Context
2- Cultural Context 7- Literary Context
3- Social Context 8- Educational Context
4- Physical Context 9- Psychological Context

5- Political Context 10- Technological Context



9- Noise/Barrier:

The factors that affect the flow of communication or is any
barrier to communication which results to loss the meaning

Communication Barrier

during the transmission . o —
~339, SE 4 X S S B




——

‘Personal  Gender
B: ~ Barriers

Barriers

~ Emotional
~ Barriers

Physical
‘Barriers Language
Barriers
Inattention
Cultural  Barriers
Barriers

e

Semantic Sopiation)
Barriers  garriers



Types of Noise in Communication

l 1
Physical
Noise

: !
[

ﬂ 7

= B |E |
Organizational

Technical
Noise

|Physio|ogical| Psychological || Semantic
1 Noise Noise NOise

v

| :
Environment | | Physical Personal Different Organizational
Sounds weaknesses & Noise . Structure
sickness Meaning
| . Org.
Headaches Syntactical . .
Raining Sounds Barrier Hierarchical
Deafness
Thunderstorme | i Hunger, Structure
Blindness i i Jargon Word .
Barkine Dogs Fatigue, Belief, . . Information
g vog Talking fast | | sensitive | Mispronunciation
Sounds Ifrom o slow enI::ell;l?onsues- Special Word Overload,
Farms, Lights : - ; o~ Grammatical Lack of
Vichles, plans, High or low inancial Crisis Wrong Employees
Temperature :
np Sentences Skills
in room

Technological

Error

Faulty
Equipment
Like
Microphone
& Web
Cameras,
Slow
Conectivity,
Down Servers




Types of noise in communication

Physical noise

Disruptions caused by external factors
like background noise, typos etc.

Psychological noise

Internal factors affecting message
perception like stress, preconceptions, etc.

Effect: Reduces communication
effectiveness by distracting the sender
and receiver.

Effect: Leads to misinterpretation or
overlooking critical information.

Semantic noise

Disconnect between the meaning
of words or phrases, such as technical
jargon and cultural differences.

Organizational noise

Issues arising from organizational structure
or culture like hierarchical barriers.

Effect: Confuses employees and leads

Effect: Causes confusion and lack . < ‘
to inefficiencies.

of understanding.

Physiological noise

Biological factors impacting message
reception, like iliness or fatigue.

Environmental noise

External environmental factors
affecting communication like weather
conditions, office layout, etc.

Effect: Impairs the ability to receive
or interpret messages.

Effect: Disrupts the flow of information.

Technical noise

Issues with communication technology
like call drops or poor audio quality.

Effect: Disrupts communication flow
and causes inefficiencies.




Barriers to communication

different political
Views
boring nlt‘.Sh‘i@

Message _>[ RECEIVER I
l disability )
@d o dlal(@ un\-\'illingncss o
listen
éoliunal state
verbal message

differs from
non verbal

volume of voice

Clorgor

(ﬂ’en‘.nt religions
@ of interest

ace difference
lack of kno“'lcdgu a8
about message
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The Communication Process

NOISE
| Perceptual
| filters, poor
tention

TRANSMISSION:

1- | actually send, deliver, or
transfer message using a
2-Medium or channel such as a
eport, or image, or speech, and
non-verbal behaviour

NOISE
Physical
noise —

airplane,
traffic




The communication process used by the mass media

A diagram of the mass communication process

-

Noise/
. Barrier
: : Receiver
Sender Message : i
encodes - - | (unknown masses)

...........

Each receiver
decodes

------------------------

Code

Medium:
e.g. TV, SMS,
radio, poster

Feedback

Response to the message is often delayed




{

’Sender_

1. Context
2. Sender
3. Encoding
4. Message
5. Channel
6. Decoding
7. Receiver
8. Feedback
9. Nolse

%

“ﬁFéedback

. . |
1 Recelver







Types of Communication




On the basis of (channel)
Expression/Method/Media

On the basis of

Flow of information(Direction)

On the basis of

Organizational (Structure )Relationship

™

Formal Informal
Communication Communication

Horizontal
Communication

Vertical
Communication

Corsswise
Communication

L s,

o

Audio Method

Gesture

Passive Communication

Visual Communication

Communication through Action

Audio Visual Communication




veeef e . TYpeEs of Communication

Listnenig
Communication

Active listening
the key to all
effective
Communications

Visual

Communication

Image

Info graphic

Video

—
—
—
—

Visual
presentation




Types of communication
| |

On the basis of On the basis of On the basis of
Expression/Method/Media Flow of information Organisational Relationship
|
| |
Formal Informal
Communication || Communication
| I
Horizontal Vertical Crosswise
Communication ||Communication | |Communication

Upward Downward
ommunication| Communication
| |
Verbal Non-Verbal
Communication Communication
1
| | | | |
Oral Written Visual Audio Audio Visul
Communication || Communication | |Communication Method Communication
| 1 |
Gesture Passive Communication
Communication Communication Through Action

PBusiness Communication (Uticles



Objectives of
Communication(Need/
Purpose)




Inform Appreciation Demand Negotiation
Instructions Education and Training Raising Morale Complaints, Grievances
Persuasion Request, beseech, solicit Warning Counselling
Suggestion Motivation Appeal Exchange of Information
Orders Application Representation Discussion
Co-ordination Conflict resolution Problem solving Social g;lgpe()fftional
Advice, Tip supplying enquiring receiving information







Objectives of Communication: - 1. Information — enquiring,
supplying or receiving information 2. Advice — 3. Suggestion 4. Order
5. Motivation 6. Persuasion 7. Warning 8. Negotiation 9. Education

Objectives of Downward Communication: -1.Instructions
2. Orders 3. Education and Training 4. On-the-job Training
5. Motivation 6. Raising Morale 7. Counselling 8. Advice
9. Persuasion 10. Warning  11. Appreciation

Objectives of Upward Communication: — 1. Request
2. Application 3. Appeal 4.Demand 5. Representation
6. Complaints 7. Suggestion

Objectives of Horizontal or Lateral Communication: -
1. Exchange of Information 2. Requests 3. Discussion

4. Co-ordination 5. Conflict resolution 6. Problem solving 7.
Advice 8. Social and emotional support



Communication Models

Communication models: refer to the conceptual
frameworks or theories that explain the way of human
communication. It also represents the entire communication
process between the sender and the receiver. The
communication model tries to answer the 5Ws and 1H
guestions regarding the communication process; for example,
what 1s communication? who 1Is Involved In this process?
when does It happen? where does it take place? why does It
occur? and finally, how does the communication happen?




The evolution of human communication

The evolution of human communication can be broadly
categorized into four distinct eras, each marked by significant
advancements and shifts in communication technologies and

practices. They are,
1- Oral Era

2- Written Era
3-Print Era

4- Digital Era



Communication Models

Furthermore, communication moaels explain the elements of the
communication process, for example, context, sender, receiver,
encoding, decoding, channel, message, feedback, and noise. These
are the components of communication that describe the entire process
of communication. However, some communication moaels do not have
all these elements or features. For example, the linear moadel of
communication does not have feedback. The communication model
also explains the factors that prevent effective communication, known
as barriers or noise. Communication barriers or communication noises
bar effective communication processes.



Three Types of Communication Models are:

1. Linear model
1.1 Aristotle’s Model
1.2 Lasswell’s Model
1.3 Shannon-Weaver’s Model
1.4 Berlo’s S-M-C-R Models of Communication

2. The interactive model of communication

2.1- Two-Step Flow of Communication Model
2.2 Osgood-Schramm Model
2.3 Westley and Maclean Model

3. The Transactional model of communication

3.1 Eugene White's Model of Communication
3.2 Barnlund’s transactional model

3.3 Dance’s Helical Model



1. Linear Models of Communication

The linear communication model Is a one-way
Interaction where feedback 1Is not present. Linear IS the
primary communication model, whereas the transactional
model Is formed based on the linear model. The sender
communicates with the receiver without receiving feedback. It
also represents the one-way process of communication.

Many scholars have established linear communication models,
such as Aristotle's, Shannon-Weaver's, Lasswell's, and Berlo's SMCR

Model of Communication.



4

L_inear Communication Models Year
1- Aristotle Model of Communication 300 B.C
2- Lasswell's Model of Communication. 1948
3- Shannon-Weaver Model of
L 1949
Communication.
4- Berlo's SMCR Model of Communication | 1960




2. Interactive Models of Communication:

The interactive communication model refers to the two-
way method of communication with feedback. However,
feedback is not simultaneous, providing slow and indirect
feedback. Sometimes, the communication can be linear if
receivers do not reply to senders. The interactive model of
communication indicates mediated and internet-based
communication.

Many scholars have established Interactive communication
models, such as Osgood-Schramm, Westley, and Maclean's



>

I!teractive Communication Models Year

1- Two-Step Flow of Communication Model | 1944

2- Osgood-Schramm Model of Communication | 1954

3- Westley and Maclean's Model of Communication| 1957




2. Transactional Models of Communication:

The transitional communication model seems like a two-way
communication process with immediate feedback. Simultaneous
feedback is the essential component of the transitional models of
communication. So, the communication process will not become
transactional without feedback. The feedback is direct and very fast.
The receiver is compelled to provide instant feedback. The major
difference between the interactive and transactional models is indirect
and direct feedback.

Many scholars have established Transactional communication models,

such as Wilbur Schramm's model of communication, Barnlund's transactional model of
communication, Dance's Helical model of communication, and Eugene White's
communication model.



—)

Transactional Communication Models | Year

1- Eugene White's Model of Communication |1960

2- Dance's Helical Model of Communication |1967

3- Barnlund's Transactional Model 1970




1- Linear Models of Communication

1.1. Aristotle's Model of Communication

1-ARISTOTLE (384-322 B.C.) was a
Grek philosopher and writer born
in Stagira, Northen Greece. He was
also the teacher of Alexeder the
Great. He studies physics, logic,
mathematics, etc.

B.C.= Before Christ
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Aristotle Model of ;’
Communication




ARISTOTLE'S MODEL OF
COMMUNICATION.

Occasion

600

Speaker Message Audience Effect



Aristotle Model of Communication

(RO Audlence »

[ Speaker IS
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Focus on Persuasion

Three persuasive techniques were distinguished by Aristotle as
being necessary for effective communication.

*Ethos: Ethos refers to the speaker's ethical appeal. The reliability
or credibility of the speaker.

*To persuade the audience, the speaker must first demonstrate
credibility and authority on the issue.

Pathos: The emotional appeal that a message holds. The
speaker uses emotions to connect with the audience and make the
message more compelling.

*L0gos: The logical appeal, argument or reasoning presented in the
message. To persuade the audience, the message should be supported
by facts, logic, and reasoning.



https://www.amnasadaf.com/effective-communication-essentials

For example, a political leader (speaker/sender) delivers a
speech to persuade voters to vote for him. The political leader
IS the most crucial person who provides the message or
Information. The speech Is the leader's message to influence the
voters to vote for him. The election Is the occasion, and the
speech or message of the speaker differs based on the event.
Political leaders might not deliver the same kind of speech
before and after the election. Finally, the effect refers to the
level of motivation of the voters, whether they are motivated
to vote for him or not.
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Corporate Presentation

A company presents a proposal to potential
iInvestors. The company’'s CEO establishes credibility
by showcasing the company’s track record and
expertise in the Industry. Emotional appeal is
integrated by  highlighting the company’s
commitment to innovation and positive societal
iImpact. Logical arguments are provided through
financial projections, market analysis, and the
potential for growth.
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Motivational Speech

A motivational speaker addresses a group of
students. The speaker establishes credibility by
sharing their personal journey of overcoming
challenges. They wuse emotional appeal by
recounting Inspirational stories and encouraging
the audience to believe In themselves. Logical
arguments are presented through practical steps
and strategies for achieving success.



Advertising Campaign

An advertisement for a new smartphone
emphasizes the credibility of the brand by
showcasing its reputation for quality. The ad
uses emotional appeal by depicting scenes of
people enjoying the phone's features and
benefits. It also employs logical reasoning by
highlighting the phone’s specifications and
technological advancements.



Debate Competition

Two debaters argue for and against a
specific motion. Each debater builds credibility
by demonstrating their knowledge of the
subject matter. Emotional appeal Is used to
evoke empathy for the potential consequences
of their opponent’s stance. Logical reasoning is
presented through well-researched arguments,
statistics, and counterarguments.



2- Lasswell's Model of Communication.

1948




About

Harold Dwight Lasswell was an American political scientist
and communications theorist. He earned his bachelor's degree In
philosophy and economics and his Ph.D. from the University of
Chicago. He was a professor of law at Yale University.

Born: February 13, 1902, lllinois, United States

Died: December 18, 1978 (age 76 years),

New York, New York, United States

Discipline: Political science, communications theory
Notable ideas: Lasswell's model of communication,
content analysis, garrison state, political psychology,
policy sciences
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2- Lasswell's Model of Communication. 1948

Like aristottelian model. Laswell's representation
of communication is a process which involves

transmission of information from one person to
another.

An important component of Laswell's model is the
inclusion of channel.

It was Initially published in 1948 and analyzes
communication In terms of five basic questions:

"Who?", "Says What?", "In What Channel?", "To
Whom?", and "With What Effect?".




{ Lasswell's Model of Communication (1948) J

{ Linear Model of Communication ]
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3- Shannon-Weaver Model of Communication. 1949

Claude Elwood Shannon
(1916-2001)

3 ava Bron

Claude Elwood Shannon Warren Weaver
1916-2001 1894-1978

Warren Weaver
(1894-1978)




3- Shannon-Weaver Model of Communication.

1949

American mathematician Claude Elwood Shannon and
scientist Warren Weaver introduced a linear communication model
in 1949 in the article THE MATHEMATICAL THEORY OF
COMMUNICATION. Initially, they proposed this mathematical

model to describe the signal-transmitting system and enhance

telephone communication by minimizing noise.




Shannon and Weaver introduced the linear communication
model with six elements: information source, transmitter,
channel, receiver, destination, and noise source. The authors did
not add feedback to this model in 1949; therefore, it is a linear
communication model. However, later the feedback was included

by Norbert Wiener in 1950.
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4- Berlo's SMCR Model of Communication

David Kenneth Berlo was an American
communications theorist. He taught at Michigan
State University and later served as president of
lllinois State University.

Born: 1929, St. Louis, Missouri, United States
Died: February 23, 1996 (age 67 years), St.
Petersburg, Florida, United States

Books:
The Process of Communication: An Introduction

to Theory and Practice, Communication and
Behavior
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Model of

Transactional Model

Transactional

— Type of Model Brief Description
Communication P P
. , : Aristotle argues that we should look at five elements of a communication event to analyze
Aristotle’s Model Linear . . .
how best to communicate: speaker, speech, occasion, target audience and effect.
, . Lasswell’s model is a basic framework for analyzing one-way communication by asking five
Lasswell’s Model Linear . . . .
questions: Who, said what, through which channel, to whom, with what effects?
Shannon-Weaver Linear The Shannon-Weaver model is the first to highlight the role of ‘noise’ in communication,
Model which can disrupt or alter a message between sender and receiver.
Berlo’s S-M-C-R Linear Berlo’s S-M-C-R model explains communication in four steps: Source, Message, Channel,
Model and Receiver.
Osgood-Schramm Interactive The Osgood-Schramm model looks at reciprocal communication, showing how we have to
Model encode, decode, and interpret information in real-time during a conversation.
Westley and Maclean Interactive The Westley and Maclean model shows that our communication is influenced by
| Model environmental, cultural and personal factors.
Barnlund’s Barnlund’s Transactional Model of Communication highlights the role of private and

public cues that impact our messages.

Dance’s Helical Model

Transactional

Dance’s Helical Model sees communication as a circular process that gets more
and more complex as communication occurs, which can be represented by a
helical spiral.
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Westley and MacLean’s Model of Communication

was suggested by Bruce MODELO DE
Malcolm S. MacLean Jr. (1913-
2001) in 1957. This model was
an adaptation from Newcomb's
model of communication, which
talked about co-orientation for
simultaneous orientation in a two

. : FUNDAMENTOS DE
way commuhnication. It also LA COMUNICACION
consisted of some concepts from

Lewin’s model.

Malcolm S, MacLean
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The major components in the communication process for the model are

Source (A) — Source is the message creator and sender.

Environment (X) — Environment is the physical and psychological situation where the message is
being created and sent.

Sensory experience (X1...) — Sensory experience is the first thing that the source sees by which the
source gets the idea for the formation of the message.

Objects of Orientation (X1, X2,...) — Objects of orientation is the person’s social and cultural reality
that has formed from his/her past experiences and teachings.

Message Interpretation or Coding (X') — Message is interpreted with the objects of orientation of the
receiver of the message.

Receiver (B) — The person who gets the message sent by the source and the person who interprets
according to his/ner objects of orientation.

Object of Orientation of Receiver (X, b) — The views and ideas of the receiver or his/her social reality
IS his/her object of orientation. That is how the receiver interprets the message.

Feedback (f) — The receiver forms another message after interpreting the message and sends it back
to the sender. It is known as feedback.

Gatekeeper (C) — Gatekeepers are found in mass communication. The gatekeeper is the editor who
filters the message as per the needs of the audience and media institution.



https://www.businesstopia.net/mass-communication/gatekeeping-theory
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Example of Westley and MaclLean’s Model of Communication

A person ‘A’ Is going to a meeting. Thunderstorms ‘X1’ and heavy rains
'X2' start. The roads ‘X3 are all blocked. ‘A" will have to convey the
message to the people who are conducting the meeting that he/she will not
e reaching on time. ‘A’ can inform all others through phone.

Here, the message is conceived from the environmental message through
the person’s sensory experience. The object of orientation of the person
makes him call others because he thinks that reaching late is impolite.
Sender ‘A’ creates the message as a courteous request.

The message is coded in a language form and is sent to the receiver ‘B’.
‘B’ interprets according to his/her own object of orientation like the receiver
can still find reaching late to a meeting rude. The feedback is given
accordingly.



2-Similarly, in mass communication, ‘A " sends a
message to ‘C’ who Is the editor. ‘C’ acts as a gatekeeper
and publishes the news after proper editing. There might
be readers’ ‘B’ replies to which are in the form of letters or
directly face to face. The process of letter reaching the
writer takes a long time whereas direct review reaches
fast.

In a website, there are many writers. They write and send
the articles to get them published. But the editor chooses
the articles that are relevant. The comment box Is the
place where the audience can give feedback.



Here,

1.X1 Is any article

2.X2 IS the audience comments

3.X3 Is the website

4.1 1s feedback

5.A IS writers

6.B Is the audience

C is the gatekeeper or the edit (4/sdl s ls)



So,

. there Is a feedback loop between Audience (B) and the Editor
(C) after sending the article for publishing, which is known as
“fBC”".

. There Is a feedback loop between Editor (C) and Writer (A)
giving response to the writers, which is known as “fCA".

. There Is another feedback loop between Audience (B) and the
Writers (A) in the comments, which is known as “fBA”.

The message received from the environment can be
accidental or abrupt, so might not be intentional. So, the signals
can be received anytime and message Is formed anytime.
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«Ferdinand Saussure, considered as
the Father of Modem Synchronse
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* The linear, conduit model

» The circular, diglogic model

» 1he feedback. iInteraction
model

* The self-requiatory model

« The linear model focuses on the

CONAdu ar channal

* The circular or dialogic madel gives a

More role for the recoiver.

« The feedback or imeraction moded

ines o thenk of messages beyond
what is intentionally given by the
sender,

The salfreguistory model focuses on
what the senders and receivers get
from the environmont.
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The difference between the interpersonal and the mass
communication process

Some differences between elements in mass and interpersonal communication

Elements Mass communication Interpersonal communication

Sender * Has no real relationship with the * Has a relationship with receivers.
receivers.

Message * |s carefully planned for maximum |+ Can be planned beforehand or be
impact. unplanned, spontaneous and casual.

Medium * Not face to face. * Often direct, speaking face to face.

(channel)

Receiver * Alarge group of receivers are * (Can be one-on-one, within a small or
targeted simultaneously. larger group, or among groups.

Feedback * Receivers might not understand or | * The sender can ensure that the receiver
act on the message. understands the message correctly.

Communication & Management Communication N4 TVET FIRST NATED
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Berlo’s SMCR Model of Communication -
Businesstopia

In 1960, David Berlo postulated Berlo's Sender-
Message-Channel-Receiver (SMCR) model of
communication from Shannon Weaver's Model of
Communication (1949). He described factors affecting
the individual components in the communication making
the communication more efficient. The model also
focuses on encoding and decoding which happens
before sender sends the message and before receiver
receives the message respectively.


https://www.businesstopia.net/communication/berlo-model-communication

Berlos’s SMCR Model of communication
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Business Communication Notes
*What is Business Communication?

*\What is Communication?

Types of Communication

o7 C of Communication

*Verbal Communication Skills

Upward Communication

Flow of Communication

sEmotional Intelligence

Public Speaking

Upward vs Downward
Communication

*Internal vs External Communication

Barriers To Business Communication

Oral Communication

*Types Of Non Verbal Communication

Written Communication

*Soft Skills

*Interpersonal vs Intrapersonal communication

Barriers to Communication
Organisational Communication

Horizontal Communication

Grapevine Communication

Downward Communication

https://www.geektonight.com/types-of-communication/
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https://www.geektonight.com/types-of-communication/
https://www.geektonight.com/7-c-of-communication/
https://www.geektonight.com/verbal-communication-skills/
https://www.geektonight.com/upward-communication/
https://www.geektonight.com/flow-of-communication/
https://www.geektonight.com/emotional-intelligence/
https://www.geektonight.com/public-speaking/
https://www.geektonight.com/difference-between-upward-and-downward-communication/
https://www.geektonight.com/difference-between-internal-and-external-communication/
https://www.geektonight.com/barriers-to-business-communication/
https://www.geektonight.com/oral-communication/
https://www.geektonight.com/types-of-nonverbal-communication/
https://www.geektonight.com/written-communication/
https://www.geektonight.com/soft-skills/
https://www.geektonight.com/difference-between-interpersonal-and-intrapersonal-communication/
https://www.geektonight.com/barriers-to-communication/
https://www.geektonight.com/organisational-communication/
https://www.geektonight.com/horizontal-communication/
https://www.geektonight.com/grapevine-communication/
https://www.geektonight.com/downward-communication/




*Belch
*Blow
Clap
*Cough

Cracking the knuckles

*Crunch
‘Farting
*Gargle

*Gasp

Grind the teeth

Groan

*Growl
*Hiccup

*Hum
Laugh/giggle
Mumble

*Scream/shout

*Snap the fingers
Sigh

Slurp
*Smack the (lips)

*Sneeze
eSniff
Snore

*Yawn
*Whisper

Whistle



*As I snore loud I thought better one on my own.
*He fell to the floor with a groan.

] gave a loud snort.

*Tom let out a loud sneeze.

*He should have not laughed at my jokes!

It will be the scream of a soul dying

*He did not give a loud sniff of disapproval.
*Betsy and I breathed a sigh of relief.

] am grinding my teeth.



*The ship whistle shrieked to leave.
*He gave a loud belch.

*She gave a gasp of surprise.

] hear a low growl behind her.

*Did you give a loud hiccup?

*He must gargle regularly.

I’d been farting mid-night.

*Speak up. Don’t mumble!

*He did not speak to me in a whisper.



https://en.wikipedia.org/wiki/Hiccup

Clap your hands to keep time.

*She hears Ali snapping his fingers
Do try not to slurp.

] never ever hear a loud crunch.

] often crack my knuckles

*My cough troubles her.

*Blow your nose. Don’t sniff!

*The woman seemed to be smacking her lips over
every word.

*Cover your mouth to hide your yawn.
*The air of the ball began to hum.
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Desk Accessories
such as:

Pen Stand, Clip
Box, Finger
Sponge Tray,
Business Card
Holder, Call Bell
Document Tray,
Note Pad,
Calculators,
Punch,

Stapler, Tape
Dispenser, etc



https://www.shaanstationery.com/desk-accessories/tape-dispenser

OFFICE SUPPLIES

w7

l’.
s

/ @
paperclip plastic paper thumbtack pPushpin binder clip rubber band staples glue stick liquid glue
clip
» e e
\ N S -‘—
= o s
scotch tape masking sealing tape scissors stapler correction Serraction
tape fluid highlighter
pen ui
rrmeT—
/
: carbon whiteboard
file folder catalog clasp mailer lagal pad paper markers
envelope envelope envelope | o
S —— AR -
: - = .
—— = ‘r———_—'iﬁ
envelope post-it note pad index card message pad calculator nobepailor

whiteboard

memo pad

© My two cents...



Fournitures papier
Ramette de papier
*Enveloppes et
pochettes

Papier Fax

*Papier couleur
*Chemises en kraft
*Chemises cartonnee

*Post-it, stick note,
notes adhésives
*Boites d’'archives
Classeur
*Intercalaires

Fournitures diverses
«Coffre fort
*Destructeur papier
*Plante de décoration
*Telephone fixe
*Horloge murale
Machine a café ou
cafetiere

*Mini réfrigerateur
*Micro-onde
*Fontaine d’'eau
fraiche

Meuble

Un bureau
Une chaise
direction,
cadre ou
operateur
Des chaises
VisSiteurs
Porte
manteau
*Armoire



https://fournituredebureau.tn/p/rame-papier-a4-couleur-tunisie/
https://fournituredebureau.tn/p/enveloppes-a4-kraft-tunisie/
https://fournituredebureau.tn/p/rouleau-papier-fax/
https://fournituredebureau.tn/p/rame-papier-a4-couleur-tunisie/
https://fournituredebureau.tn/p/chemise-kraft/
https://fournituredebureau.tn/p/chemise-cartonnee-tunisie/
https://fournituredebureau.tn/p/post-it-stick-note-tunisie/
https://fournituredebureau.tn/p/boite-archive-tunisie/
https://fournituredebureau.tn/p/classeur-tunisie/
https://fournituredebureau.tn/p/pochette-intercalaire-tunisie/
https://fournituredebureau.tn/p/coffre-fort-tunisie/
https://fournituredebureau.tn/p/destructeur-papier-tunisie/
https://fournituredebureau.tn/p/chaise-bureau-tunisie/
https://fournituredebureau.tn/p/chaise-iso-tunisie/
https://fournituredebureau.tn/p/armoire-metallique-tunisie/

Petites fournitures de bureau
*Stylos et crayons

Pot a stylosS Pot a stylos
Matiere: plastique, métallique, acier maillé
Forme : cylindrique, cube, rond Eco ou prestigieuse

Margueurs et surligneurs
Agrafeuse et Agrafes
Perforatrice

Garniture de bureau
*Trombones

Ruban adhésif et colle
*Etiquettes autocollantes
«Calculatrice

«Correcteur et Blanco

Ciseaux et cutters
‘Regle

Dateurs et encres
tampons

*Corbeille a courrier
Corbeille a papier
*Trl courrier



https://fournituredebureau.tn/p/stylo-tunisie/
https://fournituredebureau.tn/p/pot-a-stylos-tunisie/
https://fournituredebureau.tn/p/marqueur-permanent-tunisie/
https://fournituredebureau.tn/p/marqueur-fluo-tunisie/
https://fournituredebureau.tn/p/agrafeuse-tunisie/
https://fournituredebureau.tn/p/agrafes-tunisie/
https://fournituredebureau.tn/p/garniture-de-bureau-tunisie/
https://fournituredebureau.tn/p/trombone-papier-tunisie/
https://fournituredebureau.tn/p/ruban-adhesif-scotch-tunisie/
https://fournituredebureau.tn/p/papier-autocollant-tunisie/
https://fournituredebureau.tn/p/calculatrice-bureau-tunisie/
https://fournituredebureau.tn/p/correcteur-blanco-tunisie/
https://fournituredebureau.tn/p/ciseau-bureau-tunisie/
https://fournituredebureau.tn/p/corbeille-a-courrier-tunisie/
https://fournituredebureau.tn/p/corbeille-a-papier-tunisie/

Fournitures papier

Ramette de papier

*Enveloppes et pochettes

Papier Fax

*Papier couleur

Chemises en kraft, sous chemises
Chemises cartonnée

*Post-it, stick note, notes adhésives
*Boites d’archives

*Classeur

*|ntercalaires



https://fournituredebureau.tn/p/rame-papier-a4-couleur-tunisie/
https://fournituredebureau.tn/p/enveloppes-a4-kraft-tunisie/
https://fournituredebureau.tn/p/rouleau-papier-fax/
https://fournituredebureau.tn/p/rame-papier-a4-couleur-tunisie/
https://fournituredebureau.tn/p/chemise-kraft/
https://fournituredebureau.tn/p/chemise-cartonnee-tunisie/
https://fournituredebureau.tn/p/post-it-stick-note-tunisie/
https://fournituredebureau.tn/p/boite-archive-tunisie/
https://fournituredebureau.tn/p/classeur-tunisie/
https://fournituredebureau.tn/p/pochette-intercalaire-tunisie/

Office Products



Paper

ooo000o00000a0

Printer paper

Three-hole punched paper
Graph paper

Tracing paper

Carbon paper

Color card stock
Heavy-duty card stock
Wrapping paper

Greeting cards and envelopes
Business cards

Letterhead

Envelopes and Boxes

O

oooood

#10 regular envelopes (4 1/8 x 9 1/2
inches)

Legal envelopes

Padded legal envelope mailers

Postage stamps

Envelope sealer

Packaging bubble

Cardboard boxes (small, medium, large)

Notebooks and Notepads

.|
O
[

Composition notebooks
Spiral-bound notebooks
Legal pads

Binder Items

OO0D000

Binders

Binder tabs

Binder pockets

Clear binder document holders
Single or three-hole puncher

Filing Cabinet

(-
c
(-

Manila folders
Hanging folders
Folder tabs

Small Office Supplies

000000 OOOOOOCOOOOOODO

Stapler
Staples

Stapler remover

Scissors

Box cutter

Paperclips (small, medium, large)
Binder clips (small, medium, large)
Clear cellophane tape dispenser
Clear cellophane tape

Masking tape

Packing tape

Duct tape

Sticky notes (small, medium, large)
Bookmark sticky flags (small, medium,
large)

Bookmarks

White glue

Rubber cement

Tacky wall mount gum

Hanging hooks

Magnifying glass

Writing Implements

00000

Pencils

Pencil sharpener
Mechanical pencils
Mechanical pencil lead refills
Erasers



ooooboOoOOOOO00o

Pens

Black all-purpose markers
Highlighters

Rubber stamps

Ink pad

Correction fluid
Dry/Wet erase board
Dry/Wet erase markers
Dry/Wet erase spray
Ruler

Protractor

Compass

T-square

Office Storage

ooo0O0O00OO00o

Bookends

Paperweight

Magazine holders

Bulletin board

Pushpins

Letter opener

Pen holder

INn/Out box

Document sorter/holder
Supply trays and containers

Electrical Items

ooo0oooooO0ooO

Computer and monitor
Keyboard

Mouse

Printer

Toner or print cartridges
Telephone
Speakerphone
Headset

Postage meter
Projection device
Photocopier

NOTES:

oo0oooo0on

Digital camera
Lamps

Label maker
Laminating machine
Scanner

Fax machine
Shredder

Extension cords
Surge protectors

Miscellaneous

Fu

0000000003 000000000000OO00

First-aid Kit

Flashlight

Fire extinguisher

Disinfectant wipes

Window cleaner

Paper toweling

Broom

Dustpan

Vacuum cleaner

Garbage bags

Twine

Batteries

Shredder oil

Computer screen and keyboard cleaner
Pressured air (to clean keyboard)

ture
Desk
Chairs
Filing cabinets
Tables
Bookcases
Shelves
Safe
Waste basket
Recycling bin




Papiers

Papier & ramettes A4 A3 : Papier blanc, papier couleur, papier
recyclé, papier photo, papier a lettre, papier listing et imprime
Bobines de papier : Bobines caisse, bobines calculatrices,
bobines CB, bobine imprimante étiquettes ...

Ecriture & Correction : Stylos bille, rollers, crayons & Porte-
mines, margqueurs, surligneurs

Enveloppes & pochettes : enveloppes blanches, pochettes
kraft, pochettes blanches, enveloppes a fenétre...

Etiquettes : étiquettes d’adressage, étiquettes d’expédition,
étiguettes de classement...

Cahiers, Blocs : Cahiers, Blocs de bureau, fiches bristol,
carnets, stick notes...
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personnel Information

First Name...
Date of Birth.....
Nationality.....
Adress.....

Telephone

Marital Status....

Text of Curriculum Vitae(c.v.)

EDUCATION:

From ......... to....... (name of school)

From ......... to.......(name of high school)

-rom ... to.......(name of university/ Faculty)

QUALIFICATIONS:
(University Degree)

WORKING EXPERIENCE

-rom......... to...... name of company)
from.......... to.....(name of company)
from.......... to.....(name of company)




..[....Text of Curriculum(c.v.)
personnel Information pOSTIONS HELD:

Name..... Administration Assistant
First Name... INTERSTS:
Date of Birth..... Sport, Music, ........
Nationality.....
Adress..... LANGUAGES
E-Mail....... Spoken Writen Level
Telephone Arabic(mother Arabic Excellent
Marital Status.... language)
English English Good
French French Fair




..[....Text of Curriculum(c.v.)

REFERNCES:
Name..... Mr........(adress & tel no.)
First Name... Mr........(adress & tel no.)
Date of Birth..... Mr........ (adress & tel no.)
Nationality.....
Adress.....
E-Mail.......
Telephone

Marital Status....



EXEMPLAIRE D’'UN CURRICULUM VITAE

Prénom...

Date de naissance
Nationalité.....
Addresse.....
E-Mail.......
Téléphone

Etat Civil....

EDUCATION:

De ......... - (nom de
De ......... - (nom de
De ......... - (nom de

QUALIFICATIONS:

(Dipl6me universitaire)

‘ecole)

‘ecole secondaire)
‘université/ Faculté)

DETAILS D’EMPLOIS PRECEDENTS:

De......... a......( hom C
De......... a......( hom ¢
De......... a....... hom ¢

e
e
e

‘emp
‘emp
‘emp

oyeur)
oyeur)
oyeur)



..[....Text of Curriculum(c.v.)
personnel Information

POSTES OCCUPES:
Name..... Assistant Administrative
First Name... INTERETES:
Dat.e of B.'rth """ Sport, Musique, ........
Nationality.....
Adress..... LANGUE,S ; :

] Parlée Ecrite Niveau
E-Mail....... Arabe(langue Arabe Excellent
Telephone maternelle)

Marital Status.... Anglaise Anglaise Good
Frangaise Frangaise Assez
bien(passable)




..[....Text of Curriculum(c.v.)

personnel Information

First Name... M
Date of Birth..... V]
Nationality.....
Adress.....

Telephone
Marital Status....

REFERNCES:

onnez
onnez
onnez

dC
dC

dC

ress &
ress &
ress &

e NUMEro C
e numero d

e numero d

e té
e té
e té

ep
ep
ep

none)
none)

none)
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