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communication is a process off using verbal and non-verbal messages to generate meaning within and across various contexts, cultures, and channels.
· You generate meaning when you speak, write, act, and create visual images as well as when you listen, read, and react to messages
· Your personal, academic, and professional success throughout your lifetime will depend on how well you communicate
· A national survey of 1000 human resource managers concluded that oral communication skills are the most critical factor for obtaining jobs and advancing in careers
· 500 companies claim that they need college graduates with strong communication skills as well as a demonstrated ability to work in teams and with people from diverse backgrounds
· It is also needed to learn how to apply interpersonal communication theories, strategies, and skills to multiple communication contexts.
· To gauge whether you communicate effectively in a variety of interpersonal communication situations, you should reflect on personal, professional, educational, intercultural, intellectual, societal, and ethical communication contexts

Long ago, In Greek city states, educated citizens studies and practiced the art of oral communication.
· Plato and Aristotle discussed the role of communication in their personal and civic lives as well as its ability to help people to achieve personal goals, govern effectively, and defend freedom. 
· The study of communication relied on a rich intellectual foundation
· Communication studies expanded beyond public speaking to encompass interpersonal and intercultural communication, group and organizational communication, and mediated and mass communication
· The rich history of communication studies has endured and evolved in part because communication is a process rather than simple activity or unchanging thing
· A process is something that is constantly moving and in which the elements interact with one another to bring about a result
· Thus the characteristics of other communicators can affect your purpose, your choice of message content can affect your style of speaking, and your personal values can determine how you adapt to context in which you communicate
· In interpersonal communication studies, we do not have such strict laws (as in science) because we can’t predict communication outcomes with such certainty.
· At best, we can explain how communication works in general under similar conditions.
· Rather than applying strict laws, we apply accepted principles about the nature of human communication
· The 7 key elements and guiding principles of effective communication represent critical decision points in the communication process.
· 1. Self (know why SELF)
2. others (connect w/ others)
3. purpose (determine your purpose)
4. context (adapt to context)
5. content (select appropriate content)
6. Structure (structure your message)
7. expression (practise skillful expression)
· The decisions you make about each key affect the others
· When you communicate effectively, you make strategic decisions about how to present yourself and how to connect with others
· You communicate for a purpose in a specific context, both which affect the content, structure, and expression of your message.
· Communication is a psychological, emotional and behavioural process that asks you to make multiple, interdependent decisions about how you will use verbal and non verbal messages to generate meaning.
· 
Communication guidelines:
1. Know thy self
· Communication is personal: everyone communicates in their own unique way
· Your communication abilities and instincts are also one of a kind
· Thus, you should understand how your characteristics and attributes affect the way you communicate
2. Connect with others
· Regardless if you’re talking to one person or a whole audience, always consider to connect with others
· Communication is relational; the nature of your relationship with other affect what, when, where, why and how you communicate
· The nature of your relationship with another person affects your choice of specific communication strategies and skills
· Cultural diversity plays a critical role in communication.
· We use the term culture to describe “a learned set of shared interpretations about beliefs, values, norms, and social practices which affect the behaviours a relatively large group of people”.
· Consider what happens when you share a message with or respond to someone whose race, age, gender, religious beliefs, political attitudes, or educational level differs from yours.
3. Determine your purpose
· When you communicate with another person or a group of people, you usually have a reason for interacting with them
· Determining your purpose (what you and others are trying to accomplish by communication) is essential when deciding what when and how to communicate
· Even when you’re not fully conscious of your intentions, your communication is purposeful
· Even when you have no intention of communicating, someone else may perceive that you have sent a purposeful message.
· Some communication occurs whether we intend it or not

Effects of context
· Why are you here
· Different in a classroom, doctor’s office, job.

Interrelated communication contexts
· Psychosocial context
· Related to both the psychological and social contexts of a situation
· Considerations: your relationship with other communicators. Their personality traits, cultural attitudes, beliefs, values, behaviours and yours.
· +their age, gender, race, ethnicity, religion, sexual orientation, levels of ability, and socioeconomic status and yours
· Logistical context
· Refers to physical time, place, setting, and occasion where the interpersonal communication takes place
· Considerations: how busy or quiet a setting can affect the quality of the interpersonal communication
· Awareness of the impact of space, time, and the ability to attend free from distractions is important when communicating with others
· Interactional context: how many people are involved in the communication?
· Considerations: decide whether you are speaking to only 1 or 2 other people (interpersonal communication) or if you are speaking to 3 or more (group communication).
· Knowing this will change your messages and your method of communication
· Mediated context: something usually technology of some type, is between those interacting and communicating
· Considerations: personal forms include phone calls, social media, text messages, and email messages. 
· Mass communication, between a person and a large, often unknown audience, includes radio, TV, films, blogs, websites, newspaper, magazines, and books
4. Adapt to the context
· All communication occurs within a context, the circumstances and setting in which communication takes place. 
· Effective interpersonal communicators analyze and adapt to the context
· Presentational communication occurs between speakers and their audience members
· Presentational communication comes in many forms: from formal wedding speeches, student campaign speeches, and conference lectures to informal class reports, staff briefings, and training sessions.
5. Select appropriate content
· Although both animals and humans can send and receive messages, human beings are unique in their ability to communicate or convey an open ended volume of concepts
· Put another way, our language is symbolic; we have distinct ability to generate meaning by combining letter and/or sounds
· We can invent new words, say sentences that have never been said before, and communicate creative ideas.
· Effective communicators enlist power of good ideas and language by selecting appropriate content
· A symbol is something that represents something else. In language, it is an arbitrary collection of sounds or letters that in certain combination stand for a concept but do not have a direct relationship to the things they represent.
· Symbols aren’t the things they represent
· Since there is no tangible relationship between a symbol, the thing that it represents, and how you may feel about it there is always the potential for misunderstanding.
6. Structure your message
· Once you address the challenges of developing an appropriate and purposeful message, you face the additional challenge of structuring your message in a way that others will understand
· The word structure refers to how the components or parts of something are assembled and arranged to form a whole
· Structure involves organizing message content into a coherent and purposeful order.

Media richness theory
· Examines how the quality of diff media affects communication
· The theory also explains why your physical presence makes a significant diff in how well you communicate
· Let’s say you have a message you want to share with a group of people. You can share that message in several ways: face 2 face, on the phone, through email, or text, by sending a personal letter, by posting a notice or using social media
· Face 2 face communication is the richest communication medium because you can see and respond instantaneously to others, use nonverbal communication (body movement, tone of voice, facial expression) to clarify and reinforce messages, use a natural speaking style, and convey your feelings and emotions.
· In contrast, text based communication channels such as emails are opposite
· Readers have to reply exclusively on printed words and illustrations to interpret the sender’s meaning
· In short, face to face communication engages more of our senses and sensibilities than any other form of communication

7. Practice skilful expressions
· Whether you said something you regret or hit the send button on your email before you’re ready, you can’t undo communication
· At best, you can try to attempt to clarify what you’ve said or try to repair unintended consequences
· You can apologize to someone about what you said but you can’t take back what you said 
· because communication is irreversible, you must express your message skilfully and thoughtfully
· effective communicators prepare for and practice skilful expression
· Interpersonal communication channels are the physical and electronic media through which we express messages
· You can transmit messages using one or more of your sensory channels: sight, sound, touch, taste, and smell
· Although we use sight and sound most frequently when we speak and listen to others, do not dismiss the power of the other three senses
· The communication channels we use today extend beyond face 2 face environment into the far reaches of cyber space.
· Technology enables you to enlist a variety of media: phones, TV, personal computers, tablets, smartphones, and the world wide web
· Whether you’re engaged in an online chat or participating in a video conference, the media you choose and use affect the nature and outcome of your communication
Getting in gear
· The 7 guiding principles of effective communication just described apply to all types of communication
· No matter how well you structure the content of your message, you won’t achieve your purpose if you do not think carefully about the other factors involved in the communication process.
· If you offend your listeners or use words they don’t understand, you won’t achieve your purpose

Communication models
· Communication model is a way of simplifying the complex interactions of elements in order to clarify relevant relationships, and perhaps to help predict outcomes
· Communication models: identify the basic components in the communication process, show how the various components relate to and interact with one another, and help explain why a communicative act succeeds or fails
Early communication models
· The earliest type of communication model is linear communication model, functions in only 1 direction: a source creates a message and sends it through a channel to reach a receiver 
· Linear models address components but do not address the interactive nature of human communication
· Communication theorists next device interactive communication models, which include the concepts of noise and feedback to show that communication is not an unobstructed or one-way street
· When feedback is added, each communicator becomes both the source and receiver of messages
· When noise is added, every component becomes vulnerable to disruption
· Feedback is any verbal or nonverbal response you can see or hear from others
· A person giving feedback may smile or frown, ask questions or challenge your ideas, listen intently, or tune you out.
· If you accurately interpret feedback, you can evaluate how well your messages is being received and whether it is likely to achieve your purpose
· Expert communicators are sensitive to listener reactions
· They use feedback – whether +ve or –Ve – to evaluate whether and how well they are achieving their purpose, and then they adjust their message accordingly 
· Interactive communication models also recognize obstacles that can prevent a message from reaching its receivers as intended, known as noise
· Noise can be internal or external
· External noise consists of physical elements in the environment that interfere with effective communication
· Eg: heavy traffic outside, soft speaking voice, difficult to understand accent
· However, noise isn’t limited to just the sounds you hear. An uncomfortably warm room, an unpleasant odor, or even bright and distracting wall designs can interfere with your ability to be an attentive and effective communicator
· Internal noise is a mental distraction within yourself
· Internal noise consists of thoughts, feelings, and attitudes that interfere with your ability to communicate and understand a message as it was intended
· A listener preoccupied with personal thoughts can miss or misinterpret a message
· Such preoccupations can inhibit your ability to speak and listen effectively
· In most of early models, communicators have 2 imp. Functions: they serve as both the receiver and source of messages
· The communication source is a person or group of people who create a message intended to produce a particular response
· Your message has no meaning until it arrives at a receiver, another person or group of people who interpret and evaluate your message
· These 2 actions, sending and receiving are called encoding and decoding
· When you communicate with others, you encode your ideas: you transform them into verbal and nonverbal messages or codes
· Encoding is the decision making process by which you create and send messages that generate meaning
· Decoding converts a code or message sent by someone else into a form you could understand and use.
· Decoding is the decision making process you use to interpret, evaluate, and respond to the meaning or verbal/nonverbal messages
· Your own unique characteristics and attitudes influence the decoding process
Transactional communication models
· Communication is more complex than the processes depicted in linear or interactive models
· In reality, communication is simultaneous transaction in which we continuously exchange verbal and nonverbal messages and share meaning.
· Transactional communication is also fluid, not a thing that happens
· Transactional communication models recognize that we send and receive messages simultaneously within specific contexts.
· Even when we listen to someone, our nonverbal reactions send messages to the speaker
· Recall the 7 key elements and guiding principles: in an ideal communication transaction, you have adapted to your message to others and the context. Your messages contain appropriate and well-structured content as it expressed through one or more channels within a minimum of interfering noise. 
· Effective communicators accept the fact that they may never create or deliver perfect messages but they never stop trying to reach that idea.

Communication theories, strategies, and skills
· The best way to study interpersonal communication is to apply an understanding of communication theories to appropriate strategies and skills
· Theories are statements that explain how the world works
· They describe, explain and predict events and behaviours
· Communication theories help you understand what is happening when you communicate and why communication is sometimes effective or ineffective.
· Learning about theories alone will not make you a better communicator
· Without theories, we would have a hard time understanding why or how a particular strategy works or how strategies and skills interact
· Strategies are specific plans of action you select to help you communicate
· Effective communicators marshal their forces to achieve a specific purpose
· Learning about strategies isn’t enough.
· Effective strategies are based on theories
· If you don’t understand theory, you won’t know why strategies work in one situation and fail in another
· Strategies based on theories help you understand when, where, why and how to use a particular strategy most effectively
· Communication skills refer to your ability to communicate goals through interactions with others.
· Communication skills include: how to be more assertive, how to think critically, how to resolve conflicts, how to speak clearly, how to organize a message, how to explain complex concepts or persuade others
· Like strategies, skills are most effective when grounded in theory
· Without theories, you may or may not understand when and why to use a particular strategy or skill to its best advantage
· Skilled speakers and listeners have made effective interpersonal communication into an enduring habit.
· Habit has 3 components: knowledge, skills, and desires
· Knowledge plays a role similar to theories and strategies: it describes what to do and why to do it
· Skills represent how to do it
· And desires represent the motivation to communicate effectively and ethically: you want to do it.
· Effective and ethical communication relies as much on your attitude as it does on your knowledge and skills
· Successful communicators internalize the knowledge, skills, and motivation they need to communicate effectively and ethically
Communicating ethically
· Theories answer the key why
· Strategies answer what
· And skills answer how
· An effective communicator also must be able to answer the whether questions
· Ethical issues arise whenever we communicate because communication has consequences
· What we say or do can help or hurt others
· [bookmark: _GoBack]Ethics requires an understanding of whether communication behaviours meet agreed on standards of right and wrongs
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