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Communication is the process of 
transmitting information and common 
understanding from one person to 
another (Keyton 2011).

What is Communication?



What is Communication?

The word Communication is derived 
from the Latin word Communis, which 
means common.

The definition underscores the fact that 
unless a common understanding results 
from the exchange of information, there 
is no communication.





Key Words

1. Sender/Communicator: The person 
who conveys the message with the 
intention of passing information and 
ideas to others.

2.Idea: The subject matter of the 
communication. This may be an 
opinion, attitude, feeling, view, order, 
or suggestion.



Key Words

3. Encoding: The conversion of the 
subject matter into intangible but 
understandable symbols such as 
words, actions or pictures.

4. Channel: The medium employed for 
the transfer of information by the 
Sender to the receiver. This may be 
either formal or informal.



Key Words

5.Receiver: The person who 
receives/decodes the message or for 
whom the message is intended.

6.Decoding: The process of converting 
the information to extract its meaning 
for complete understanding.



Key Words

7. Feedback: The process of ensuring 
that the receiver has received the 
message and understood in the same 
sense as sender meant it.



• The ability  to 
communicate effectively 
is perhaps the most 
important of all life skills

• Communication and 
leadership are 
inextricably tied. 

Salient facts. . .

http://blogs-images.forbes.com/susantardanico/files/2012/11/photo-guy-shaking-hand-large-format1.jpg
http://blogs-images.forbes.com/susantardanico/files/2012/11/photo-guy-shaking-hand-large-format1.jpg


Building good 
relationships with other 
people through effective 

communication can 
reduce stress and anxiety 

in your life. Improving 
your social support is 

associated  with  better 
mental health in general.

Salient facts. . .





Effective Communication

Communication Skills are ranked first 

among a job candidates “must have” skills 
and qualities .

National Association of Colleges and Employers 
(NACE), 2010 Survey.



Communication goes beyond mere exchange of  information. 
 It's also about understanding the emotion and intentions 

behind the information.
 Reflects  not only how you convey a message so that it is 

received and understood by someone in exactly the way you 
intended, but  also how you listen to gain the full meaning of 
what’s being said and to make the other person feel heard 
and understood.

 Combines a set of skills including nonverbal communication, 
engaged listening, managing stress in the moment, the ability 
to communicate assertively, and the capacity to recognize and 
understand your own emotions and those of the person 
you’re communicating with.



“Effective communication is the glue that helps you deepen 
your connections to others and improve teamwork, 
decision making, and problem solving. It enables you to 
communicate even negative or difficult messages without 
creating conflict or destroying trust.” 
Though effective communication is a learned skill, it is more 
effective when it’s spontaneous rather than formulaic. It 
takes time and a lot of effort to develop the necessary skills 
needed to become an effective communicator. The more 
effort and practice you put in, the more instinctive and 
spontaneous your communication skills will become.





Thinking

Having a clear idea of the internal symbolic 
reality  you want to convey to a person or group 
is the beginning of effective communication.

Not having the idea straight in your own mind 
could possibly make others get a different idea 
from what you intended to say.



A good man brings good things out of the 
good stored up in his heart, and an evil 

man brings evil things out of the evil 
stored up in his heart. For the mouth 

speaks what the heart is full of.
Luke 6:45 | NIV



Effective listening  gives you the opportunity 
to experience the reality of others and 
understand their internal symbolic reality. 
This understanding empowers you to 
communicate effectively regardless of your 
own opposing views.

Listening



“He who answers a matter before 
he hears it, it is folly and shame to 

him.”
Proverbs 18:13



The ability to select words 
and voice tones is a skill 
that leads to effective 
communication.

Clarity of speech, remaining
calm and focused, being 
polite and following some 
basic rules of etiquette will 
all aid the process of verbal 
communication.

Speaking



“Let your speech always be gracious, 
seasoned with salt, so that you may 

know how you ought to answer each 
person.”

Colossians 4:6



Nonverbal Communication

Gesture

Facial Expression Tone of Voice Movement

Appearance Eye contact Posture

VERBAL
35%

NONVERBAL
65%



A worthless person, a wicked man, 
goes about with crooked speech, 
winks with his eyes, signals with 
his feet, points with his finger.

Proverbs 6:12-13

https://www.biblegateway.com/passage/?search=Proverbs+6:12-13&version=ESV

















