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MEDIA USED IN COMMUNICATION

UNIT–3

MEDIA USED IN COMMUNICATION

(Lesson Structure)
3·0 Objective
3·1 Introduction
3·2 Media Used in Communication

3·2.1 Spoken Communication
3·2.2 Written Communication
3·2.3 Non Verbal Communication
3·2.4 Audio Visual Communication
3·2.5 Communication Through Graphics

3·4 Let Us Sum Up
3·5 Exercise
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3·0 Objective :
At the end of this lesson you will be able to :

 Identify different types of communication.
 Understand verbal communication.
 Identify characteristics of oral and written communication and their advantages and

disadvantages.
 Understand the advantages, importance and limitations of audio-visual

communication.
 Understand non verbal communication.

3·1 Introduction :
After we discussed the meaning and importance and dimensions of communication

in the previous lessons we will now discuss the media used in communication and how it
can be used to its full advantage. After discussing the directions and dmenstions of
communication you can understand that there may be various occassions requiring
different types of communication. All communication cannot be of the same type and
flow though the same means. Much depends on who sends the message to whom and for
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what purpose. You must also realize that there are a number of media to pass a message
from one person to another. Good all round communicative competence involves all four
skills :

 Speaking and writing (Production)
 Listening and Reading (Reception)

3·4 Media Used is Communication :

3.3.1 Spoken Communication :
Areas In Which Spoken Communication Is Used :
Spoken communication is usually used for speeches delivered on formal occasions.

It is also used for discussions  before committing the outcome of the discussions in writing
e.g. the discussion of a board of directors of a company before taking a policy decision or at
a sales executives meeting to discuss marketing strategy or review monthly sales
performance. Day-to day administrative and technical instructions  are given through spoken
communications. Employee training programmes and employee counselling make use of
the spoken medium. In the situations mentioned here the media of speech is used in the area
of business and industry. Speech is also a part of day to day living. It should be remembered
that spoken communication is a part of communication through sound.
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Devices used for Spoken Communication :
Spoken communication is aided by a number of electronic and non electronic devices

such as telephones, mobile phones, intercom system, dictaphones, public address systems,
megaphones, walkie-talkies, synchronised projector cum tape recorders for audio visual
presentation.

The telephone and the mobile phones are the gifts of technology to the world in
general and to business is particular. The telephone has created a new strategy in marketing
called Tele-marketing which helps retailers, banks and other organisations to carry their
products and services to the customer's doorstep. It also helps Directors and Managers of
national and international corporations to communicate with their counterparts in various
countries throughout the world. The telephonic system has made it possible to get almost
instantaneous feedback to the spoken communication, which would have taken several
days if it had been sent in the form of a letter. The mobile phone helps the central office to
keep in touch with its sales representatives, marketing executives or technical, maintainance
and service teams. They also help to give immediate clarification and technical information
backup to the field staff. At the same time they help to give immediate feedback of the
task performed. Thus telephones play an important role in facililating  communication.

Intercoms and dictaphones have increased the efficiency within the office by
reducing the need for employees to move from place to place. For e.g. the steno need not
go to his/her boss's office everytime he has to dictate a letter. He can dectate his letters,
reports and memos as required and the steno will type them one after the other from the
dictaphone thus saving time for both. Public address systems are very useful for providing
information or issuing instructions in large noisy environments. However, they are usually
used for celebrations, stage shows and speeches by dignitaries. Synchronised projector
cum tape recorders are used for presentations at conferences. The  taped information about
new products, discounts, bonus offers and specifications make the information exactly
the same at each convention and rule out the possibilities of slips and errors in business
presentation. They also bring into the convention hall a visual presentation of various
products. Megaphones and walkie talkies are ideal for crowd control and managing
emergencies.

Advantagtes of Oral Communication :
 Oral communication which is face to face communication with others, has its

own benefits. The first and foremost advantage of oral communication is that it
provides immediate feedback to the participants in the communication event.
While engaged in talk with somebody we can ask for clarification or further
elaboration,  justification etc. When people communicate orally they are also
able to interact, they can ask questions and even test the undersanding of their
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message. By observing facial expressions, eye contact, tone of voice, gestures,
postures etc. one can understand the message better and as a result any
misunderstanding  can be cleared immediately.

 Oral communication is time saving.
 By drawing people together oral communication builds up a healthy work climate

in an organisation.
 Oral communication by sounding personal becomes an effective tool of persuasion

and helps in negotiating business deals.
 Oral communication is not only time saving, it is also economical as it saves the

money spent on stationery.
 Oral communication provides the speaker the opportunity to correct himself and

make his ideas clear by changing his voice, tone, pitch and modulation.
 In oral communication the speaker enjoys the advantage of understanding the

individual or groups he is addressing. He can immedicately understand the groups
reaction and arrive at a satisfactory conclusion.

 Oral communication is personal in nature and of the comfort level of the sender
as well as the recevier is quite high.

Limitations of Oral Communication :
 Oral communication may not be time saving always. Sometimes deliberations go

on for a considerable time without arriving at a satisfactory conclusion.
 Oral messages cannot always be retained in the listeners memory. The speaker

himself may not always recollect what he actually said or meant.
 In the absence of any record, oral messages do not have legal validity.
 If the speaker has not carefully organised his thoughts, oral messages may lead

to misunderstanding.
 The length of the message may pose a problem. If the message is lengthy it may

not always be suitable for oral communication.
 It becomes difficult to fix responsibility for anything going wrong or for any

mistake in oral communication.
3.3.2 Written Communication :

While oral communication comes naturally and spontaneously to man, written
communication requires careful consideration. Writing is a result of long practice and
patience in learning. The written word is an indelible record of proceedings in a business
environment and therefore needs to be carefully planned. It is a tangible record of
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information, messages, enquiries and instructions. There are several forms of written
communication each with its oral format. The important formats are :

The MEMO (abbreviated form of memorandum) is a short important means of
communication within an organisation. It is an informal intra organisational message
between the employees of an organisation. Companies usually, provide their employees
with memo pads with provisions for taking carbon copies of the memos issued and with
the names of the company and the department for which they are provided. Senior officials
may be given personal memo pads with their names on them. A memo is a short, informal
message pertaining to daily work.

Official and business letters are formats used for a large number of purposes such
as applying for a job,, leave, appointments, conveying information, granting dealership
and franchisee, for inter departmental, intra-departmental and inter organisational
correspondences, for enquiries, for seeking clarifications, for placing orders, and for making
complaints and answering them. Letters are the oldest and most lasting form of written
communication. Before the advent of foxes and e-mails letters served the purpose of
recording decisions taken and terms and conditions agreed upon.

A Report is a formal, objective and well organised written communication. It acts
as a written database of information for taking a decision or as a basis for further action.
There are differnt types of reports such as Financial Reports, Project Reports, Work Progress
/Status Reports, Survey Reports etc. Reports sometimes make use of graphics such as
tabular columns, pie diagrams, bar diagrams, tree diagrams and fish bone diagrms etc. to
add clarity to the report.

A Notice is a short communication with the object of informaing a large number of
people about something. Some notices are pasted or pinned on notice boards and others
are circulated. The latter are known as circulars. Notices and circulars are simple,
straightforward communications, which can be easily understood by employees having
defferent types and levels of education.

A Fax Message is a written or typed communication sent through a telex machine.
It is a useful communication tool. As it is posible to receive and send written messages a
fax may be considered as written communication. Because it is possible to receive these
messages with continuously attending to the machine, it is used in many big firms, business
establishments and industries. It is of great use in share markets where minute by minute
updates of information is vital.

E-mail or electronic mail is written or typed  communication conveyed over an
electronic network. E-mail is used for a variety of purposes and its users include business,
financial organisations and individuals across the globe. Messages are transmited and
received through computers linked to telephones or sattelites. The messages are transmitted
almost instantaneonesly. This device is used by all forms of organisation for social,
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academic or business purpose. It is possible to get a printout of the communication at the
receiving end. Currently it is the most effective tool used to communicate inside and outside
organisations.

Internet Domains are a form of communication which may be downloaded. They
are used by business concerns for advertising their products and services.

Advertisement in newspapers, magazines, journals and the internet are also
examples of written communication as are flyers and billboards.

Advantages of Written Communication :
 It provides us records, references etc. on which important decisions rest.
 It builds up the legal defences of the organisation through letters, records,

instructions etc.
 It provides uniformity of policy and procedure and builds up proper guidelines

for the working of the organisation.
 It builds up the image of the company
 It can be checked for accuracy. Oral communication may be interpretated in

different ways but the written communication is unambiguous.
 It is permanent
 Responsibility can be easily assigned. One may go back on the spoken word but

not so on the statement in black and white.
 It is formal and authoritative.
 It reduces the possibility of  misunderstanding.
Limitations of Written Communication :
 It is time consuming and immediate feedback is not available.
 It is expensive in terms of money and man hours.
 It becomes ineffective in the hands of people who are poor in expression.
 Absence of immediate clarification.
 Written materials may be leaked prematurely or may fall in the wrong hands.
 Excessive formality in personal relations.
It can be said that the written communication remains the backbone of an

organisation whatever be its disadvantages or limitations. Almost all formal communication
is in writing.
3.3.3 Non Verbal Communication :

Communication is a process in which people exchange messages / words through
mutually understood signs / symbols. Words are not the only way we communicate. Non
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Verbal Communication is that message expressed without the use of words. Non verbal
communication may be through audio and visual signals or through the movement of the
body, tone, pitch and strees of voice, touch, facial expreesion, use of space and so on.

Visual Signs in Business :
Communication through visuals is very effective because it is sure and instantaneous.

No words are uttered yet the message is conveyed. An organisation can and often does,
make very profitable use of visual signals like posters, drawings, photographs, cartoons,
caricatures, statues etc. to convey message for general information/educational purposes.
Tourism and hotel industry, motor companies etc. all over the world use attractive
photographs. Maps and diagrams are indispensable in books of geography, science, history,
economics and very often in presentations. Visual aids clarify a point, improves
comprehension and aids retention.

Many of these drawing and photographs have a limited appeal or are understood
among particular sections of people. But a large number of visual signs / symbols speak a
universal language and understood by people all over the world. For e.g. anybody any
where in the world can recognize road signs, the signs of ladies and men's toilet, no smoking
sign, zebra crossings on the road etc.

In the same way, traffic lights—red, yellow and green on the roads and lights at
railway stations and airports convey relevant information / messages. Neon hoardings,
light on top of VIP vehicles or an ambulance serve their purpose. In offices, lights are
often used to indicate whether somebody is in or out. In the same way lights are used to
mark celebrations, festive occasions etc. The visual effect of flags, buntings, flowers,
bouquets etc. all make an immediate impact on the mind of the viewer.

VOICE
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Audio / Sound Signals :
From the earliest days sound signals have been used to send messages. The modern

business world have conveniently adopted them. In olden days drum used to be beaten by
people living in the jungles to sound an alarm or to tell the people to gather at a place. It is
still used today to mark different occasions like an important announcement or to tell
people to assemble at some place.

Closely allied to drum beats are alarm signals. There are various kinds of alarms
like fire alarm, accident alarm, air raid or assault alarm, VIP motorcade alarm, machine
breakdown alarm and so on. Different kinds of sirens, hooters, buzzers whistles etc. are
used for these purpose. The main pupose of these are to caution the listener and make him
take the right step.

A clock or watch alarm makes us aware of our time and programme our schedule.
No office can function without a buzzer, push button bell, electrically operated bell or
other such sound signalling system.

Advantages of Visual Signals :
 Visual signals like pictures, posters etc. economise on verbal communication.
 Colurful paintings, photographs etc. make communication interesting and

motivate the viewer.
 Pictures, posters etc. are a reflection of the mental make up of the communicator

and the socio-cultural background of the communication.
 Posters, paintings, have an educational value and are specially useful for illiterate

workers.
 Posters are an useful tool of advertisement.
Advantages of Audio Signals :
 Sound systems convey the intended message immediately. For e.g. the hooting of

sirens, immediately make the workers active.
 Sound signals are important in time management.
 Buggers and other such devices streamline the working of the organisation.
Limitations of Sign Language :
 Sign Language whether using visual signs or sound signals can communicate

only elementary and simple ideas.
 It is not easy to draw effective, pictures, posters, cartoons etc. It requires great

skill on the part of the artist.
 Sign language can be effective in combination with verbal communication. It

cannot be a substitute for verbal communication.
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 Sign language is quite likely to be misunderstood.
 In verbal communication on the spot correction can be made easily. That is not

possible in sign language.
Body Language :
In a face to face situation non verbal communication plays a vital role. Examples of

face situations are–interview for jobs, interviews for marketing products, seminars, business
conferences, door-to-door sales, live demonstrations, brain storming sessions, group
discussions, lectures, employee training programmes etc. This type of communication
spontaneously accompanies a person's speech. The elements of non verbal communication
are :

(i) Posture
(ii) Gesture
(iii) (Facial) Expression
(iv) Tone
(v) Voice Modulation
(vi) Appearance
(vii) Silence
These elements are collectively referred to as body language. This is acquired over

a period of time and accompanies a persons's speech without  conscious effort. This aspect
of communication needs to be carefully cultivated in order to create a positive impact.

(i) Posture :
The way in which a person stands or sits can communicate arrogance, diffidence,

confidence, carelessness etc. For e.g. standing with the head thrown backward and hand
on the hips creates an impression of arrogance. Sitting hunched or slouched in the chair
conveys the message of uncouthness. Sitting on the edge of the chair conveys nervousness.
In the business envoironment it is best to appear relaxed and alert. An arrogant posture,
inattentiveness and disinterest are the barriers while communicating through postures.

(ii) Gestures :
Gestures also communicate the state of a person's mind to those around him. For

example clenched fists signal tension. Drumming fingers give away one's nervousness or
restlessnes. Wringing one's hand communicate lack of confidence and uncertainty.
Scratching one’s head signals diffidence and so on. A persons gestures should not be
contrived or artificial. They should come naturally and spontaneously. In an interview
one should take care not to convey nervousness or tension though one's gestures. Uncouth
and artificial gestures are  barriers to effective communication. Such postures and such



{27}

MEDIA USED IN COMMUNICATION
gestures distract one from what is being said. Secondly they create a sort of resistance in
the minds of the decoders.

(iii) Facial Expression :
A pleasent or kind expression creates confidence in others and helps them to

communicate easily. Even when there is a problem and one has to reprimand a subordinate
it is advisable to have a kind or neutral expression on the face. The eyes of a person play
a very important part in facial expression because they reflect the feeling in a person's
mind. For e.g. in classical  Indian dancing the eyes are used expressively to explain different
emotions. In dance those expressions are magnified and over emphasized to reach the
audience but in real life they are more subdued and spontaneous. A pleasant face motivates
these around us to listen to us and cooperate with us. A stern face on the other hand instils
fear in the people and are likely to create resistance to the intended message.

(iv) Tone and Modulation :
Voice is the first signal we receive or use. It tells us so much about the sex,

background, education, training and temperament. Our voice is a highly versatile
instrument. Through it one can convey enthusiasm, confidence, anxiety, urgency. There
are different kinds  of voices–clear, musical, cultivated, pleasant, unpleasant and so on.
The term paralarguage is used to describe a wide range of vocal characteristics which
help to express and reflect the speakers's attitude. Although Paralanguage is non verbal
because it does not consist of words but it is close  to verbal communication because it
shows how words are spoken and utterances made. So we can say that verbal
communication consists of ‘what’ or the content of the words, paralanguage involves the
‘how’ or a speakers voice on the way in which he speaks. A speaker uses a vast range of
vocal cues while speaking  such as pitch variation, speed of speaking, pause, volume
variation and non fluencies like ‘Oh’, ‘ah’ etc. Paralanguage can give us a very clear idea
of the speaker's place in an organisation or his position in the hierarchy.

(v) Appearance :
People can communicate through the clothes they wear and a well groomed

appearance. Some organisations insist on the uniform which instils a sense of identity,
belonging and a sense of pride. Even who do not wear uniforms usually conform to the
norms of their profession. People working in multinational organisations or the financial
sector usually wear a suit. Sales and marketing executives usually wear light colored shirts,
dark colored trousers with ties. People working in advertising or the IT sector are usually
informally dressed. Clothes and grooming are particularly important in face to face
situations like interviews. Even in everyday situations neat, well washed and ironed clothes
make a good impession on those around us. Appearance is also a way of non verbal
communication.
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(vi) Distance between Speakers :
According to psychologists people communicate friendship, trust and intimacy by

their proximity to each other when they meet. They tend to be farther from each other
when they are not intimate friends and closer to each other in proportion to their friendship
or relationship.

(vii) Haptics or Touch :
How we use touch sends many messages about us. It reveals our perception of status,

our attitudes and sometimes our needs. The amount of touching we do or find acceptable
is at least in part culturally related. For e.g. Asian cultural norms forbid public displays of
intimacy or affection. Touch relates to openness, comfort with relationship and the ability
to express feelings. Touch also reflects status. The person who initiates touch is usually
the one with higher status and usually also controls the interaction.

Communicating Through Silence :
We do not communicate through words, signs and signals alone, we communicate

through silence also. Silence, the absence of paralinguistic or verbal clues also serve
important communicative functions. Silence is more eloquent than words. Silence can
allow one to organize one's thoughts. It is not unusual to come across a situation in which
nothing can express one's response so effectively as silence. Silence can effectively
communicate a number of responses. Two strangers talk to each other for a few minutes
and then sink into silence. There is communication gap between the two. The manager
enters the room and the employees who had earlier been talking suddenly fall silent : it
shows respect or it may be fear. Resentment, lack of interest,  anger are other responses
that can be effectively communicated through silence. The most effective use of silence
can be made by giving a slight pause before on after making an important point during a
speech. This is what most successful orators usually do. A slight pause before an inportant
point creates suspense. It raises a sense of anticiption and the audience listens to the next
point more attentively. And a slight pause afterwards suggests that something very
important has been said and the speaker desires his audience to assimilate it and realise its
significance before he passes on to the next point.
3.3.4 Audio Visual Communication :

Audio visual communication and its offshoot multimedia presentations-are used
for :

–Mass Communication
–Communication between experts and non experts.
Audio Visual communication makes use of projectors, tape recorders, sound system

and computers. This form of communication answers that the messages or information
etc. are communicated accurately any number of times. Since comunication in this form is
planned in advance and uses more than one media, it can be presented attractively,
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completely and with clarity. The different media complement each other and make it easier
for the decoders to understand the message or information. This form of communication
is of particular use to visually challenged and hearing challenged persons. The former
may not see but can hear what is going on and the latter can see the visual part and lipread
what is being said. The barriers here are power failure and break down of the devices
being used.

Communicating Through Graphics :
Graphics is the collective term used to refer to tabular columms, tree diagrams, fish

bone diagrams, pie diagrams, line graphs, bar graphs, flow charts etc. graphics are used to
supplement or complement written communication. They form an important part of
technical communication to bridge the gap of unequal competence in the language being
used and the information being communicated between the expert and the technician.
Line graphs, bar graphs and pie diagrams are used when finance matters have to be
communicated.
3·4 Let Us Sum Up :

In this lesson we have learnt about the different media of communication i.e. Spoken,
Written, Non Verbal, Audio visual and Graphic. We have also seen the advantages and
limitations of the different forms. This lesson provides us with the information how best
to mix and match the different media of communication to enable the message to reach
the decoder in an undistorted and intended form.
3·5 Exercise :

1. Write short answers for the following :
(i) Briefly  discuss the term ‘communication’.
(ii) What the different media of communication ?
(iii) Write a short note on Audio Visual means of Communication.
(iv) Briefly describe the functions of Silence.
(v) List the devices used in spoken Communication.

2. Give a detailed description of Non Verbal Communication.
3. What are advantages and limitations of Written Communication ?




