Answer Key of Unit — 1 : Communication

What is the importance of listening in communication?

Listening is the ability to accurately receive and interpret messages in the communication process.
When we don’t communicate with people, we tend to assume what someone is thinking and feeling.
Unfortunately, this can lead to miscommunication and possibly create anger, resentment and other
negative emotions. Active listening helps to:

Learn and understand things better in a social and professional environpa
Become better at socialising

Build stronger relationships by making people feel valued
Improve problem solving skills
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Absorb information better.

In a nutshell, without the ability to listen effective
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8. Coherence: The term coherence refers to the smooth flow of ideas in a text. Two or more
ideas should not be blended together.

9. Courtesy: Courtesy implies taking into consideration both viewpoints as well as  feelings of
the receiver of the message. The sender of the message should be sincerely polite,
judicious, reflective and enthusiastic.

10. Effective Listening: In order to gain new information and ideas, to be inspired and motivated
and to improve overall communication, effective listening is quite important.

11. Focus and attention: One must be focused and pay attention to whatever is being
communicated to him.


https://www.mtmtranslations.com/english-blog/the-7-characteristics-of-effective-communication

3. What are the advantages of oral communication?

Oral communication is the process of verbally transmitting information and ideas from one individual
or group to another. In oral communication, spoken words are used. Examples of oral communication
are Face-to-face conversation, classroom lectures, speeches, telephone conversation, discussions etc.

Advantages of oral communication are:
@ Quick response Immediate feedback
@ Quick in exchange of ideas. Flexible

*Economical Removal of misunderstanding
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In oral communication, communication is influence by pitch, volume, speaking.
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5. What are the essentials of oral communication?



Oral communication includes both speaking and listening. Speaking is very powerful weapon for
influencing others. In order to make it effective, one must pay attention to the following elements:

a) Pronunciation: Proper pronunciation is the key to mastering the language. Without correct
pronunciation, the vocabulary that you know will be less effective when communicating.

b) Listening & conversation: Listening enhances one’s ability to understand others better and
makes a person a better communicator. It also builds stronger relationships by making people
feel valued

c) Spoken grammar: Grammar enhances accuracy. A person with a poor grammar skill can form
negative impression and this may last for a long time.

d) Vocabulary: Good vocabulary helps to create a positive impression on others.

e) Noticing language: One learns quickly and easily by imitating others. That js the reason,
noticing is regarded as an important part of the process of learning a
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increases the work efficiency.

Barriers to communication mean obstacles to the process of communication which cause different
misunderstanding, misconceptions, confusion and overall miscommunication. Some of the examples of
communication barriers are information overload, choosy perceptions, workplace gossips, semantics,
gender differences etc.

The Various Communication Barriers include:
» Physical Barriers



Psychological Barriers
Cultural barriers
Organizational barriers
Semantic/ Language barriers
Emotional barriers

Attitude barriers

Perception barriers
Technology barriers
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Gender barriers

To conclude we can say that in order to make the communication process effective, all the barriers

must be eliminated.




