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communication 

/kəmjuːnɪˈkeɪʃ(ə)n/ 

noun 

noun: communication; plural noun: communications 

1. The imparting or exchanging of information by speaking, writing, or 

using some other medium. 

• a letter or message containing information or news. 

• the successful conveying or sharing of ideas and feelings. 

• social contact. 

2. Means of sending or receiving information, such as telephone lines or 

computers. 

• the field of study concerned with the transmission of information. 
3. Means of travelling or of transporting goods, such as roads or railways. 
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A basic communication model consists of five elements:  
 

•The sender; 

•The message itself; 

•The medium that carries the message; 

•The receiver; and  

•The feedback.  

 

Other elements: Noise and Context 
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LOREM IPSUM LOREM IPSUM 
Successful 

completion of 
works 

Source of 
information 

Help to plan 
Share ideas, 

suggestions and 
complaints 

Democratic 
management 

Implement 
decision in time 

Better professional 
image  

Avoid isolated 

And many more…… 
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Information source Transmitter  Destination  Reception  



7 7 

VERBAL 

Body Language 

Gestures 

Eye contact 

NONVERBAL 

Books 

Magazines 

Email 

WRITTEN 

Graphs  

Maps 

Posters 

VISUALIZATION 

Messages are 

transmitted through 

sounds or words 

Messages are 

wordless 

Messages are 

transmitted via 

words 

Messages are 

transmitted via 

images 

Face to face 

conversation 

Telephone 

ORAL Messages are 

transmitted via 

sounds 
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https://thebusinesscomm

unication.com/kinds-of-

non-verbal-

communication/ 
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ORAL Point of 

Difference 

WRITTEN 

Talking and listening Involves Writing and reading 

Generally informal Formality Generally formal and less 

ambiguous 

Quick and instantaneous Feedback Delayed 

Flexible and faster Easy acceptance Rigid slow and elaborate 

No permanent record Evidence Authentic and credible records 

Suitable for short messages messages Suitable for length and 

organized message 

Economical Cost Expensive and stable 
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Use written communication when 

Conveying facts 

The message needs to  become 

parts of permanent file 

There is a little time urgency  

You do not need immediate 

feedback 

The ideas are complicated 

Use oral communication when 

Conveying emotions and feelings 

The message does not need to be 

permanent 

There is time urgency  

You need immediate feedback 

The ideas are simple or can be 

made simple  with explanations 



11 11 

Formal Informal Unofficial 

Communication Channels 
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Add channels into the mix as necessary, to reach specific audiences 

Add and use different channels more frequently as they become more 

popular 
. 

Experiment with new channels to determine their effectiveness before 

starting to use them frequently 

Evaluate your channel options and select the channel mix that is most 

appropriate for your objective and target audience .. 
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http://www.elementsofic.com/element/channel-selection/ 
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Source: Adapted from 

information in Daft, R. L., & 

Lenge, R. H. (1984). Information 

richness: A new approach to 

managerial behavior and 

organizational design. In B. Staw 

& L. Cummings (Eds.), Research 

in organizational behavior (Vol. 

6, pp. 191–233). Greenwich, CT: 

JAI Press; and Lengel, R. H., & 

Daft, D. L. (1988). The selection 

of communication media as an 

executive skill. Academy of 

Management Executive, 11, 

225–232. 

  

Videoconferencing High 

Handheld devices Medium 

Written letters and memos  Medium 

Blogs Medium 

Formal written documents  Low 

Spreadsheets  Low 

Face-to-face conversation High 

E-mails. Medium 

Channel 
Information 

Richness 

Telephone conversation High 

https://textimgs.s3.amazonaws.com/mgmtprinc/section_16/dfb8731732eb887410657e87fa32c606.jpg
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Vertical Network 

Circuit Network Wheel and 

Spoke Network 

Chain Network 
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Modes of 

Communication 

Interpersonal 

Presentational  

Interpretive  

Person-person spontaneous 

communication  

Speaking/writing 

One-way receptive 

communication 

One-way, drafted, edited, 

productive communication 

Speaking/writing 

Listening/ reading/ viewing 
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Source: 

https://www.actfl.org/sites/default/fil

es/pdfs/PerformanceDescriptorsLa

nguageLearners.pdf 
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Emotional 

awareness and 

control  

Focus and 

attention 

Concrete Listening for 

understanding  

Concise Courteous 

Clear Coherent 
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Disseminate 

This phase manages the release of the 

statistical products to customers.   
 

It includes all activities associated with 

assembling and releasing a range of static 

and dynamic products via a range of 

channels. 
 

These activities support customers to 

access and use the outputs released by the 

statistical organisation. 
 

For statistical outputs produced regularly, 

this phase occurs in each iteration. 
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