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Nature of Communication

Communication 1s the process of exchanging
information, ideas, thoughts, or feelings between two or
more people.

Key Features (Characteristics):

1. Two-way process .
Communication involves both sender and receiver.

2. Continuousc{)rocess . o
It 1s ongoing and never stops 1n an organization.

3. Dynamic in nature . . o
It changes according to situation, time, and participants.




4. Goal-oriented
Every communication has a purpose (informing, persuading, etc.).

5. Involves understanding
True communication happens only when the message 1s understood.

6. Includes verbal and non-verbal elements
Words, gestures, tone, body language all matter.

7. Context-based
It depends on cultural, social, and organizational context.
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Process of Communication

The communication process consists of several
steps:

Steps:
1. Sender (99®)

The person who sends the message.

2. Encoding (GahdishIor)

Converting ideas into words, symbols, or gestures.

3. Message (H<2r)
The 1information to be communicated.




4. Channel (ATEIHA)
The medium used (email, phone, face-to-face, etc.).

5. Receiver (9Tcdehdr)

The person who receives the message.

6. Decoding (SITEAT hIalT)
Interpreting the message.

7. Feedback (Sfaf®an)

Response from the receiver.

8. Noise (STHTT)
Disturbances that affect communication (e.g., misunderstanding, noise).
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Importance of Communication

Communication 1s essential in business for smooth
functioning.

Importance:

1. Helps in decision-making
Provides necessary information.

2. Improves coordination
Aligns activities of employees.

3. Increases efficiency
Reduces errors and confusion.




4. Builds relationships
Strengthens trust among employees and management.

5. Motivation of employees
Encourages and boosts morale.

6. Conflict resolution
Helps solve disputes.

7. Facilitates control
Helps managers monitor performance.

8. Supports business growth
Essential for planning and expansion.
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