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Types of Communication

A. Verbal Communication

Verbal communication refers to the use of words to convey messages. It can
be spoken or written.

Types:

* Oral Communication — Face-to-face, phone calls, meetings
* Written Communication — Emails, reports, letters
Features:

e Clear and direct

* Quick feedback possible

* Depends on language and vocabulary



Advantages:

* Easy to understand

* Immediate clarification

* Saves time

Disadvantages:

* Can be misinterpreted

* No permanent record (in oral form)
* Influenced by tone and emotions
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B. Non-Verbal Communication

Non-verbal communication involves conveying messages without using words.
Forms:

e Body language (gestures, posture)
* Facial expressions

* Eye contact

* Tone of voice (paralanguage)

* Appearance

Importance:

e Supports verbal communication

e Expresses emotions clearly

* Builds impression



Advantages:

e Universal understanding

* Enhances message clarity
* Effective in presentations
Disadvantages:

* Can be misinterpreted
 Cultural differences

* Lack of control sometimes
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Written Communication

Written communication involves sending messages through written words or symbols.
Examples:

* Emails

* Reports

* Letters

* Notices

* Memos

Features:

* Permanent record
* Formal structure
e Carefully planned



Advantages:

* Provides proof

 Clear and precise
 Suitable for long messages
Disadvantages:

* Time-consuming

* No immediate feedback

* Requires writing skills
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Oral Communication

Oral communication refers to spoken communication where messages are
conveyed through speech.

Examples:

* Meetings

* Presentations

* Interviews

* Telephone conversations
Features:

* Fast communication

* Immediate feedback

* Personal interaction



Advantages:

* Saves time

* Builds relationships

* Clarifies doubts instantly
Disadvantages:

* No written proof

* Risk of misunderstanding

* Requires good speaking skills
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Conclusion (foTsat)

Effective business communication requires a balanced use of verbal,
non-verbal, written, and oral communication to ensure clarity,

professionalism, and efficiency.
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