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“Having ideas is intelligence; communicating them is success” 
 

 
 
 

 
 

 A. WARMING UP. Can you complete the following diagram  

using the words given? 

body language,  interviews,  non verbal, photos, television, written  
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  B. SCANNING. Read the passage carefully and answer the 

questions following.  

Most of our day-to-day life is spent in verbal and non verbal 

communication with others. We try to understand, explain, advise, share, 

persuade, influence, propose, express, order and generally convey 

messages. However, these attempts may not have the desired results due 

to low communication ability. Effective communication is not simply mere 

words. Body language plays a very essential role as, very often, silent 

messages are as effective as spoken ones. The question though is: Are 

competent communicators born with the charisma? No. Communication is a 

skill we can acquire through theory and practice. 

 

By the term “Business Communications” we refer to the transfer of 

information among business people. This procedure is usually carried out 

by written or oral means. Recent studies have shown that people use 64% 

of their time at work to get their messages across. That's why we must 

realize the benefits of communication and more specifically the 

significance of successful communication. Executives rely on business 

communications in order to select information from internal and external 

sources, to make decisions, to examine obtained results, to motivate 

employees and to influence and convince their business associates. 

 

Business communications can be classified according to:  

 AUDIENCE, which  is divided  into a) Interpersonal communication, 

including   conversations,   meetings,   interviews   and   interpersonal   

written messages, b) Group, which may involve meetings, speeches, 

presentations, bulletin boards and internal memos, and finally c) Mass 
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communication in the form of newspapers, magazines, radio, television and 

internet. 

 

 TYPE, which is divided firstly into Internal Communication, that is the 

exchange of ideas, information, instructions etc. among employees with 

the purpose of creating the best possible working environment and 

meeting the expectations of the business and secondly into External 

communication, that is the use of different methods and means of 

communication with the public aiming at the creation of the "Good Image" 

of the business and the attainment of its goals.    

 

 CODE, which comprises a) Oral communication encompassing interviews, 

conferences, conventions, meetings, audio advertisements and seminars b) 

Written  communication embracing reports, written advertisements,  

letters, notices,   newspapers,   magazines,   articles   and   brochures  c) 

Electronic communication through television, radio, internet, telephone, 

fax and multimedia d) Visual  communication  by means of photos,  

symbols, architecture styles, colors, costumes, clothing and packaging and 

e) Non verbal communication expressed by body position, gestures, facial 

expressions, sense, environment, scent and a lot of personal features. 

 

The procedure of communication involves at least two persons, the sender 

of the message and the recipient, while the main issues of this procedure 

are: the sender, the message, the channel,  that is the method used for 

the transfer of the message (letter, memo, speech, e-mail, phone call 

etc), the recipient and the feedback, that is the response to the 

message. The above main factors of communication can be illustrated as 

follows: 
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This process though may result in complete failure or in transmission of 

wrong message due to various constraints. There are three types of 

constraints that affect effective communication: a) Natural (distance, 

noise, lack of mass media, poor timing) b) Personal (difference in age, 

education, intelligence, race, religion, temperament) c) Notional (word 

choice, dialects, different meanings of a word). A skillful communicator 

makes sure to avoid or eliminate all the above possible constraints. 

 

Effective communication involves three major characteristics: clarity, 

brevity and simplicity. Firstly, transmitting a clear message leaves no 

space for ambiguities. Secondly, as ‘’time is money’’ the choice of brief 

messages is an asset, and finally, using simple and not fancy language, 

without limiting your vocabulary, helps you stay away from confusion and 

misunderstanding. Besides the above three qualities, a communicator 

wishing to be considered a professional must always have a positive 

approach, develop the message from the recipient’s perspective and 

express himself in a polite manner.  

 

Sender has 
an idea 

Feedback travels to 
sender 

Recipient 
decodes message 

Sender encodes 
idea in message 

Message travels 
over channel 
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