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Unit –I 

Concept of Communication  

and

Introduction to Communication



Role  Of  Communication  In  Social

• In the modern time role of communication is very vital like 
having respiration. 

• We cannot think society without the use of communication. .... 
the communication helps persons individually to talk to some 
another person and exchange of ideas and information.

• it provide link between friends and relatives.



Role  Of  Communication  In  Economic System

Communication can play a vital role in promoting
human development. Democracy, decentralization and the
market economy empower individuals and communities to
control their own destinies. ... Policies must encourage effective
planning and implementation of communication programs.



Principles Of Communication

• Principle of Clarity: The idea or message to be communicated 
should be clearly spelt out. 

• Principle of Attention: ...

• Principle of Feedback: ...

• Principle of Informality: ...

• Principle of Consistency: ...

• Principle of Timeliness: ...

• Principle of Adequacy:





• 1. Be correct.
‘Go thus far and no more,’ is a dictum which the speaker would be wise to 
remember.
Who is being addressed? Are we right in using certain terms and 
expressions? Are we crossing the limit?

• 2. Be clear.
First and foremost, we have to be clear about what we want to say. If 
there is a problem to be solved, ‘going straight to the point’ should be the 
policy.

• 3. Be concise.
Conciseness is the essence of smartness. People would be willing to listen 
to us provided we don’t waste their time.

• 4. Be coherent.
Being coherent is a combination of clarity, conciseness, and concreteness. 
Coherence is an outcome of strictly following the principles of being 
unambiguous, brief and having the courage of our convictions.



• 5. Be complete.
When we have embarked on a task of finding a solution to a problem, we 
have to ensure we carry to its logical conclusion. Unresolved problems 
lead to further complications. Hence, we often talk about a ‘sense of 
closure.’

• 6. Be concrete.
This is true, especially when we want to suggest solutions to a problem. 
Vague statements and innuendoes do not help. They only complicate 
matters.

• 7. Be courteous.
This should be a guiding principle in anyone’s life. When we are 
responsible for the mental well-being of those around us, we can’t but be 
courteous. Many are under the illusion that being discourteous, rude and 
noisy establishes one’s authority. Nothing could be further from the truth. 
Cantankerousness can win us neither the trust nor the respect of others.



Process of Communication



Process of Communication

• The process of communication refers to the transmission or
passage of information or message from the sender through a
selected channel to the receiver overcoming barriers that
affect its pace.

• The process of communication is a cyclic one as it begins with
the sender and ends with the sender in the form of feedback.



Process of Communication

• 1. Sender

• The sender or the communicator generates the message and
conveys it to the receiver. He is the source and the one who
starts the communication

• 2. Message

• It is the idea, information, view, fact, feeling, etc. that is
generated by the sender and is then intended to be
communicated further.



Process of Communication

• 3. Encoding

• The message generated by the sender is encoded symbolically
such as in the form of words, pictures, gestures, etc. before it
is being conveyed.

• 4. Media

• It is the manner in which the encoded message is transmitted.
The message may be transmitted orally or in writing. The
medium of communication includes telephone, internet, post,
fax, e-mail, etc. The choice of medium is decided by the
sender.



Process of Communication

• 5. Decoding
• It is the process of converting the symbols encoded by the sender.

After decoding the message is received by the receiver.

• 6. Receiver
• He is the person who is last in the chain and for whom the

message was sent by the sender. Once the receiver receives the
message and understands it in proper perspective and acts
according to the message, only then the purpose of
communication is successful.

• 7. Feedback
• Once the receiver confirms to the sender that he has received the

message and understood it, the process of communication is
complete.



Process of Communication

• 8. Noise

• It refers to any obstruction that is caused by the sender, 
message or receiver during the process communication.

• For example, bad telephone connection, faulty encoding, 
faulty decoding, inattentive receiver, poor understanding of 
message due to prejudice or inappropriate gestures, etc.



Types of communication networks in formal 

communication

• Single chain: In this type of network communications flows from
every superior to his subordinate through a single chain.

• Wheel: In this network, all subordinates under one superior
communicate through him only. They are not allowed to talk
among themselves.

• Circular: In this type of network, the communication moves in a
circle. Each person is able to communicate with his adjoining two
persons only.

• Free flow: In this network, each person can communicate with any
other person freely. There is no restriction.

• Inverted V: In this type of network, a subordinate is allowed to
communicate with his immediate superior as well as his superior’s
superior also. However, in the latter case, only ordained
communication takes place.



Types of communication networks in formal 

communication

• Types of Grapevine network-

• Single strand: In this network, each person communicates
with the other in a sequence.

• Gossip network: In this type of network, each person
communicates with all other persons on a non-selective basis.

• Probability network: In this network, the individual
communicates randomly with other individuals.

• Cluster Network: In this network, the individual
communicates with only those people whom he trusts. Out of
these four types of networks, the Cluster network is the most
popular in organizations.





Barriers of Communication
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Methods of Communication



Communication channel

• Number of communication channels -
• There has to be a direct channel between any of the 2 people involved in a 

communication. The number of direct channels which can exist with “N” number of 
stakeholders will be “N(N-1)/2”. 

• As the number of stakeholder increases in a team, the number of channels increases 
much faster. The high number of channels can make communication very complex.

• There are number of different types of communication channels exist as listed 
below:

• Face-to-face conversations 
• Videoconferencing
• Audio conferencing
• Emails
• Written letters and memos
• Chats and messaging
• Blogs
• Formal written documents
• Spreadsheets etc.





Effectiveness :-

Undoubtedly we can say that mass people give more priority to a written document 

as well as every organization announce they’re an important issue in written 

format.

Permanent record :-

This is another most important facility for written communication. Every kind of 

written communication document are a permanent record and can preserve for 

further assistance.

Reduction of Risk:-

Written communication is one kind of evidence so, it can reduce the risk this is the 

most important advantage of written communication.

Less possibility of Distortion :-

In written communication, there is less chance of distortion because there are 

multiple chances to revise the written communication document.

Alternative Method :-

Written communication can be easily used as an alternative for any method of 

communication.

Advantages of Written Communication



Lack of secrecy

Written communication is exposed to everyone who is concerned with the message or 

information. So there is a chance of leakage of information from any employees which 

may cause a huge loss to the organization.

Expensive

Such communication is expensive. It involves expenditure in purchasing paper, .ink, 

typewriting, and printing machine as well as the maintenance of such equipment and 

machines.

Wastage of time

Such communication is time-consuming. From start to end it takes a lot of time. A 

message is sent through a mechanical device like a telephone may take a moment to 

reach a destination; whereas a message if sent through any written device like letter may 

require two, three, or even more days to reach the destination.

Lack of Direct Relations

Through written communication, there is very little scope for a personal relationship to 

grow between the sender and the receiver. Lack of personal touch may cause a 

communication gap or delayed communication.

Disadvantages of Written Communication



UNIT- II

BUSINESS LETTERS 



Meaning of Business  Correspondence

• Communication through exchange of letters is known

as correspondence.

• Communication through exchange of letters is known as
correspondence. We communicate our feelings, thoughts etc.
to our friends and relatives through letters that may be called
personal correspondence.



• Definition  -

• A Businessman writes and  receives letters in 
his day to- day transactions, which may be  
called Business Correspondence.



Tips To Make Business Letter

A business letter should be typed on letterhead for a professional
appearance.

If you don't have preprinted letterhead, type your name, title and
return address.

You may also include your telephone and email address. Don't
forget to type the date.

• A business letter is not the place to try out fancy fonts or experimental
writing styles. A direct, conservative style works best.

• Get to the point early. You should state your main cause in the first
paragraph.



• When writing directly to customers, always focus on their needs and
their perspective. Put yourself in their position and imagine what it
would be like receiving your letter.

• Always try to be civil and friendly even if the subject matter is stern
and sensitive. Avoid informal language but do not use old-fashioned
or over-formal language.

• No matter how upset you are with the recipient, try not to show your
anger in your letter. You are much more likely to get the response
you desire if you remain courteous.

• Humour can be used in business letters but only when the writer is
completely positive the recipient will understand the joke or pun.
From a business etiquette perspective it may be wise to avoid
humour.



Importance of Business Correspondence

1.Help in Maintaining Proper Relationship
• Now-a-days business activities are not confined to any one area or locality.

The businessmen as well as customers are scattered throughout the
country. Thus, there is a need to maintain proper relationship among
them by using appropriate means of communication

2. Inexpensive and Convenient Mode
• Though there are other modes of communication like telephone, telex,

fax, etc. but business information can be provided and obtained
economically and conveniently through letters.



3. Create and Maintain Goodwill

• Sometimes business letters are written to create and
enhance goodwill. Businessmen at times send letters to
enquire about complaints and suggestions of their
customers.

• They also send letters to inform the customers about the
availability of a new product, clearance sale etc. All this
results in cordial relations with the customers, which
enhances the goodwill of the business.

Importance of Business Correspondence



4. Serves as Evidence

• We cannot expect a trader to memorize all facts and figures in a
conversation that normally takes place among businessmen. Through
letters, he can keep a record of all facts. Thus, letters can serve as
evidence in case of dispute between two parties.

5. Help in Expansion of Business

• Business requires information regarding competing products, prevailing
prices, promotion, market activities, etc. If the trader has to run from
place to place to get information, he will end up doing nothing. It will
simply result in loss of time. But through business letters, he can make all
enquiries about the products and the markets. He can also receive orders
from different countries and, thus enhance sales.



Essential Qualities of a Good  Business Letter

• We may classify the qualities of a  good business letter

as:

a. Inner Qualities; and

b. Outer Qualities



Inner Qualities -

• The inner qualities of a good business letter refer to
the quality of language, its presentation, etc .



The various inner qualities of a  good business
letter.

- Simples - Simple and easy language should be
used for writing business letters.

Clarity - he language should be clear,  so that the 
receive will understand  the



• Accuracy - The statements written in the letter should be
accurate to, the best of the sender’s knowledge.
Accuracy demands that there are no errors in the usage
of language - in grammar, spellings, punctuations etc.

• Completeness - complete letter is one that provides all
necessary information to the users. For example, while
sending an order we should mention the desirable
features of the goods, i.e., their quality, shape, colour,
design, quantity, etc.



Outer Qualities -

• The outer qualities of a good business letter
refers to the appearance of the letter

Includes :

• Quality of paper

• Color of the Paper

• Size of the paper

• Folding of letter

• Envelope



Parts of a Business Letter

1. Heading

2. Date

3. Reference

4. Inside Address

5. Subject

6. Salutation

7. Body of the letter

8. Complimentary  

close

9. Signature

10. Enclosures

11. Copy Circulation

12. Post Script



Kinds of Business Letter

1.Business Enquiry Letter

• The letter written to sellers to know  the details of the 
goods which they  want to buy, like quality, quantity,  price, 
mode of delivery and payment

2.  Quotation Letter
After receiving the letter of  enquiry from a prospective 
buyer,  the sellers supply the relevant  information by 
writing a letter that  is called quotation letter



Kinds of Business Letter

3. Order Letter

• Letters written by a buyer to the seller giving the order
to purchase the goods is called order letter.

4. Complaint Letter

A complaint letter is written when  the purchaser does not 
find the  goods upto his satisfaction.It is  normally written 
by the purchaser  when he receives wrong, defective  or 
damaged goods or receives  incorrect quantity of goods



Kinds of Business Letter

5.Recovery Letter

• The letter written by the seller for  collection of 

money for the goods  supplied to the buyer



SOFT SKILL 

UNIT -III



• Soft skills refer to a cluster of personal qualities, habits, attitudes
and social graces that make someone a good employee and
compatible to work with.

• Soft skills influence how we interact with others.

Soft Skill - Meaning



Soft skills are required by an individual not only to  enter 

into workplace, but also to sustain oneself in the workplace as they  helps in:

1. Taking proper decision

2. Handling interpersonal relationships

3. Communicating with others properly andeffectively

4. Gaining Professional development

5. Having good impact or impression on others

Need of Soft Skill



• Inspiring leadership excellence & dynamic communication
• Optimizing managerial effectiveness
• Enhancing team building and time management skills
• Increasing the employability skills of students along with overall

corporate grooming
• Enhancing public speaking & presentation skills
• Developing interpersonal & time management skills
• Providing motivational training along with practical orientation that helps

in career visioning and planning

Objectives Of Soft Skills



Pros

Recognition from the  industry, 

Employer and peers

New employment  

opportunities

Promotions and advanced  

opportunities

Increased ability to perform  on the job

Strong team and leadership

Incentives, rewards, and challenges 

for Employees



CONS

Needs regular updates

Learners efforts are also needed

Sometimes speaker lacks in

communication skills

The person should have more  current affairs and 

other knowlegde

Expensive to Training



•Communication Skills 

• Leadership 

• Creativity

• InterpersonalSkills

• Professional Skills

Important Sets of Soft Skill



leadership

Team Building

Strategic Planning

Supervising

Decision  

Making

Delegation

Mentoring  

Giving Feedback



Communication

skills

Verbal Communication

Presentation Skills

Listening

Public Speaking

Humor

Interviewing

Writing



Interpersonal  skills

Networking

Interpersonal Relationships

Dealing with Difficult  

People

Conflict Resolution

Personal  
Branding

Office politics



creativity

Problem Solving

Innovation

Design
Sense

ArtisticSense

Critical
Thinking

Troubleshooting



UNIT – IV

Resume Writing 
&

Job Application Letters



What is Biodata?

Also known as biographical data, a biodata typically includes a range
of specific factual information about an individual. Essentially, bio
data highlights a number of details about a person such as; name,
age, colour, height, skills, hobbies, allergies etc.

Often times, this serves as a criterion for evaluating or assessing the
individual in question. In many cases, a biodata is used for profiling an
individual.The pieces of information referred to as biodata are usually
tailored to suit the context of request.



Key Elements of a Resume

•Personal Information. Name Current and Permanent address (may be 
omitted from a resume posted on the web) 
• Objective. In one short sentence summarize your goal for your   

job search.
• Education. High school name.
• Work and Related Experience.
• Awards and Honors. 
• Activities/Hobbies. 
• Skills. 
• References (3-5 people)



RESUME

• A resume is ideally a summary of one’s education, skills and employment when applying for
a new job. A resume does not list out all details of a profile, but only some specific skills
customized to the target job profile. It thus, is usually 1 or at the max 2 pages long. A
resume is usually written in the third person to give it an objective and formal tone.

• Structure: A good resume would start with a Brief Profile of the candidate, Summary of
Qualifications, followed by Industry Expertise and then Professional Experience in reverse
chronological order. Focus is on the most recent experiences (with responsibilities and
accomplishments), and previous experiences are only presented as a summary. This would
be followed by Education details and/or Professional Affiliations and/or Voluntary
Initiatives.

• Resume - 1 or 2 pages max

• Lists important KRAs or OKRs from the last 10 years

• Lists only relevant and active certifications

• Customised to a target job description

• Written in a neutral or third person tone

• Most Important Information: Full Name, Contact Details, Experience in reverse-
chronological order, Education details, Professional Skills & Certifications

• Not required: Date of Birth, Gender, Fathers name, Nationality, Hobbies, Declaration.

•



The biodata format includes relevant factual information 
about an individual, such as:

• Personal information (e.g., date of birth, gender, marital  
status, religion, height, complexion, father's name, etc.)

• Educational background.
• Occupational history.
• Skills.
• Interests and hobbies.



10 must-have features of  CV

• Tell the client what they want to hear in 20 seconds. 
• Tailor your profile. ...
• Highlight your relevant skills and experience. 
• Make use of upper case letters and bold font. ...
• Demonstrate how you can be of value to the client.
• Trim the fat. 
• Use bullet points and ditch the use of 'I' ...
• Be flexible with your job title.



CV – CURRICULUM VITAE

• Your CV is more detailed than a resume, generally 2 to 3 pages, or even longer as per the
requirement. A C.V. lists out every skill, all the jobs and positions held, degrees,
professional affiliations the applicant has acquired, and in chronological order. A CV is used
to highlight the general talent of the candidate rather than specific skills for a specific
position. CVs talk about your entire career ever since you graduated. So if you have 20
years of experience, your CV will have details of the entire 20 years even if it means a 10
page document.

• CV

• No limit on the pages

• Lists important KRAs or OKRs from the entire tenure

• Lists all skills and certifications held (also expired)

• Customised for a larger audience and not for a specific job description

• Written in a first, neutral or third person tone

• Most Important Information: Full Name, Contact Details, Short Bio, Education details,
Experience in chronological order, Professional Skills & Certifications, Interests, Courses,
Publications, References

• Not required: Date of Birth, Gender, Fathers name, Nationality, Hobbies, Declaration.

•



Thank You 


