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COMMUNICATION SKILLS
UNIT 2
TOPIC :
o Elements of Communication : Introduction, Face to Face
Communication- Tone of Voice, Body Language (Non-verbal
communication), Verbal Communication, Physical Communication

A 4

Page | 4



Elements of Communication

» Communication is the process of exchanging information, ideas,

thoughts, or feelings between individuals or groups. It is fundamental
to human interaction and essential in both personal and professional
settings. To ensure successful communication, several key elements
work together in a structured manner.

» The elements of communication refer to the core components involved

in the communication process. Each element plays a vital role in
delivering, interpreting, and responding to messages effectively. These
elements are present in every form of communication — whether
verbal, non-verbal, written, or visual.

Key Elements of Communication

1.

1

Face-to-Face Communication - Allows real-time exchange using
voice and body language.

. Tone of Voice - Influences how a message is perceived emotionally.
. Body Language (Non-Verbal Communication) - Includes gestures,

facial expressions, and posture.

. Verbal Communication - Use of spoken words to convey meaning.

Physical Communication - Use of touch, signals, and symbols to
communicate feelings or commands.

Face-to-Face Communication

—> Face-to-face communication refers to the direct exchange of

information when individuals are physically present or virtually visible
(e.g., video calls), allowing full use of verbal and non-verbal cues.

Advantages

. Allows immediate feedback and clarification.

« Builds trust and stronger relationships.

. Helps observe non-verbal cues like body language and tone.

« Minimizes misunderstandings. LA
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Disadvantages

. Not always possible (e.g., long-distance situations).

. May be influenced by physical or emotional distractions.
o Cultural or personal biases in interpreting body language.
. Time-consuming in some professional settings.

Tone of Voice

-> Tone refers to how the message is spoken — including pitch, loudness,
speed, emotion, and emphasis, which affects how the message is

perceived.

Advantages

. Expresses emotions clearly (e.g., anger, happiness, sarcasm).
. Adds meaning beyond the spoken words.
. Helps convey urgency or seriousness.

Disadvantages

. Can be misunderstood if tone doesn’t match the words.
. Tone may unintentionally appear rude or disrespectful.
. Different cultures interpret tone differently.

Body Language (Non-Verbal Communication)

-> Involves facial expressions, gestures, posture, and eye contact to
convey messages without words.

Advantages

. Reinforces verbal communication.
. Expresses emotions effectively (e.g., happiness, surprise, interest).
. Helps in interpreting the speaker’s attitude or mood.
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Disadvantages

. Easily misinterpreted across different cultures.
. Can contradict verbal messages (e.g., saying “yes” but shaking head).
. Some people may be unaware of their body signals.

Verbal Communication

-> The use of spoken or written language to share ideas, thoughts, and
information.

Advantages

« Quick and clear way to communicate complex ideas.
. Allows structured, logical expression of thoughts.
. Enables direct feedback in conversations.

Disadvantages

. Dependent on vocabulary and language skills.
. Miscommunication can occur if the listener isn’t attentive.
. Tone and delivery may alter the message’s intent.

Physical Communication

- Communication using physical gestures, symbols, touch, and posture.
It's a form of non-verbal communication seen in everyday interaction.

Advantages

. Enhances message clarity.
. Universal gestures like nodding, waving are easily understood.
. Useful in noisy environments where speech is hard to hear.

Disadvantages

. Not always appropriate (e.g., touching may offend). LA
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. Limited in conveying complex information.
. Some physical signals vary in meaning across cultures.
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