
GST101LECTURENOTES

WHATISCOMMUNICATION

AccordingtotheOxfordAdvancedLearnersDictionary,“Communicationisdefinedas

theactivityorprocessofexpressingideasandfeelingsorofgivingpeopleinformation.

Speech is the fastest method of communication between people”.The word

communicationisderivedfrom theverb“Communicate”whichinessencemeansto

share.In essence,to communicate means to share information.Colin defines

communicationas“sharingofelementsofbehaviorormodesoflifebytheexistenceof

setsofrules”.WilburSchramm definescommunicationas“atoolthatmakessocieties

possibleanddistinguishhumanfrom othersocieties.BernardBevelsonandLinda

Steinerofistheview thatcommunicationis“thetransmissionofinformation,ideas,

emotions,skillsthroughtheuseofsymbols,words,pictures,figuresandgraphs.Sandra

Nwagbosobelievesthat“communicationisaprocesswherebyfacts,figures,ideas,

creativity,information,thoughts,feelingsareconveyedto,sharedwith,transmitted

from onepersontoanothersuchthatthetwopersonsunderstandeachotherandreact

accordingly”.Therefore,theaim ofcommunicationistopasssomeinformationacross

totherecipient.Thiscanonlybepossiblethroughtheuseofsentences.Thesentence

isanimportantaspectofcommunication;itismadeupofwordswhicharemeaningful.

Communicationisvitalinallhumanendeavors.Theabilitytocommunicateeffectively

requiressomespecialskill;everyindividualcancommunicatebutnotallcandoit

effectively.A dumbcancommunicatehisideas,opinions,feelingsbutnotallcan

understandhismessage.Thekeytoanyeffectivecommunicationistheabilityofthe

listenertounderstandthemessagepassedacross.Muchofhumancommunicationis

throughspeechandassuch,themodernmanusesspeechmorethanwriting.Thisisa

resultofitsimportanceineverydayactivity.Communicationisnotlimitedto just

speaking,writingisanaspectofcommunication.Itisassociatedwithmodernity.

Practicalcommunicationinvolvesspeech;beingabletospeakeffectivelycanenhance
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performanceinallhumanendeavorsandhelptoimproveone’ssocialmobility. A

haphazardspeechdoesnotachieveitsaim whileaneffectivespeechachievesa

specificpurposewithaparticularaudience.Effectivecommunicationentailsknowing

thesubjectandtheaudience.Thewayyoucommunicateathomeinyournative

languagewilldifferfrom presentingaseminarinanacademicenvironment.Thereis

needtoknowyouraudiencetobeabletocommunicateeffectively.Aspeechmustsuit

theoccasionanditsaudience.Ifyouarecalledtodeliveraspeech,itmustbeproperly

writtentoavoidmakingmistakes.Youmustknowwhattosay(subject);planwhatto

say(organizationofideas);practicethedeliveryofyourspeech;deliverthespeech

appropriatelyandhelptheaudiencetoform afavorableimpression.

ESTABLISHINGTHEPURPOSEOFCOMMUNICATION

Thereisneedtoknow thepurposeofcommunication,itwillassistthespeakerto

concentrateontheaim andworktowardscommunicatingeffectively.Therearefour

generalpurposewhichinclude:Toentertain,inform/instruct,persuade/convinceandto

Inspire.

• ToEntertain:Thepurposeistoarousetheinterestoftheaudiencewithjokesand

interestingtopics.Itisusedatparties,dinners,rallyandsocialgathering.

• ToInform /Instruct:Thisisachievedbyprovidingideasandinformationona

particularsubject.Itis used foreducational,religious and othercorporate

gatherings. The audience mustunderstand the ideas wellforeffective

communication.

• ToPersuade/Convince:Thisisusedmostlyinpoliticalrallies,salespromotions,

meetings.Thespeakerconvincesanaudiencetoaccepthisviewpointsorideas

aboutacertainthings.Facts,figuresandillustrationsareusedtoachievethis

purpose.

• ToInspire:Itaimstostirenthusiasm andactionintheaudience;itdeepens

emotionsandrestoreshope.Itincludessermons,funeraloration,workersor

studentsrallies.
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PROCESSOFCOMMUNICATION

The processofcommunication refersto the waythrough which the message is

encodedorpassedtothereceiver.Theessenceofanyinformationisforittobe

understoodbythereceiverwhoactsaccordinglybasedonthemessage.Informationis

consideredusefulwhenthereceiverunderstandsthemessage.Thechaingoesthus:

Sender-Message-Receiver-Feedback.

ELEMENTS/COMPONENTSOFCOMMUNICATION

SENDER:Thisreferstotheindividualwhoisinchargeofpassingthemessage,aperson

orgroupofpersonswhohaveareasonorpurposeforcommunicating.He/theyhavea

message,informationorfacttosendtothereceiverinawaytheycouldunderstand.

Theessenceofpassinginformationacrossisfortherecipientto understandthe

messagesoastoachieveitsaim.

RECEIVER:Thisisthepersonorgroupofpersonswhoreceivesanddecodesthe

message.He/theyunderstandsthemessageandactaccordinglyinordertoshowthat

theaim ofcommunicationisachieved.Communicationcannotbecompletewithoutthe

intendedrecipientdecodingthemessageandactsaccordingly.

MESSAGE:Thisistheinformation,fact,idea,code,imageandsymboltransmittedfrom

thesendertothereceiver.

FEEDBACK:Thisoccursasaresultofthemessagedecoded;itistheresponse,action

orreactiongottenfrom thereceiver.Itshowsthattheessenceofcommunicationis

accomplishedortheinformationunderstoodbythereceiver.Wecouldhaveapositive

feedback when the receiverunderstands the message orinformation and acts
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accordingly. A negativefeedbackoccurswhenthepurposeofthemessageisnot

actualizedorunderstoodtherebyproducesnoresult.

TYPESOFCOMMUNICATION

1.ONE-WAYCOMMUNICATION:Thefocusinthistypeofcommunicationison

gettingthemessageacrosstothereceiver.Itconcentratesonthemessage.This

typeincludesannouncement,instructions,directions,newsonradio,television,

advertisement,commercials and preaching.The sender justdelivers the

messageandexpectsthereceivertodecodethem.

2.INTERACTION OR TWO-WAY COMMUNICATION:This type recognizes the

receiverandhisroleasaco-communicatorintheprocess.Itfocusesonsending

themessageandgettingafeedback.Thesenderusesthefeedbacktoknow if

thereceiverunderstoodthemessage;itislikeayardstickformeasuringpeople’s

abilityin understanding information.Itis often used in teaching,lecturing,

discussionsandpreaching.

3.TRANSACTION:Itfocusesonsendingthemessageandreceivingafeedback

whichisanalyzedtoensurethatthemessagewasreceivedandunderstood.The

senderdoeseverythingtoensureeffectivecommunication.Thisoccursmostlyin

formalcontext/situationswhenbusinesstransactionanddealsaretakingplace.

FORMSOFCOMMUNICATION

TherearevariousformsofcommunicationofwhichthetwomainformsareVerbaland

Non-verbal.

VERBALCOMMUNICATION:Thisisdonethroughspeech,writingandimages.Assuch

wehavetypesofverbalcommunicationandtheyinclude:

1.ORALCOMMUNICATION:Thisisdonethroughspeech,dialogue,discussion,

conversation,telephoneandmobilephones.

2.VISUALCOMMUNICATION:Thisisusedtogettheattentionofthereceiver,such
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aspictures,posters,maps,advertisement,billboardsandroadsigns.

3.WRITTENCOMMUNICATION:Thisisusedinletters,memos,reports,magazines,

pamphletsandposters.

4.ELECTRONIC COMMUNICATION:Thisisfacilitated byan interfacesuch as

mobilephones,computers,modems,telephone,faxande-mails.

NON-VERBALCOMMUNICATION:Thisisatypeofcommunicationwherewordsarenot

usedincommunication.Itisusuallythroughsignlanguage.Itispertinenttostatethat

thehumanbeingshavefiveorsixsensethus:Sight,hearing,smell,touch,feelingand

talking.Apartfrom usingspeech,anycommunicationthatmakesuseoftheother

sensesisnon-verbal.Thefaceisaplatform onwhichthreeorfourbasicsenseorgans

aresituatedandassuch,canbeusedtocommunicatenon-verbally.Examples:

 Face-Smiles,frowns,scowl,grimace

 Eyes:Open,close,glare,signal,squint,directionofgaze.

 Voice:Raise,lower,controlspeechrhythm,determinestone

 Body:Movement,gestures,direction.

MASSCOMMUNICATION:Itistheprocessthroughwhichcommunicationisdirected

simultaneouslytoalarge,heterogeneousandanonymousaudienceonamassivescale.

Themessagesaretransmittedpubliclyandaretransientinnature.Thecommunicator

worksinacomplexorganization.Themassmediaincludesthefollowing:

 Printmedia:Newspapers,magazines,posters,books.

 Electronicmedia:Radio,television,audioorvideorecording

TELECOMMUNICATION:Thistypeofcommunicationuseselectromagneticdevicesto

sendmessages.Theyinclude:telephones,mobilephones,radio,television,telegraph

andfax.

SECONDLEVELOFCLASSIFYINGFORMSOFCOMMUNICATION.
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1.INTRAPERSONALCOMMUNICATION:Thisform ofcommunicationtakesplace

withinanindividualwhereinheisboththesenderandreceiveroftheinformation

ormessage.Itincludeshissoliloquies,thinking,deciding,rememberingandday-

dreaming.

2.INTERPERSONALCOMMUNICATION:Itistheprocesswhereasenderinteracts

withareceiverfacetoface.Itincludesconversations,discussions,lectures,

interviewsandmeetings.Thesendergetshisfeedbackinstantly.

CHARACTERISTICSOFINTERPERSONALCOMMUNICATION

 Theinteractionisfacetofacesothatallthehumansensesareutilizedbythe

participantswhoareinoneplaceatthesametime.

 Itcreates room forfocused interaction since the participants are in close

proximity,assuchtheycanpayvisualcognitiveattentiontooneanother.

 Theinterpersonalsettingisnotstructures,assuchtherearenotmanyrules

governingtheform orcontentofthemessagestransmitted.

EFFECTIVENESSOFINTERPERSONALCOMMUNICATION

 Itiseasytoinfluenceandimpactpeople,people’sbehavior,attitudeandactions

geteasilyinfluencednegativelyorpositively.

 Thecontentandstructureisflexible,thereforeyoucouldchangeanythingthat

mightbeabarriertocommunication.

 Theparticipantscanaskquestionsanddirecttheprocessashe/shedeemsfit.

Thismeansthatthepersonhassomeform ofcontrolovercommunicationand

canexerciseit.

 There is a chance forquick exchange ofinformation.You getimmediate

feedback,evaluate,correctandexplain.
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 Itispossibletostimulateanyothersensewhichcanhelponetocommunicate

moreeffectively.

 Thereishighpercentageofnon-verbalcommunicationwhichenhancesthe

process.Here,thecommunicationisnotdependentonlyontheverbalaspect;

bodylanguageisinvolvedaswellwhichmakesitmoreeffective.

THEBASICSOFSUCCESSFULCOMMUNICATION

1.Honesty

2.Therightattitude

3.Interestintheotherperson

4.Opennessaboutyourself:Don’tpretend

5.Keepitsimple:avoidjargons

6.Timeismoney-don’twasteit,gostraighttothepoint

7.Knowyoursubject/topic

8.Bebold,avoidbeingshy

LISTENINGSKILLS

Listeningisanimportantaspectoflife;withoutwhichonecouldrunintoseriesof

problemsanddifficulties.Asundergraduates,agoodnumberofyourtimewillbespent

listeningtolecturesandtakingdownnotes.Itispertinenttodevelopagoodlistening

habitinordertotakedownusefulnotes.Listeningisafundamentalskillwhilereading

andwritingaresecondary.Listeningandhearingaretwodifferentconcept;youtendto

heareverythingasfarasyourauditoryorgansarefunctioningproperly.Listeningisa

form ofconcentratedhearing;itisadeliberateactofpayingcloseattentiontothe
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immediatesoundsofteachinggoingonaroundyou.Listeninginvolvescloseattention

towhatyouhearsoastoabsorbtheinformationandactaccordingly.

EFFECTIVEWAYSOFLISTENING:Goodlisteninghasnothingtodowithyourlevelof

education,intelligenceorsocialstatus.Itcomesthroughself-disciplineandconstant

practice.

1.Takelisteningseriously-seeitasanactiveprocess,itrequiresconcentration.

2.Resistdistractions:eliminateallphysicalandenvironmentaldistractions

3.Focusonyourlistening:listentothemainpoints,elaborationofthemainpoints,

methodsofteaching.

4.Don’tbedivertedbyappearanceordelivery:don’tbecarriedawaywiththe

person’sbeautyorviceversa

5.Suspendjudgment

CAUSESOFPOORLISTENING

1.Poorconcentration:itcouldbemental,physicalorenvironmental.

2.Listeningtoohard

3.Jumpingtoconclusion

4.Focusing on deliveryand personalappearance:don’tpayattention to your

lecturersappearance.

READINGSKILLS

Readingisanimportantaspectofstudentsandshouldbegivenutmostattention.Most
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peopleoftenbelievetheycanreadwellandassuch,feelsthatteachingitisnot

important.Asstudents,readingisveryessentialandyouhavetodevelopnewerreading

strategiesforcopingatthislevel.Youarenotexpectedtoreadthesaywayyoudid

whileinprimaryandsecondaryschool.Theywayyoureadanewspapersisdifferent

from thewayyoureadwhilepreparingforyourSSCEANDJAMBexaminations.For

somefootballfans,thewaytheyflipthroughanewspaperjusttoreadthesportnewsis

differentfrom thewaytheywillaninterestingnovel.

Reading isa skillwhich helpsone to acquire the abilityto transform the visual

representationoflanguageintomeaning.

Wehavefivetypesofreadingandtheyareasfollows:

1.Scanning

2.Skimming

3.Speedreading

4.Lightreading

5.Studyreadingorreadingtostudy

SCANNING

Scanningisalsoreferredtoassearchreadingwhichentailsglancingrapidlythrougha

text,diagram,tableorgraph.Scanningisusedinsearchingforaspecificpieceof

information,findoutthemeaningofawordinthedictionaryandalso,findoutifatextis

suitableforagivenpurpose.Whenyousearchforyournameonlistonthenoticeboard,

youarescanning.Youeyesmovequicklythroughthelisttillyoufindyournameor

whateveryouarelookingfor.

SKIMMING

Skimmingiscloselyrelatedtoscanninginthesensethattheybothrequirefastreading.

Itgivesageneraloverview ofthetextyouarereading.Youskim toidentifythemain
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points,getasummaryofwhatthetextisabout,seehowtheauthororganizedthetext

aswellastodeterminewhetheratextissuitableforyourpurposeornotbyglancing

throughthetableofcontents.

Inskimmingexercise,youarerequiredtoidentifythemainpointsandgiveasuitable

titletoapassage.Skimminghelpsyoutodecideifatextisusefulforyourpurpose

especiallyinabookshop.Italsopreparesyouforamoredetailedstudyofthetext.

SPEEDREADING

Itinvolvestheabilitytoreadacertainamountofmaterialwithinashorttimeand

understandwhatyouhaveread.Youmustshow evidenceofyourspeedreadingby

answeringquestionsthatfollows.Speedreadingeyemovementandflexibility.Eye

readingisatechniquethatfacilitiesspeedreading.A fastreadermakesfewereye

movementsthanaslowone,afastreader’seyetakeinseveralwordsatatime.

LIGHTREADING

Thisinvolvesreadingforleisure;youreadatapacethatyouarecomfortablewith.You

maywanttoincreaseyourpaceifthetextisfullofsuspenseandinteresting.Youmay

alsoskipsomepartsofthetextiftheyareboring.Thistypeofreadingusuallyinvolves

readingforentertainmentandyoumaynotwanttoreadinordertorememberorrecall

thedetails.Itisnotusefulforstudy.

READINGFORSTUDY

Thisisthemostimportantaspectofreadingforstudentsandyouneedtobecareful

whilereadingbecauseitmayrequireevaluationorsummary.Itisslowerthanthe

normalratewhereyourinterestistogetthemainideasandtheirrelationtodetails.

Here,yourintentionismoredeliberatebecauseyouneedtoretainwhatyoujustreadso

astorememberthem duringexamination.Youmayreadatexttwoorthreetimesin
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ordertodigestitaswellunderstandallaboutthetext.Intertiaryinstitutions,youare

requiredtoreadandunderstandall.Thismethodenablesyoutowritewellinyour

examinationsandassuch,seriousattentionshouldgiventoit.

Readingforstudyrequiresanintensiveandextensiveform ofreading.Theobjectof

extensivereadingistocoverthegreatestamountoftextinasshortaperiodoftimeas

itispossible.Intensivereadingisconcernedwiththestudyofthosefeaturesof

language-syntactic,lexicalthatthestudentorreaderrequiresordrawsuponinorderto

interpretamessage.Extensivereadinginvolvesawidercoverageofreadingmaterials

whileintensivereadingdemandsahighdegreeofconcentration.Bothtypesare

importantforstudentsintertiaryinstitutions.

Badreadinghabitstoavoidinclude:

 Headmovement

 Pointingtowords

 Vocalization

 Sub-vocalization

 Eyemovement

 Regression:thebackwardmovementoftheeyesinordertore-readwords,

phrasesandsentencesthathavealreadybeenpassed.
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