What is Communication?

Communication is as old as human civilization. The common need for
protection led to group life. As group life developed, forms of
communication also developed. Communication was in the forms of
codes, indications, signals and expressions.

Gradually with the increase in population, division of labour,
exchange economy, etc., necessitated the development of language. In
the present day world, communication is vital need of every Step in
any industrial or commercial activity.

The term communication has been derived from the Latin word,
‘communis’, which means common. Literally, communication means,
to tell, show, spread the information and inform. The term
communication is used to signify the process of transferring ideas or
receiving it by any means such as word of mouth, telephone,
telegram, letter, message, etc. Thus, communication stands for
sharing of information, imparting or conveying ideas and
knowledge.
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What is Communication?

The English word ‘communication’ is derived from the Latin word
communis, which means common. The term communication refers to
the sharing of ideas in common. In other words, it is the transmission
and interaction of facts, ideas, opinions, feelings or attitudes.
Communication is the essence of management. The basic function of
management (planning, organising, staffing, directing and controlling)
cannot be performed well without effective communication.

In short, Communication is the process of passing ideas, views, facts,
information and understanding from one person to another. This
process is necessary for making the subordinates understand what the
management expects from them.

Communication cannot take place without two parties — receiver and
the sender. The information which is sent by the sender must be
understandable to the receiver.

Communication is as old as human civilization. The common need for
protection led to group life. As group life developed, forms of
communication also developed. Communication was in the forms of
codes, indications, signals and expressions. Gradually with the
increase in population, division of labour, exchange economy, etc.,
necessitated the development of language. In the present day world,
communication is vital need of every Step in any industrial or
commercial activity.

The term communication has been derived from the Latin word,
‘communis’, which means common. Literally, communication means,
to tell, show, spread the information and inform. The term
communication is used to signify the process of transferring ideas or
receiving it by any means such as word of mouth, telephone, telegram,
letter, message, etc. Thus, communication stands for sharing of
information, imparting or conveying ideas and knowledge.
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Following are some of the important definitions of
communication:

Communication may be defined as “the transfer of information and
understanding from one person to another.”

According to Koontz and O’Donnel, Communication may be
understood “as the exchange of information at least between two
persons with a view to create an understanding in the mind of the
other, whether or not it gives rise to conflict.”

Newman and Summer- “Communication is an exchange of facts, ideas,
opinions or emotions by two or more persons.”

‘Communication is the sum of all things a person does when he wants
to create an understanding in the mind of another’. — Louis A. Allen

‘It is the process of passing information and understanding from one
person to another. It is essentially a bridge of meaning between
people. By using this bridge of meaning, a person can safely cross the
river of misunderstanding that separates all the people’. — Keith Davis
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What is Communication — Concept

‘Information’ and ‘Communication’ are often used interchangeably,
but they signify quite different things. Information is giving out;
communication is getting through. Communication is the exchange
and flow of information and ideas from one person to another; it
involves a sender transmitting an idea, information, or feeling to a
receiver. Effective communication occurs only if the receiver
understands the exact information or idea that the sender intended to
transmit.

“Sending, giving or exchanging information and ideas”, is defined by
Webster’s Dictionary.
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Business Communication:

Business Communication is communication that promotes a product,
service, marketing, or organization; relays information within a
business; or functions as an official statement from a company. It is
important to acquire the skills of effective writing and speaking. It is
also common for prestigious companies to insist upon excellent
communication skills as a requirement at the time of recruitment.
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Medium of Communication:

As rightly said by novelist; Salman Rushdie, “The language of a
politician obscures the truth. The language of an artist reveals it”.

Medium are the storage and transmission channels or tools used to
store and deliver information or data. At times we may even prefer to
use signs and gestures. It’s important to exchange thoughts and ideas
with others if we have to play a meaningful role in society.
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Need for Improving English Skills:

It has been well said by Narayan Sehgal that “English has become the
global language for business and finance”. To carry out business, we
need to interact with a large number of people.

“Colleges teach the one thing that is perhaps most valuable for the
future employees to know and that is to express ideas in writing and
speaking”. — Peter Drucker.

The USP (Unique Selling Proposition) of Business Communication is
its clarity and simplicity. Business English should reveal complete
meaning without ambiguity.
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What is Communication — Objectives

The primary objective of communication in management is to convey
information—instructions, policies, procedures, decisions, etc., so the
listener will hear, read, understand what is said, agree and accept the
message, and react as intended by the manager or sender of
communication.

In addition, the manager will probably desire to influence or persuade
the employee in a way that will help maintain favourable relationships.
Other motivating goals or objectives of managerial communication
may be social interchange, personal advancement, self-expression.



Conversely the employee also has similar goals of communication in
an organisation. Role of Communication in Organisation

Decision-making is the core of management process. The relationship
of communication and decision-making is inseparable since
decisioning must rely on information. Decision is the triggering
mechanism of communication. Decision centres also become
communication centres. The manager is a decision-maker. But all
decisions are now based on communication of information to the
management.

Management information system has assumed unique importance in
modern management. Then again we need effective communication
for passing on decisions to those involved in executing them.
Communication enables a group to think together, to see together, and
to act together.

In fact, without communication, there could be no organisation.
People would be linked by a chain of command but they would be
acting without a chain of understanding. Poor communication leads to
poor co-ordination. Similarly, cooperation itself depends upon
communication.

Management is getting things done through others. Hence, all
management acts must pass through the bottleneck of
communication. Managerial ideas, plans and decisions are put into
effect through communication. A management may have the best
business plans, but until they can be communicated, they are
worthless.
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