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Fundamentals of Communication 

1. Definition of communication  

Communication is a process of exchanging information, ideas, thoughts, feelings and 

emotions through speech, signals, writing, or behaviour. In communication process, a sender 

(encoder) encodes a message and then using a medium/channel sends it to the receiver (decoder) 

who decodes the message and after processing information, sends back appropriate 

feedback/reply using a medium/channel. 

The meaning of ORAL refers to what is uttered by the mouth or in words: Spoken. 

2. How does the communication process work? 

 

a- Source the Sender  

Sender/ Encoder is a person who transmits the message. A sender uses symbols (words or 

graphics, or visual aids) to convey the message and produce the required response. The process 

of conversion of subject matter into symbols is called encoding. 

b- Message:  

The message is simply the information you want to communicate. It is a key information, 

idea, or thought conveyed by the speaker in words or in actions.  

c- Encoding:  

Encoding is the process of assembling the message (information, ideas and thoughts) into 

a representative design with the objective of ensuring that the receiver can comprehend it.   
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d- The Code:  

The code in communications is replacing a piece of information such as a letter, word, or 

phrase with an arbitrarily selected equivalent or language.  

e- Channel: 

 Is the medium used by the sender to send the message to the receiver. This may be in-

person, via telephone, e-mail, text message or written correspondence. 

f- Decoding:  

Now would be an appropriate time to remind yourself that you can just as easily fill the 

role of decoder as you can encoder.  This is where listening, and reading directions 

carefully.  Decoding is impossible if the decoder cannot even understand the message.  

g- Receiver:  

The recipient/decoder is a person from whom the message is intended/ targeted. 

h- Decoding:  

The receiver converts the symbols, words or signs received from the sender into 

meaningful information 

i- Feedback: 

 Feedback helps the sender in confirming the correct interpretation of a message by the 

decoder. Feedback may be verbal  (through word) or non verbal ( smiles, sighs etc.) It may take 

written form also in form of letters and emails. 

j- Context:  

Context is simply the environment in which your message is delivered. Communication is 

affected by the context in which it takes place. This context may be physical, social, 

chronological or cultural. 
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1. Physical Context: The physical context is the environment where the communication 

takes place. This context can influence the content and quality of interaction.  

2. Social Context: The social context refers to the nature of the relationship between the 

communicators and who is present.  

3. Chronological Context: It’s the way in which time influences interactions.  

4. The Cultural Context: This context includes the cultural backgrounds of both 

communicators.  

3. Categories of Communication 

a) Oral Communication: Oral Communication is done through spoken words. It may be 

face-to-face talk, telephonic talk, video chat, television, radio or chat internet such as 

Skype, or WhatsApp. 

b) Written Communication: Communication is written in words or symbols and is 

transmitted via e-mail, letters, memos etc. It is most commonly used in business and its 

contents, style, vocabulary, precision and clarity are very important in achieving its 

objective. 

c) Non-verbal Communication: Communicate with body language. Information is 

exchanged through non-verbal ways such as: Facial expression, posture,  eye contact, 

Body space.  

d)  Formal Communication can be: 

 Upward communication: It includes messages from subordinates to superiors to 

convey messages like: Report what they have done; Communicate problems, Make 

suggestions, etc 

 Downward communication: It occurs whenever superiors initiate messages to 

their subordinates such as: Transmitting work schedule, informing the company’s 

mission and objectives, giving job’s instructions, and giving feedback about 

employees’ performance.                                                     

 Horizental communication: It consists of a message between members of an 

organization with equal rank. 
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It serves purposes like: Coordinating tasks, sharing information, solving problems, 

building rapport. 

E)  Informal Communication: Informal communication takes place outside of the 

formal channels. It does not follow lines of authority as in the case of formal 

communication. 

Informal communication is usually oral and may be covered even by simple glance, 

gesture, smile or silence. 

4.  Barriers to effective Communication 

Communication barriers can include anything that prevents or disables communicators from 

delivering the right message to the right person at the right time, or a receiver from getting the 

right message at the right time.  

1. Physical noise: External noise is the most obvious type. This includes sounds that 

distract communicators, such as the babble of voices in the next room or the annoying 

ring of someone’s cell phone in a meeting.   

2. Physiological noise: Hearing disorders fall into this category, as do illnesses and 

disabilities that make it difficult to send or receive a message. 

3. Semantic noise: Semantic noise is a communication barrier caused by 

misunderstandings about the meaning of words. Semantic noise occurs due to the 

message's different meanings between the sender and receiver. 

4. Psychological noise: The psychological noise interferes with understanding, it 

happens inside the sender or receiver‘s head like fear, hostility, defensiveness, etc.  

5. Cultural noise: Cultural noise is a communication barrier caused by the incorrect 

interpretation of another person's behavior. Cultural noise is generated, in particularly, by 

the nonverbal communication of people from various cultural backgrounds. Non-verbal 

cues do not have the same meaning in every culture and society. 
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5. Types of communication:  

a) Intrapersonal: Intrapersonal communication is a communicator's internal use of 

language or thought. It can be useful to envision. Intrapersonal communication 

occurring in the mind of the individual in a model which contains a sender, receiver, 

and feedback loop. 

b) Interpersonal: Communication with other people that ranges from the highly personal 

to the highly impersonal. Interpersonal communication allows us to establish, 

maintain, and disengage from relationships with other people. 

c) Group communication: Communication among members of a team or a collective 

about topics such as common goals, strategies, and conflicts. 

d) Mass communication: Communication generated by media organizations that is 

designed to reach large audiences.  

This type of communication is transmitted via television, Internet, radio, print media, 

and even the entertainment industry. 

e) Public communication: Communication in which one person gives a speech to other 

people, most often in a public setting. This speech has predetermined goals and is 

about a topic that affects a large community.  

6. In your own words, answer these questions. 

a-What is communication?  

……………………………………………………………………………………………………

…………………………………………………………………………………………………… 

b-What motivates people to communicate? 

……………………………………………………………………………………………………

…………………………………………………………………………………………………… 

c-Why do people communicate? 

……………………………………………………………………………………………………

…………………………………………………………………………………………………… 

d-What does happen between people during communication? 

……………………………………………………………………………………………………

…………………………………………………………………………………………………… 

https://en.wikipedia.org/wiki/Communication
https://en.wikipedia.org/wiki/Language
https://en.wikipedia.org/wiki/Thought
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e-How do they give meaning to each other’s messages? 

……………………………………………………………………………………………………

…………………………………………………………………………………………………… 

f-How do they use language (verbal/non-verbal) to create and exchange meaningful 

messages? 

……………………………………………………………………………………………………

…………………………………………………………………………………………………… 

g-What is effective communication? 

……………………………………………………………………………………………………

…………………………………………………………………………………………………… 

7- Explain the following quotations? 

The first step to bridging the Communication Gap is to better understand the other 

perspective. 

Fredrik Nael 

……………………………………………………………………………………………………

…………………………………………………………………………………………………… 

The most important thing in communication is hearing what isn’t said.  

Peter Drucker 

……………………………………………………………………………………………………

…………………………………………………………………………………………………… 

Communication leads to community, that is, to understanding, intimacy and mutual 

valuing. 

Rollo May 

……………………………………………………………………………………………………

…………………………………………………………………………………………………… 

 

 

 

https://readbeach.com/quotes/by/Fredrik+Nael
https://readbeach.com/quotes/by/Fredrik+Nael
https://en.wikipedia.org/wiki/Peter_Drucker
https://en.wikipedia.org/wiki/Peter_Drucker
https://www.brainyquote.com/authors/rollo-may-quotes
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