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Technical Communication/Theory of Communication 

 

Communication- Definition: 

Communication can be defined as “the effective transmission of message from one person or 

body to another (receiver). The means through which the message is conveyed is called 

‘medium’. 

The term communication comes from the Latin word “communis” which means ‘common’. 

Communication refers to the commonness of sharing of information, ideas, facts, opinions, 

attitudes and understanding. Communication essentially means transmission of commonly 

meaningful information. 

 

Importance of Communication 

 

Functions of Communications:   

 

The importance of communication in an organization can be summarized as follows: 

 

1. Communication promotes motivation by informing and clarifying the employees about 

the task to be done, the manner they are performing the task, and how to improve their 

performance if it is not up to the mark. 

 

2. Communication is a source of information to the organizational members for decision-

making process as it helps identifying and assessing alternative course of actions. 

 

3. Communication also plays a crucial role in altering individual’s attitudes, i.e., a well 

informed individual will have better attitude than a less-informed individual. 

Organizational magazines, journals, meetings and various other forms of oral and written 

communication help in moulding employee’s attitudes. 

 

4. Communication also helps in socializing. In todays life the only presence of another 

individual fosters communication. It is also said that one cannot survive without 

communication. 

 

5. Communication also assists in controlling process. It helps controlling organizational 

member’s behaviour in various ways. There are various levels of hierarchy and certain 

principles and guidelines that employees must follow in an organization. They must 

comply with organizational policies, perform their job role efficiently and communicate 

any work problem and grievance to their superiors. Thus, communication helps in 

controlling function of management. 

 

 

Elements of Communication 

http://www.managementstudyguide.com/importance_of_motivation.htm
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Seven major elements of communication process are: (1) sender (2) ideas (3) encoding (4) 

communication channel (5) receiver (6) decoding and (7) feedback. 

Communication may be defined as a process concerning exchange of facts or ideas between 

persons holding different positions in an organisation to achieve mutual harmony. The 

communication process is dynamic in nature rather than a static phenomenon. 

Communication process as such must be considered a continuous and dynamic inter-action, both 

affecting and being affected by many variables. 

 

(1) Sender: 

The person who intends to convey the message with the intention of passing information and 

ideas to others is known as sender or communicator. 

 

(2) Ideas: 

This is the subject matter of the communication. This may be an opinion, attitude, feelings, 

views, orders, or suggestions. 

 

(3) Encoding: 

Since the subject matter of communication is theoretical and intangible, its further passing 

requires use of certain symbols such as words, actions or pictures etc. Conversion of subject 

matter into these symbols is the process of encoding. 

 

(4) Communication Channel: 

 

The person who is interested in communicating has to choose the channel for sending the 

required information, ideas etc. This information is transmitted to the receiver through certain 

channels which may be either formal or informal. 

(5) Receiver: 
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Receiver is the person who receives the message or for whom the message is meant for. It is the 

receiver who tries to understand the message in the best possible manner in achieving the desired 

objectives. 

 

(6) Decoding: 

The person who receives the message or symbol from the communicator tries to convert the 

same in such a way so that he may extract its meaning to his complete understanding. 

 

(7) Feedback: 

Feedback is the process of ensuring that the receiver has received the message and understood in 

the same sense as sender meant it. 
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7 Cs of Communication 

 

There are 7 C’s of effective communication which are applicable to both written as well as oral 

communication. These are as follows: 

1. Completeness - The communication must be complete. It should convey all facts 

required by the audience. The sender of the message must take into consideration the 

receiver’s mind set and convey the message accordingly 

 

2. Conciseness - Conciseness means wordiness, i.e, communicating what you want to 

convey in least possible words without forgoing the other C’s of communication. 

Conciseness is a necessity for effective communication.  

 

 

3. Consideration - Consideration implies “stepping into the shoes of others”. Effective 

communication must take the audience into consideration, i.e, the audience’s view points, 

background, mind-set, education level, etc. Make an attempt to envisage your audience, 

their requirements, emotions as well as problems. Ensure that the self-respect of the 

audience is maintained and their emotions are not at harm. Modify your words in 

message to suit the audience’s needs while making your message complete 

 

4. Clarity - Clarity implies emphasizing on a specific message or goal at a time, rather than 

trying to achieve too much at once 

 

 

5. Concreteness - Concrete communication implies being particular and clear rather than 

fuzzy and general. Concreteness strengthens the confidence.  

 

6. Courtesy - Courtesy in message implies the message should show the sender’s 

expression as well as should respect the receiver. The sender of the message should be 

sincerely polite, judicious, reflective and enthusiastic 

 

 

7. Correctness - Correctness in communication implies that there are no grammatical errors 

in communication.  

 

 

Levels of Communication: 
 

Interpersonal: human Being ↔ Human Being 

 

Intrapersonal: within Self 

 

Extrapersonal: Human Being ↔ other living creature 
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Types & Flow of Communication 
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