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Principles of Communication

Communication is a two-way process e
of giving and receiving information
through any number of channels. |

*\Whether one is speaking informally to
a colleague, addressing a conference or
meeting, writing a newsletter article
or formal report.



Presenter
Presentation Notes
الاتصال هو عملية ثنائية الاتجاه لإعطاء المعلومات وتلقيها من خلال أي عدد من القنوات.

ما إذا كان المرء يتحدث بشكل غير رسمي إلى زميل ،
مخاطبة مؤتمر أو اجتماع ،
  كتابة مقال في رسالة إخبارية أو تقرير رسمي.
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e Types of Communication:

On the basis of Organizational Structure:
(i) Formal Communication and
(ii) Informal Communication
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(i) Formal Communication: The Formal Communication is the
exchange of official information that flows along the different
levels of the organizational hierarchy and conforms to the
prescribed professional rules, policy, standards, processes and
regulations of the organization. The formal communication
follows a proper predefined channel of communication and is
deliberately controlled. It is governed by the chain of command
and complies with all the organizational conventional rules.

(ii) Informal Communication: ‘Informal Communication’ is the
communication among the people of an organisation not on the
basis of formal relationship in the organisational structure but on
the basis of informal relations and understanding. It may overlap
routes, levels or positions. Informal communication creates a
situation where the different workers communicate with each
other, work side by side, hour after hour and day after day
irrespective of their formal positions and relationships. It is
referred to as the ‘grapevine’ which indicates informal means of
circulating information or gossip. It is direct, spontaneous and
flexible. It is personal, unofficial, and mostly verbal.
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Communication skills allow you to:

Understand and be understood by others.
Sharing ideas with others,

Actively listening in conversations,

Giving and receiving feedback

A Sl o A

communication skills can help you both
advance in your career and be competitive
when searching for new jobs



Presenter
Presentation Notes
يفهم ويفهم الآخرون.
تبادل الأفكار مع الآخرين ،
الاستماع بنشاط في المحادثات ،
اعطاء وتلقي ردود الفعل
يمكن أن تساعدك مهارات الاتصال على التقدم في حياتك المهنية والقدرة على المنافسة عند البحث عن وظائف جديدة
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Communication skills involve:

listening, speaking, observing and
empathizing—ahalill

Communicate will be through:

face-to-face interactions,

phone conversations

and digital communications,( like email and
social media).
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Presentation Notes
الاستماع والتحدث والملاحظة والتعاطف
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* There are various different methods of
communication.

 This includes verbal communication, non-verbal
communication, listening, written communication
and visual communication. Research has shown
that non-verbal cuesiubdll e & LAY and body
language, facial expressions and tone of voice
account for almost 55% of all communication.


Presenter
Presentation Notes
Nonverbal Communication
What you say is a vital part of any communication. But what you don’t say can be even more important. Research also shows that 55% of in-person communication comes from nonverbal cues like facial expressions, body stance, and tone of voice. According to one study, only 7% of a Receiver’s comprehension of a Message is based on the Sender’s actual words; 38% is based on paralanguage (the tone, pace, and volume of speech), and 55% is based on nonverbal cues (body language)
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Types of communication

e 1. Verbal: Communicating by way of a
spoken language.
2. Written: Communicating by way of
written language, symbols and numbers.
3. visual communication Communication by
way of photography, art, drawings, sketches,
charts and graphs.

o 4 Nonvel‘bal Communication Non-Verbal communication

refers to the communication and interpretation of information by any means other than
language



Presenter
Presentation Notes
Nonverbal Communication
What you say is a vital part of any communication. But what you don’t say can be even more important. Research also shows that 55% of in-person communication comes from nonverbal cues like facial expressions, body stance, and tone of voice. According to one study, only 7% of a Receiver’s comprehension of a Message is based on the Sender’s actual words; 38% is based on paralanguage (the tone, pace, and volume of speech), and 55% is based on nonverbal cues (body language)


https://www.indeed.com/career-advice/career-development/verbal-skills
https://www.indeed.com/career-advice/career-development/written-communication-skills
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Types of Non-Verbal Communication:

e 1. Communication by Body Language 2.
Communication by Gestures <lelal 3,
Communication by Posturea<=s4. Communication by
Facial Expressions 5. Communication by Human
Behaviour 6. Communication by Touch 7.
Communication by Dress and Groomingdliuy! 8,
Communication by Proxemics<lu sl 9.
Communication Through, Maps and Graphs 11.
Communication Signs and Symbols 10.
Communication by Charts by Posters 12.
Communication by Colors 13. Communication by
Silence
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How to improve your communication skills

1. Observe good communicators around
you.

2. Ask a close friend or colleague for
constructive criticism.

3. Practice improving communication habits.

4. Attend communication skills workshops or
classes.

5. Seek opportunities to communicate.


Presenter
Presentation Notes
راقب التواصل الجيد من حولك.
اطلب من صديق أو زميل مقرب النقد البناء.
تدرب على تحسين عادات الاتصال.
حضور ورش عمل أو دروس مهارات الاتصال.
ابحث عن فرص للتواصل.
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The main Form of communication is
Conversation

e What is Conversation?

e |s atalk, especially an informal one,
between two or more people, in which news
and ideas are exchanged.



) silgadpumaslfaw =il

s Salahaddin University-Erbil

 Conversation is the exchange of words.

e Communication, on the other hand, is the sum of
several important parts. It includes the act of thinking
about what we want to say, and basing our response on
the behavior of the person(s) in front.

e The aim of communication is to conveyJ—s: a message.
The aim of conversation is to have a discussion.

A conversation therefore explicitlyz s s solicits <
feedback. A conversation is an exchange of ideas, thoughts,
sentiments—bl se ¢ ) observations, feelings, and opinions
between two or more people.
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The Rules of Conversation

e 1. Conversation is a Two-Way Street

e 2. Be Friendly and Polite :

e 3. Respond to what they are saying:

e 4. Use Signalling to Help the Other Person



Resources types

m Scientific papers

m Books

m Official statistics

m International standards

m Previous master and PhD. Thesis

m E-learning and teaching websites on Internet
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JOPIPES JaS 4 Gy (§)dislis Sdud poggo
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3 ddlgs Cross-examination by first negative speaker
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