Part-A
Chp. 3 Communication Barriers

Ans.1. Effective communication is about conveying a message by clearly interpreting the emotions along with the
information. Effective communication consists of the following factors:
e Content: Refers to the language that has been used in message.
e Process: Refers to the way the message is delivered- the non-verbal elements in speech, like the tone of
voice, gesture, body language, and the state of mind, can be identified during communication.
e Context: Refers to the situation or environment in which the message is delivered, including the physical
environment, cultural factors, and development factors.

Ans.2. In communication, the content of a message is crucial because it directly influences how the receiver
understands and responds to the information. A well-crafted message, with clear and concise content,
ensures the intended meaning is accurately conveyed, leading to effective communication. Conversely, a
poorly constructed message can result in misunderstanding, confusion, and even negative consequences.

Ans.3. The 7 C's of communication, are: Clear, Concise, Concrete, Correct, Coherent, Complete, and Courteous.
These principles are guidelines to ensure effective communication in both written and spoken forms.
e Clear: The message should be easily understood, avoiding jargon or ambiguity. Focus on one idea and use
simple language.
« Concise: Be brief and avoid unnecessary words. Get straight to the point.
o Concrete: Use specific facts, figures, and examples to support your message.
e Correct: Ensure accuracy in grammar, spelling, and facts.
e Coherent: Organize your ideas logically, ensuring a smooth flow of information.
e Complete: Provide all necessary information for the receiver to understand the message fully.
» Courteous: Be polite, respectful, and considerate of the receiver's feelings.

Ans.4. The main principles of effective communications are as follows:

o Simple language: The language used in communication should be simple. It should be understandable by both
the sender and the receiver.

¢ Definite: The communication should be the definite, i.e., its aim should be clear in the mind of the sender.

e Complete and concise: The information provided in the communication should be complete and to the point.

e Appropriate medium: A proper medium of communication should be used, taking several factors into
account such as timing, the distance between the sender and the receiver, and the nature of the interaction.

e Authentic: Information given should be factual, i.e., it should not be misleading or false.

e Courteous: The sender should be polite and courteous while communicating. It helps in building a healthy
relationship.

Ans.5. There are various benefits of effective communication. Effective communication:

e Reduces misunderstanding and prevents us from overlooking important information. This saves time as
situations can be understood accurately. It can also Protect people from embarrassment or Awkwardness
because of wrong assumptions.

e Creates a comfortable environment, where people of same or different genders, religious and cultural
backgrounds, who behave and think differently, can share their thoughts, feelings, and ideas, feel respected
and understood so that they can work together to resolve conflicts and make decisions.

e Allows the people involved to build trust and remove any negative emotions. This results in a desire to work
towards a common goal.

e Effective communication skills increase our self-respect because we can deliver our message confidently and
receive the outcome we have hoped for.

e However, the most significant benefit of using effective communication techniques is that it improves our

relationship with others.



