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L8 Commumcatlon Skills.

™ LiJ' R
LA u!
8 u .'v at

- L _L“' %
. Communlcallon is the act of transferring information from one place to another. It may be

i
‘ » o p | t ‘_7 .w‘—“‘l‘ funhs
v, " » vocally (using voice)

written (using printed or dlg,ltai media such as books, magazines, websiles or emails)
v "ﬂ} v

o
b e visually (using logos, maps, charts or graphs)

i e non-verbally (using body language, gestures and the tone and pitch of voice).

| In practice, it is often a combination of scveral ofl these.

The ability to communicate information accurately and is a vital life skill and something that

should not be overlooked. It's never too late to work on your communication skills and by

doing so, onc may find ways to improve your quality of life. Communication skills arc needed
to speak appropriately with a wide variety of people, maintaining good cye conticl,
Jemonstrate a varied vocabulary and convey your message to your audience, listen cltectively.
present your ideas appropriately, write clearly and concisely, and work well in a group. Many

of these are essential skills that most employers seck.

According to the recent-survey of _T}!nlionnl Association of colleges and Employers, Verbal

communication skills arc ranked first among a job candidate’s ‘must have” skills and qualites,
Profcssionally, if you arc applying for jobs or looking for a promotion with your cuiren
employer, you will almost certainly need to demonstrate good communication skills. In your
personal life, good communication skills can improve your personal relationships by helping

you lo understand others, and lo be understood.

Types of Communication.
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2. Non Verbal.
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3. Written Communication.
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Seven C’s Of Communication. e B an s G
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e seven C's of Communication is a checklist that helps to improve th lessi
¢ professional

communication skills : PR,
sication skills and increases the chance that the message will be und
> understood in exac
xuctly

the same way as it was intended.

I. Clear: The message s
AT Onhbl;o:]l:; mf..\.slagc. b:lould be clear and casily understandable to the recipient. Ti
Py : communication should be clear to s s TS Pupost
= 70 message should s Id'be clear w sender then only the receiver will be s | : o
' uld emphasize on a single goal at a time and ill be sure about it, The
siplulsitence: and shall not cover several ideas in‘u.
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2. Correct: The message should be correct,

l.e. a correct language should be uscd, and (he
Ny sender must ensure that there is no Udmmanc
S

al and spelling mistakes. Also, the me
et ...\- »  should bc exact and well timed. The correct mess
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3. Completc The message should be complete, i.e. it must include
Lokl

all the relevant information
as required by the intended

audience. The complete information: gives answers to all the
questions of the receivers and helps in better decision making by the recipient.
Ju ) wro4o Concerete:

The communication should be concrete, which means the message should be clear
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S and particularly such that no room for mnsmtuprutauon is left. All the facts

and ligures should
.. [l (ST {
be clearly mentioned in a message so a
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a5, Concise: The message should be precise and to the point. The sende
"y S A')"_ -
et Lo} sentences
‘ny ".')'-C'_\-m ’

r should avond the lengthy
Aol

and try to convey the bl.lb_]CC( matter in the lcast possnblu words. The short

and brierl
message: is more comprehensive and helps in rcldmmg the recciver’s

alfention,
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7. Courteous It implics that the sender must take into consideration both the feelines and
viewpoints of the receiver such that the mcqmgc is positive and locused at (he audience, 7
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N message should not be biased and must include the terms that show rec of e 5 s
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