
Shoug Alomran 

 1 

 

Table of Contents 

CAST OF CHARACTERS ....................................................................................................................... 2 

BRIEFING DOCUMENT: ....................................................................................................................... 3 

I. DEFINING COMMUNICATION: THE FOUNDATION OF INTERACTION .......................................................................... 3 
II. COMPONENTS OF THE COMMUNICATION PROCESS ............................................................................................ 3 
III. PRINCIPLES OF COMMUNICATION .................................................................................................................. 4 
IV. COMMUNICATION CONTEXTS ........................................................................................................................ 5 
V. PERCEPTION, SELF, AND COMMUNICATION ...................................................................................................... 5 
VI. LANGUAGE AND MEANING ........................................................................................................................... 6 
VII. NONVERBAL COMMUNICATION .................................................................................................................... 7 
VIII. LISTENING AND CRITICAL THINKING ............................................................................................................. 9 
IX. INTERPERSONAL COMMUNICATION AND RELATIONSHIPS .................................................................................. 10 
X. INCLUSIVE COMMUNICATION ....................................................................................................................... 11 
XI. SMALL-GROUP COMMUNICATION................................................................................................................ 12 
XII. ORGANIZATIONAL COMMUNICATION ........................................................................................................... 13 

FQA ................................................................................................................................................. 14 

QUIZ ................................................................................................................................................ 18 

SHORT ANSWER: ........................................................................................................................................... 18 
ESSAY QUESTIONS ........................................................................................................................................ 19 

Answer Key ............................................................................................................................... 20 

GLOSSARY OF KEY TERMS ................................................................................................................ 22 

 

 

  



Shoug Alomran 

 2 

Cast of Characters 

The provided source focuses on academic concepts and theories related to communication rather 

than specific individuals involved in a narrative. However, it does mention several key figures who 

have contributed to the field of communication studies. 

• Albert Mehrabian: A researcher mentioned for his work on nonverbal communication, 

specifically how we display liking, status, and responsiveness through nonverbal cues. 

• Paul Ekman: A researcher mentioned for his work on bodily movements and facial 

expressions, particularly his categorization of movements based on function, origin, and 

meaning, and his work with Wallace Friesen on facial expressions. 

• Wallace Friesen: A researcher mentioned for his collaboration with Paul Ekman on the 

categorization of facial expressions. 

• Edward T. Hall: Introduced the concept of proxemics, the study of how humans use space 

and distance. 

• Kimberle Williams Crenshaw: Introduced the concept of Intersectionality, describing how 

social identities intersect and how individuals with multiple marginalized identities 

experience multiple forms of oppression. 

• S.I. Hayakawa: Mentioned in relation to the “ladder of abstraction,” a model used to 

illustrate the abstract nature of language. 

• Stephan Toulmin: Mentioned for his concept of analyzing a speaker’s ideas, focusing on 

data, claims, and warrants in arguments. 

• Jack Gibb: Contributed to the understanding of behaviors that create and reduce 

defensiveness in communication. 

• Bill Rawlins: Developed a six-stage model describing how friendships develop. 

• Gloria J. Galanes: Featured in an image illustrating leadership tensions in small groups 

(Leader-Centred vs. Group-Centred, Task Emphasis vs. Non-Task Emphasis, Outcomes vs. 

Process). 

• William Wilmot and Joyce Hocker: Explained how power is tied to the types of roles people 

have in a group. 

• French & Raven: Described different tactics through which group members enact power 

(Reward, Punishment, Referent, Expert, Legitimate power). 
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• Keyton, J., Caputo, J. M., Fore, E. A., Fu, R., Leibowitz, S. A., Liu, T., Polasik, S. S., Gosh, 

P., & Wu, C.: Authors whose work on investigating verbal workplace communication 

behaviors is referenced. 

Briefing Document:  

I. Defining Communication: The Foundation of Interaction 

At its core, communication is the “process of using messages to generate shared meaning.” (p. 

2) This definition emphasizes several crucial elements: 

• Process: Communication is not a single event but an ongoing “activity, an exchange, or a 

set of behaviors that occurs over time.” (p. 2) 

• Meaning: The goal is the creation of shared understanding, encompassing “the intent of a 

message by the sender, and the interpretation of a message by the receiver.” (p. 2) 

• Latin Roots: The word “communication” originates from the Latin communicare, meaning 

“to make common.” (p. 2) This highlights the fundamental purpose of communication: to 

create common ground and understanding between individuals. 

II. Components of the Communication Process 

Understanding the building blocks of communication is essential for effective interaction: 

• People: Communication involves both a “Source: message initiator” and a “Receiver: 

message target.” (p. 2) Importantly, individuals often act as both simultaneously. 

• Message: This is the “verbal and nonverbal form of the idea, thought, or feeling that one 

person (the source) wishes to communicate to another person or group of people (the 

receivers).” (p. 2) 

• Channel: The “means by which a message moves from the source to the receiver of the 

message.” (p. 2) The choice of channel can significantly influence the message’s meaning. 

• Code: A “systematic arrangement of symbols used to create meanings in the mind of 

another person or persons.” (p. 2) Codes are categorized as: 

• Verbal: “symbols and their grammatical arrangements (language).” (p. 2) 
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• Nonverbal: “all symbols that are not words, including bodily movements, the use of 

space and time, clothing and adornments, and sounds other than words.” (p. 2) 

Nonverbal codes include both nonoral (like gestures) and oral (like pitch and rate of speech). 

• Encoding and Decoding: The process of communication involves “Encoding: the process 

of translating an idea or thought into a code,” and “Decoding: the process of assigning 

meaning to the idea or thought in a code.” (p. 3) 

• Feedback: The “verbal and nonverbal response to the source’s message.” (p. 3) This 

allows the source to gauge the effectiveness of their message. 

• Noise: Any “interference in the encoding and decoding processes that reduces message 

clarity.” (p. 3) Noise can be physical, mental, psychological, physiological, or semantic. 

• Situation: The “location where communication takes place.” (p. 3) 

III. Principles of Communication 

Several underlying principles govern communication: 

• Communication begins with self: Our self-perception profoundly impacts how we 

communicate. “How you perceive yourself will influence how you communicate with 

others.” (p. 3) 

• Communication involves others: Our sense of self is developed through interactions with 

others. “Our sense of self is developed in and through communication.” (p. 3) 

Communication is a “dialogic process,” involving taking part in conversation and 

discussion. 

• Communication is transactional: This principle, though not explicitly defined in the 

provided text, is implicitly present in the description of source and receiver roles being 

simultaneous and continual. 

• Communication is pervasive: “Communication occurs every minute of your life.” (p. 4) 

Even when not actively communicating with others, we are observing and interpreting 

behaviors. 

• Communication cannot be reversed: Once a message is sent, it cannot be taken back. 
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IV. Communication Contexts 

Communication occurs within various “Context: a recurring pattern of behaviors and actions that 

typically take place in similar settings.” (p. 5) Key contexts include: 

• Intrapersonal communication: “the process of using messages to generate meaning 

within the self.” (p. 5) This is fundamental to all communication and involves internal 

problem-solving, conflict resolution, planning, and self-evaluation. 

• Interpersonal communication: “the process of using messages to generate meaning 

between at least two people in a situation that allows mutual opportunities for both 

speaking and listening.” (p. 5) This includes dyadic (two-person) and small-group 

communication. 

• Public speaking: “the process of using messages to generate meaning in a situation in 

which a single speaker transmits a message to a number of receivers, who give 

feedback.” (p. 6) This context typically involves a larger audience and is generally more 

formal. 

V. Perception, Self, and Communication 

Our perception of the world and ourselves is intrinsically linked to communication: 

• Defining Perception: Perception is the “use of the senses to process information about 

the external environment.” (p. 9) It is an “Active perception” process, where our mind 

selects, organizes, and interprets stimuli, and is “Subjective Perception,” uniquely 

constructed for each individual. 

• Differences in Perception: Perception is influenced by “Identity Factors” (biological sex, 

gender, ethnicity, etc.), “Temporary Conditions” (headaches, fatigue), and “Past 

experiences and roles.” (p. 9) “Perceptual constancy” highlights how past experiences 

make changing perceptions difficult. 

• Selective Processes: We engage in “Selective attention: the tendency to subject 

ourselves to only those messages that are consistent with our active way of looking at 

the world,” “Selective perception: the tendency to see, hear, and believe only what you 

want to see hear and believe,” and “Selective Retention: the tendency to remember the 

things that reinforces you beliefs rather than those That oppose them.” (p. 10) 
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• Organization: We organize stimuli into meaningful units through processes like “Figure and 

ground,” “Closure” (filling in missing information), “Proximity,” and “Similarity.” (p. 10) 

“Intergroup perspective” explains how social group memberships shape perception. 

• Interpretation: We assign meaning to stimuli, engaging in “Interpretive Perception,” a 

blend of internal states and external stimuli. (p. 11) 

• Errors in Perception: Common errors include “Stereotyping” (hasty generalizations) and 

“Prejudice” (unfavorable predispositions), and relying on “first impressions.” (p. 11) 

• Reducing Perception Errors: “perception checking” is a valuable tool for clarifying 

understanding by describing behavior, suggesting interpretations, and verifying through 

questions. (p. 11) 

• Self and Identity: Our “Personal identity” is our perception of our unique characteristics. 

(p. 11) “Symbolic interactionism” explains how our self develops through communication 

with others. “Impression management” involves strategically sharing details to present an 

idealized self through “Manner,” “Appearance,” and “Setting.” (p. 12) 

VI. Language and Meaning 

Language is a fundamental tool for communication, though it is an “imperfect process that 

requires corrections.” (p. 12) 

• Defining Language: Language is “a collection of symbols, letters, and words with 

arbitrary meanings that are governed by rules and used to communicate.” (p. 12) 

• Encoding and Decoding: Language involves “Decode: the process of assigning meaning 

to others’ words” and “Encode: translating your thoughts into words.” (p. 12) 

• Characteristics of Language:Language has rules: These include “Semantics” (meaning of 

language), “Syntax” (word arrangement), and “Pragmatics” (language use in social 

context). (p. 12) “Phatic communication” refers to small talk. (p. 12) 

• Language and Culture are intertwined: “Culture: all of the socially transmitted behavior 

patterns, beliefs, attitudes, and values of a particular period, class, community, or 

population.” (p. 13) Language transmits culture and shapes our perception of reality (Sapir-

Whorf Hypothesis). 

• Language organizes reality: It helps us categorize and understand the world. 
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• Language is arbitrary: Words have no inherent meaning; meaning is assigned by people. 

This leads to “Denotative meaning” (dictionary definition) and “Connotative meaning” 

(individualized meaning). (p. 13) 

• Language is symbolic: Words are symbols representing ideas or objects. “Voluntary Kin” 

highlights how language can symbolize emotional closeness. (p. 14) 

• Language is Personal: It is shaped by individual experiences and factors. 

• Language changes with context: The meaning of words can vary depending on the situation. 

• Language is abstract: Words are simplifications of what they represent. The “Hayakawa 

ladder of abstraction” illustrates this concept. (p. 14) 

• Errors to Avoid When Speaking: These include “Grammatical Errors,” “Slang,” “Cliche,” 

“Euphemism,” “Profanity,” “Jargon,” and “Regionalism.” (p. 15-16) 

• Prejudicial Language to Avoid: This includes “Gender-biased Language,” “Racist 

Language,” and “Ageist Language.” (p. 16) 

• Improving Language Skills: Key strategies include “Use Descriptiveness” (describing 

behavior rather than judging), “Check your perceptions,” “Paraphrase,” “Use operational 

definitions,” “Define your terms,” “Use concrete language,” “Dating” (specifying when 

observations were made), “Indexing” (identifying uniqueness to prevent stereotyping), and 

differentiating between “observations” and “inferences.” (p. 16-17) 

VII. Nonverbal Communication 

Nonverbal communication is the “process of using messages other than words to create 

meaning with others.” (p. 17) It plays a significant role in the overall message. 

• Relationship between Verbal and Nonverbal Communication: Nonverbal cues can 

“Repeating” (sending the same message), “Emphasizing” (strengthening the message), 

“Complementing” (adding meaning), “Contradicting” (conflicting with the verbal 

message), “Substituting” (replacing verbal codes), and “Regulating” (controlling the flow 

of interaction) verbal messages. (p. 17-18) 

• Nonverbal Codes: These include a variety of cues: 

• Bodily Movement and Facial Expressions (Kinesics): Experts like Albert Mehrabian, Paul 

Ekman, and Wallace Friesen have studied these. Mehrabian connected movement to 

displaying “liking, status, and responsiveness.” (p. 18) Ekman categorized movements 
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into “Emblems” (substitutes for words), “Illustrators” (accompanying verbal messages), 

“Affect displays” (showing emotions), “Regulators” (controlling communication flow), and 

“Adaptors” (unintended touching). (p. 19) Facial expressions are powerful indicators of 

emotion, with smiling rated as most positive. 

• Physical Attractiveness: A subjective and culturally influenced perception of desirability. 

• Space (Proxemics): Edward T. Hall’s concept of proxemics includes “Territoriality” 

(establishing personal space) and “Personal space” (distance maintained between 

individuals). Hall defined four distances: “Intimate distance,” “Personal distance,” 

“Social distance,” and “Public distance.” (p. 20) Space use is influenced by gender, 

relationship, setting, and culture. 

• Time (Chronemics): The way people organize and use time creates messages. 

“Monochronic” cultures view time seriously and focus on one task, while “Polychronic” 

cultures work on multiple tasks and prioritize interpersonal communication. (p. 20) 

• Touch (Tactile communication): The use of touch in communication, with differences in 

how men and women initiate and perceive touch. (p. 21) 

• Vocal cues (Paralinguistic features): Nonword sounds and characteristics like pitch, rate, 

inflection, volume, quality, nonword sounds, pronunciation, articulation, enunciation, and 

silence. These cues convey information about the speaker’s characteristics and credibility. 

(p. 21-22) 

• Clothing and Artifacts (Objectics): The study of how clothing and artifacts communicate 

messages about age, gender, status, and personality. (p. 22) 

• Ambiguity of Nonverbal Codes: Nonverbal codes can be ambiguous, with one code having 

multiple meanings or several codes conveying the same meaning. (p. 22) 

• Improving Nonverbal Communication: Strategies include establishing eye contact, 

recognizing time differences, managing time effectively, being aware of professional norms, 

dressing appropriately, and avoiding overly dramatic behaviors. (p. 23) 

• Understanding Differences: Awareness of cultural and individual differences in nonverbal 

communication is crucial. (p. 23) 
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VIII. Listening and Critical Thinking 

Listening is a vital skill, with people spending a significant amount of time engaged in it. (p. 23) 

• Importance of Listening: Listening builds relationships, is essential for business success, 

and involves monitoring and responding to social media messages. (p. 23) 

• Active Listening: “Involved listening with a purpose.” (p. 24) This includes listening 

carefully, paraphrasing, checking understanding, and providing feedback. “Empathic 

Listening” is a form of active listening focused on understanding another’s perspective. (p. 

24) 

• The Process of Listening: Listening involves several stages: 

• Stage 1: Receiving auditory stimuli. 

• Stage 2: Stimuli enters sensory memory. “If you don’t pay attention to sensory stimuli it 

will be forgotten.” (p. 24) “Attention” is key, involving both selective and automatic 

attention. 

• Stage 3: Stimuli is processed in working memory, which interprets and assigns meaning. 

• Short-term memory: A temporary storage with limited duration and quantity. “If you do not 

exercise “maintenance” & “rehearsal” of this stimuli, it is forgotten.” (p. 25) 

• Long-term memory: Information is stored through creating and retrieving schema. 

“Rehearsal helps keep the long-term memory.” (p. 26) 

• Barriers to Listening: These include “Noise” (physical, mental, multitasking, factual, 

semantic), “Perception of Others” (status, stereotypes, sights and sounds), and 

“Yourself” (egocentrism, defensiveness, experiential superiority, personal bias, 

pseudolistening). (p. 26-27) 

• Becoming a Better Listener: Strategies include recognizing differences in listening habits 

(which vary by gender), listening and thinking critically, using nonverbal communication 

effectively to show engagement, and being an ethical listener. (p. 27-30) 

• Critical Thinking: “analyzing the speaker, the situation, and the speaker’s ideas to make 

critical judgements about the message being presented.” (p. 27) This involves evaluating 

“Source Credibility” (competence and trustworthiness) and analyzing arguments using 

concepts like “Data,” “Claim,” and “Warrant.” (p. 28) 
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• Listening in Specific Contexts: The source discusses listening in the classroom (lecture 

listening), listening to media (being a critical consumer and information literate), and 

listening in a second language. (p. 30) 

IX. Interpersonal Communication and Relationships 

“Interpersonal Communication: the process of using messages to generate meaning between 

at least two people in a situation that allows mutual opportunities for both speaking and 

listening.” (p. 31) This forms the basis of “Interpersonal Relationships: associations between at 

least two people who are interdependent, use some consistent patterns of interactions, and 

have interacted for an extended period of time.” (p. 31) 

• Types of Interpersonal Relationships: These include “Complementary relationships” 

(each person provides what the other lacks) and “Symmetrical relationships” (participants 

mirror each other). (p. 31) 

• Conflict: “Conflict is inevitable and normal in interpersonal relationships.” (p. 31) It can 

be constructive or dysfunctional. 

• The Dark Side of Interpersonal Relationships: This includes negative aspects like 

obsession, misunderstandings, conflict, codependency, gossip, and abuse. (p. 31) 

• Self-disclosure: “the process of making intentional revelations about yourself that 

others would be unlikely to know and that generally constitute private, sensitive, or 

confidential information.” (p. 32) It is distinct from confession and revelation. 

• Communication privacy management (CPM) theory: Provides a framework for 

understanding how people manage privacy boundaries. (p. 32) 

• Importance of Self-disclosure: It aids self-understanding (illustrated by the “JOHARI 

WINDOW”), develops positive attitudes, and deepens relationships. (p. 32) 

• Factors Affecting Appropriate Self-disclosure: Disclosure increases with intimacy, is 

reciprocal, negative disclosure increases with intimacy (positive does not necessarily), it can 

be avoided for various reasons, varies across cultures, and relational satisfaction is highest 

with moderate disclosure. (p. 33) 

• Guidelines for Self-disclosure: Gradually increase disclosure with relationship 

development, reciprocate, avoid negative disclosure early on, avoid self-harming disclosure, 

be sensitive to cultural differences, and be willing to self-disclose appropriately. (p. 33) 
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• Friendships: Develop through stages like role-limited interaction, friendly relations, moving 

toward friendship, nascent friendship, stabilized friendship, and the waning stage. (p. 33-34) 

• Cross-Cultural Relationships: These require meaningful personal interactions, 

maintaining equal status, building interdependence, and respecting individual differences. 

(p. 34) 

• Motivations for Relationships:Initiating: Influenced by “Proximity,” “Attractiveness,” 

“Responsiveness,” “Similarity,” and “Complementary.” (p. 34-35) 

• Maintaining: Affected by gender, cultural differences, relationship satisfaction, empathy, 

respect for boundaries, appreciation, calm conflict resolution, and regular communication. 

(p. 35) 

• Terminating: Can be caused by “Hurtful messages and events,” “Deceptive 

communication,” “Aggressiveness,” “Argumentative,” and “Defensiveness.” (p. 35-36) 

Jack Gibb’s work on reducing defensiveness through behaviors like description, problem-

orientation, empathy, and equality is highlighted. (p. 36) 

• Communicating Affection: Can be nonverbal (touch, hugs) or verbal. “Affection exchange 

theory (AET)” suggests variations in affection are partly inherited. Support involves advice, 

concern, and assistance. (p. 37) 

• Influencing Others: This involves “Compliance gaining” (attempts to influence behavior) 

and “Compliance resisting” (refusal to comply). (p. 37) 

• Developing a Unique Relationship: Relationships develop unique patterns through 

“Personal idioms” and “Rituals.” (p. 37) 

• Bargaining: A process with features like the perception of reaching mutually beneficial 

agreements and conflicting preferences. (p. 37-38) 

• Maintaining Behavioral Flexibility: The ability to adapt behavior to new situations. (p. 38) 

• Dialectic: The tension between conflicting desires in a relationship. (p. 38) 

X. Inclusive Communication 

“Inclusive communication: reducing barriers so that everyone is included, valued, and has 

access to the communication situation.” (p. 38) 

• Importance of Inclusive Communication: Improves communication with diverse 

audiences and understanding of “social identities.” (p. 38) 
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• Understanding Identity: This involves recognizing “culture” (shared beliefs and behaviors), 

“Dominant identity,” and “Non Dominant Identity (marginalized groups).” (p. 39) 

• Intersectionality: The concept of how social identities overlap and create multiple forms of 

oppression and discrimination. (p. 39) 

• Theories Related to Inclusive Communication:Social Identity Theory (SIT): Explains how 

individuals form self-identity through group membership and how cultural allegiance can 

lead to misperceptions. (p. 39) 

• Communication Accommodation Theory (CAT): Suggests people adjust their 

communication to be more like others or to differentiate themselves. (p. 40) 

• Intergroup Contact Theory: Posits that positive contact between groups can reduce 

prejudice, but requires equal status, common goals, and supportive authority. (p. 40) 

• Challenges to Inclusive Communication: These include “Ethnocentrism” (belief in 

cultural superiority), lack of “Cultural relativism,” “Attribution bias” (judging in-group and 

out-group behaviors differently), and “Affinity bias” (building relationships with similar 

people). (p. 40-41) 

XI. Small-Group Communication 

“Small group communication: interactions among three to nine people working together to 

achieve an interdependent goal.” (p. 42) 

• Defining Small-Group Communication: Key aspects include mutual awareness of the 

group as an entity, interaction between members, and interdependence. (p. 42) 

Communication is fundamental to group formation and function. 

• Types and Functions of Small Groups: Groups can be “Assigned groups” (formed by 

hierarchy) or “Emergent groups” (formed by environmental conditions). (p. 43) Groups 

serve “Task-oriented” (completing tasks) or “Relationship oriented” (meeting social 

needs) functions. 

• Establishing Culture in Small Groups: This involves the development of “group norms” 

(informal rules, explicit or implicit) and “roles” (consistent patterns of interaction). (p. 43) 

• Qualities of Effective Groups: These include developing trust (task trust and interpersonal 

trust), supportiveness, and cohesiveness. (p. 44-45) 
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• Leadership and Power in Small Groups: Leaders guide group actions and member 

behaviors. Leaders can be “Designated leaders” (appointed/elected) or “Emergent 

leaders” (informal influence). (p. 48) Power exists in different forms: “Distributive power,” 

“Integrative power,” and “Designated power.” (p. 48) French and Raven described power 

tactics: “Reward power,” “Punishment power,” “Referent power,” “Expert power,” and 

“Legitimate power.” (p. 48-49) 

• Leadership Styles: “Democratic leaders” encourage participation, while “Laissez-faire 

leaders” take little initiative. (p. 49) 

• Strategies for Improving Small-Group Communication: The text does not provide a 

dedicated section on this, but the concepts discussed throughout the document, such as 

effective listening, clear language, and awareness of nonverbal cues, are applicable. 

XII. Organizational Communication 

This section focuses on communication within the workplace. 

• Types of Organizations: Organizations are classified based on their primary function, such 

as “Economic Orientation,” “Political Orientation,” “Integration Orientation,” and 

“Pattern Maintenance.” (p. 50) 

• Communication Networks: Information flows through formal and informal patterns. (p. 50) 

• Communication in the Job Search: Strategies include conducting a self-inventory (SWOT 

analysis), creating a personal network, using online resources, contacting career services, 

joining student organizations, internships, volunteering, and practicing good interpersonal 

skills. (p. 52-53) 

• The Employment Interview: This involves preparing effectively, answering questions 

effectively, asking questions effectively, and preparing for illegal questions (understanding 

Equal Employment Opportunity laws). (p. 53-54) 

• Transitioning to Employee: Tips include negotiating effectively, understanding job 

implications, seeking information, and learning the organizational culture. (p. 54-55) 

• Communication Skills Needed on the Job: These include “WorkPlace Communication 

Competence” (overall effectiveness), “Immediacy” (creating psychological closeness), 

“Supportive Communication” (listening with empathy and providing support), and 

“Strategic Ambiguity” (purposeful use of unclear language). (p. 55-56) 
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• Interaction Management: Establishing smooth patterns of interaction and adjusting 

communication based on the audience. (p. 56) 

• Compliance Gaining Strategies: Examples include promise, threat, pre-giving, and moral 

appeal. (p. 57) 

• The Dark Side of Organizational Communication: This includes dishonesty, sexual 

harassment (quid pro quo and hostile work environment). (p. 58) 

FQA 

1. What is communication? 

Communication is defined as the process of using messages to generate shared meaning. It is 

described as a process because it’s an activity, exchange, or set of behaviors that occurs over time. 

Meaning is the intent of a message by the sender and the interpretation of a message by the receiver. 

The word “communication” originates from the Latin word “communicare,” meaning “to make 

common.” 

2. What are the essential components of communication? 

The essential components of communication include: 

• People: The source initiates the message, and the receiver is the message target. Individuals 

are simultaneously and continually sources and receivers. 

• Message: The verbal and nonverbal form of the idea, thought, or feeling the source wants to 

communicate to the receiver(s). 

• Channel: The means by which a message moves from the source to the receiver. The channel 

used can influence the meaning of the message. 

• Code: A systematic arrangement of symbols used to create meanings. Codes can be verbal 

(language) or nonverbal (bodily movements, use of space/time, clothing, sounds other than 

words). Encoding is translating an idea into a code, and decoding is assigning meaning to the 

coded idea. 

• Feedback: Verbal and nonverbal responses to the source’s message (e.g., a raised eyebrow, 

thumbs up, silence). 
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• Noise: Any interference in the encoding and decoding processes that reduces message 

clarity. This can be physical (loud sounds), mental (daydreams), psychological (worry), 

physiological (pain), or semantic (uncertainty about word meaning). 

• Situation: The location where communication takes place. 

3. What are some key principles of communication? 

Several key principles guide our understanding of communication: 

• Communication begins with the self; how you perceive yourself influences how you 

communicate, and self-perception develops through interaction. 

• Communication involves others; our sense of self is developed in and through 

communication, and competent communicators consider others’ needs and expectations. 

• Communication is omnipresent; it occurs constantly, even when observing others. 

• Communication is calibrated to suit the audience. 

• Communication cannot be reversed. 

4. What are the different contexts of communication? 

Communication occurs in various contexts, defined by recurring patterns of behaviors and 

actions in similar settings. These include: 

• Intrapersonal communication: Generating meaning within oneself (e.g., problem-solving, 

planning). It’s the basis for all communication and is highly intimate with complete feedback.  

• Interpersonal communication: Generating meaning between at least two people with mutual 

opportunities for speaking and listening. This includes dyadic (two-person) and small-group 

(three to ten people) communication. The degree of formality and feedback varies. 

• Public speaking: A single speaker transmitting a message to a number of receivers, who provide 

limited feedback. It is generally formal with a high degree of stability in speaker/listener roles. 

5. How does perception influence communication? 

Perception is the use of the senses to process information about the external environment. It is 

an active (selecting, organizing, interpreting) and subjective (uniquely constructed meaning) 

process. Differences in perception arise from identity factors, temporary conditions (e.g., 

headaches), and past experiences and roles, which lead to perceptual constancy (seeing the world 
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in a way that’s difficult to change). Perceptual errors include selective attention (focusing on certain 

cues), selective perception (believing only what you want to believe), selective retention 

(remembering things that reinforce beliefs), stereotyping (hasty generalization about a group), 

prejudice (unfavorable predisposition), and relying on first impressions. Perception checking can 

help reduce these errors. 

6. How does language function in communication? 

Language is a collection of symbols, letters, and words with arbitrary meanings, governed by 

rules and used to communicate. It’s an imperfect process requiring correction. Understanding 

language involves encoding (translating thoughts into words) and decoding (assigning meaning to 

others’ words). Language has rules (semantics, syntax, pragmatics), is intertwined with culture 

(shaping our perception via the Sapir-Whorf Hypothesis), organizes reality, is arbitrary (denotative 

and connotative meaning), symbolic, personal, and changes with context. Avoiding grammatical 

errors, slang, clichés, euphemisms, profanity, jargon, regionalisms, and prejudicial language is 

important for effective communication. Improving language skills involves descriptiveness, 

concrete language, dating observations, and differentiating between observations and inferences. 

7. What is nonverbal communication and how does it relate to verbal 
communication? 

Nonverbal communication is the process of using messages other than words to create meaning 

with others. It is closely related to verbal communication in several ways: 

• Repeating: Sending the same message verbally and nonverbally (e.g., saying “yes” while 

nodding). 

• Emphasizing: Using nonverbal cues to strengthen verbal messages (e.g., hugging someone 

while saying “I miss you”). 

• Complementing: Verbal and nonverbal codes add meaning to each other (e.g., holding up 

your hand to signal “stop” while on the phone). 

• Contradicting: Verbal and nonverbal messages conflict (e.g., saying “I’m not upset” with 

crossed arms). 

• Substituting: Using nonverbal codes instead of verbal codes (e.g., shaking your head for 

“no”). 

• Regulating: Using nonverbal codes to control the flow of interaction (e.g., nodding to 

encourage someone to continue speaking). 
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Nonverbal codes include bodily movement (kinesics), facial expressions, physical 

attractiveness, space (proxemics), time (chronemics), touch (tactile communication), vocal cues 

(paralinguistic features), and clothing and artifacts (objectics). Nonverbal codes can be ambiguous, 

and interpreting them requires considering context, audience, and available codes, as well as using 

descriptive feedback. 

8. What are the characteristics and importance of interpersonal relationships? 

Interpersonal relationships are associations between at least two interdependent people who 

use consistent patterns of interaction and have interacted for an extended period. These 

relationships involve characteristics like interdependence, pattern of interaction, and duration. They 

can be complementary (each person supplies what the other lacks) or symmetrical (participants 

mirror each other). Conflict is an inevitable and normal part of interpersonal relationships, which can 

be constructive or dysfunctional. The “dark side” of relationships includes obsession, 

misunderstandings, conflict, codependency, gossip, and abuse. 

Self-disclosure is crucial in developing interpersonal relationships. It’s the intentional revelation 

of private information about oneself. Self-disclosure allows for self-understanding (illustrated by the 

Johari Window: Open, Blind, Hidden, and Unknown areas), fosters positive attitudes and meaningful 

relationships, and deepens relationships. Factors affecting appropriate self-disclosure include 

relational intimacy, reciprocity, the nature of the information (negative vs. positive), reasons for 

avoidance (self-protection, relationship protection), cultural differences, and relational satisfaction 

(highest with moderate disclosure). Guidelines for self-disclosure include gradual increase, 

reciprocity, avoiding premature negative disclosure, being sensitive to cultural differences, and 

being willing to disclose. 
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Quiz 

Short answer: 

1. Define communication and explain its core nature as a process. 

 

2. What are the two primary components of a message in communication? 

 

3. Briefly describe the difference between encoding and decoding. 

 

4. Provide an example of physical noise and explain how it interferes with communication. 

 

5. What is intrapersonal communication and how does it form the basis of other 

communication contexts? 

 

6. Explain the concept of subjective perception. 

 

7. How do selective perception and selective retention differ? 

 

8. Define proxemics and give an example of its application in understanding human behavior. 
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9. What is empathic listening and how does it differ from other forms of listening? 

 

10. Briefly explain the concept of Social Identity Theory and its connection to cultural allegiance. 

Essay Questions 

1. Analyze the relationship between perception, self-concept, and communication. How does 

our perception of ourselves and the world influence our communication, and how does 

communication with others shape our self-concept? 

 

 

2. Discuss the characteristics of language and how they contribute to both the effectiveness 

and the challenges of communication. Provide examples of how rules, abstractness, and the 

arbitrary nature of language impact meaning. 

 

 

3. Explain the six ways verbal and nonverbal communication are related and provide a specific 

example for each. How does understanding these relationships improve our overall 

communication competence? 

 

 

4. Describe the different communication contexts discussed in the source material 

(intrapersonal, interpersonal, small group, public speaking). For each context, discuss its 

key characteristics, opportunities for feedback, and the degree of stability of roles. 
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5. Explore the concept of inclusive communication. What are the challenges to achieving 

inclusive communication, and what theories and strategies can help individuals 

communicate more effectively and respectfully across diverse social identities?\ 

 

 

Answer Key 

1. Communication is defined as the process of using messages to generate shared meaning. It 

is a process because it is an ongoing activity, an exchange, or a set of behaviors that unfolds 

over time. 

2. The two primary components of a message are the verbal and nonverbal form of the idea, 

thought, or feeling that a source wishes to communicate to a receiver. 

3. Encoding is the process of translating an idea or thought into a code (like language), while 

decoding is the process of assigning meaning to the idea or thought conveyed in that code. 

4. An example of physical noise is loud music playing at a party. This interferes with 

communication by making it difficult to hear and process the verbal messages being 

exchanged. 

5. Intrapersonal communication is the process of using messages to generate meaning within 

the self. It is the basis for all communication because it involves internal processes like 

thinking, problem-solving, and self-evaluation, which precede and influence how we 

communicate with others. 

6. Subjective perception refers to the uniquely constructed meaning that an individual 

attributes to the sensory stimuli they process. This means that different people can 

experience the same external event but interpret it differently based on their individual 

experiences and perspectives. 

7. Selective perception is the tendency to focus on certain cues and ignore others based on 

what you want to see, hear, and believe. Selective retention is the tendency to remember 

things that reinforce your existing beliefs rather than those that challenge them. 

8. Proxemics is the study of how humans use space and distance in communication. An 

example is observing how people adjust the distance between themselves and others based 
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on the intimacy of their relationship, such as standing closer to close friends than to 

strangers. 

9. Empathic listening is listening with the specific purpose of attempting to understand another 

person’s perspective. It goes beyond simply hearing the words to actively trying to grasp the 

speaker’s feelings and viewpoint, unlike casual listening which may not have this explicit 

goal. 

10. Social Identity Theory explains how individuals form a sense of self and categorize 

themselves and others into social groups. It connects to cultural allegiance because people 

derive self-esteem from their group memberships and tend to have pride and solidarity with 

those who share their cultural background, potentially leading to misperceptions of those 

from different cultures. 
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Glossary of Key Terms 

• Communication: The process of using messages to generate shared meaning. 

• Process: An activity, an exchange, or a set of behaviors that occurs over time. 

• Meaning: The intent of a message by the sender, and the interpretation of a message by 

the receiver. 

• Source: Message initiator. 

• Receiver: Message target. 

• Message: The verbal and nonverbal form of the idea, thought, or feeling that one person 

wishes to communicate to another person or group of people. 

• Channel: The means by which a message moves from the source to the receiver of the 

message. 

• Code: A systematic arrangement of symbols used to create meanings in the mind of 

another person or persons. 

• Verbal Code: Symbols and their grammatical arrangements (language). 

• Nonverbal Code: All symbols that are not words, including bodily movements, the use 

of space and time, clothing and adornments, and sounds other than words. 

• Encoding: The process of translating an idea or thought into a code. 

• Decoding: The process of assigning meaning to the idea or thought in a code. 

• Feedback: Verbal and nonverbal response to the source’s message. 

• Noise: Any interference in the encoding and decoding processes that reduces message 

clarity. 

• Physical Noise: Loud sounds, distracting sights, unusual behavior. 

• Mental Noise: Daydreams, psychological worries, physiological pain. 

• Semantic Noise: Uncertainty about what the other person’s words mean. 

• Situation: The location where communication takes place. 

• Context: A recurring pattern of behaviors and actions that typically take place in similar 

settings. 
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• Intrapersonal Communication: The process of using messages to generate meaning 

within the self. 

• Interpersonal Communication: The process of using messages to generate meaning 

between at least two people in a situation that allows mutual opportunities for both 

speaking and listening. 

• Dyadic Communication: Two-person communication. 

• Small-Group Communication: The interaction among three to ten people working 

together to achieve an interdependent goal. 

• Public Speaking: The process of using messages to generate meaning in a situation in 

which a single speaker transmits a message to a number of receivers, who give less 

direct feedback. 

• Perception: The use of the senses to process information about the external 

environment. 

• Active Perception: Your mind selects, organizes, and interprets what you sense. 

• Subjective Perception: Your uniquely constructed meaning attributed to sensed 

stimuli. 

• Perceptual Constancy: The idea that your past experiences lead you to see the world 

in a way that is difficult to change; your initial perceptions persist. 

• Selective Attention: The tendency, when you expose yourself to information, to focus 

on certain cues and ignore others. 

• Selective Perception: The tendency to see, hear, and believe only what you want to 

see, hear, and believe. 

• Selective Retention: The tendency to remember the things that reinforce your beliefs 

rather than those that oppose them. 

• Organization: Grouping of stimuli into meaningful units or wholes. 

• Figure and Ground: How we organize things when we use selective attention, where 

the figure is the focal point and the ground is the background. 

• Closure: The tendency to fill in missing information to complete an otherwise 

incomplete figure or statement. 
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• Proximity: People or objects that are close to each other in time or space are seen as 

meaningfully related. 

• Similarity: Elements are grouped together because they resemble each other in size, 

color, shape, or other attributes. 

• Intergroup Perspective: A theory that guides research on how people identify 

themselves or others in terms of social group memberships and how those categories 

shape perception. 

• In-group: A group that people belong to that gives them a source of pride, self-esteem, 

and belonging to a social world. 

• Out-group: The group marginalized by the dominant culture. 

• Interpretation: Assigning meaning to stimuli. 

• Interpretive Perception: Perception that involves a blend of internal states and 

external stimuli. 

• Stereotyping: Making a hasty generalization about a group based on a judgment about 

an individual from that group. 

• Prejudice: Unfavorable predisposition about an individual because of that person’s 

membership in a stereotyped group. 

• First Impression: An initial opinion about people upon meeting. 

• Perception Checking: The process of describing the other person’s behavior and your 

feeling towards it, suggesting interpretations, verifying through asking questions or 

observing for clarification. 

• Personal Identity: Perception of what makes an individual unique with regards to 

various personality characteristics, interests, and values. 

• Symbolic Interactionism: The development of the self through messages and 

feedback received from others. 

• Impression Management: Sharing personal details in order to present an idealized 

self. 

• Manner: Verbal and nonverbal codes used in impression management. 
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• Appearance: A role you are playing, a value you hold, or personality displayed in 

impression management. 

• Setting: The immediate environment and other public displays of who you are used in 

impression management. 

• Language: A collection of symbols, letters, and words with arbitrary meanings that are 

governed by rules and used to communicate. 

• Decode (language): The process of assigning meaning to others’ words in order to 

translate them into thoughts of your own. 

• Encode (language): Translating your thoughts into words. 

• Semantics: The study of the way humans use language to evoke meaning in others. 

• Syntax: The way in which words are arranged to form phrases and sentences. 

• Pragmatics: The study of language as it is used in social context, including its effects 

on the communicators. 

• Phatic Communication: Small-talk communication. 

• Culture: All of the socially transmitted behavior patterns, beliefs, attitudes, and values 

of a particular period, class, community, or population. 

• Sapir-Whorf Hypothesis: A theory that our perception of reality is determined by our 

thought processes, our thought processes are limited by our language, and therefore 

language shapes our reality and behaviors. 

• Arbitrary (language): It has no inherent meanings; it has only the meaning people give 

them. 

• Denotative Meaning: Dictionary meaning of a word. 

• Connotative Meaning: An individualized or personalized meaning of a word that may 

be emotionally laden. 

• Symbolic (language): Words are symbols that represent ideas or objects. 

• Voluntary Kin: Calling a close family friend “aunt” or “Grandma” even if they are not 

biologically related, symbolizing emotional closeness. 

• Abstract (language): Words are abstractions, or simplifications for what they stand for. 
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• Hayakawa Ladder of Abstraction: A model illustrating how language can range from 

concrete to abstract. 

• Slang: Informal, casual, language used among equals with words typically unsuitable 

for more formal contexts. 

• Cliche: An expression that has lost originality and force through overuse. 

• Euphemism: Socially acceptable synonym used to avoid language that would be 

offensive in a formal setting. 

• Profanity: A type of swearing that uses indecent words or phrases. 

• Jargon: Language particular to a specific profession, work group, or culture and it is not 

meant to be understood by outsiders. 

• Regionalism: Words and phrases specific to a particular region. 

• Gender-biased Language: Language that privileges one gender over another. 

• Racist Language: Language that insults a group because of race and ethnicity. 

• Ageist Language: Language that denigrates people for being young or old. 

• Descriptiveness: The practice of describing observed behavior or phenomena instead 

of offering personal reactions or judgments. 

• Paraphrase: Restating another person’s message by rephrasing the content and the 

intent of the message and the feelings of the speaker. 

• Operational Definitions: Definitions that identify something by revealing how it works, 

how it is made, or what it consists of. 

• Concrete Language: Words and statements that are specific rather than abstract or 

vague. 

• Dating: Specifying when you made an observation, since everything changes over time. 

• Frozen Evaluation: An assessment of a concept that does not change over time. 

• Indexing: Identifying the uniqueness of objects, events and people (prevents 

stereotyping). 

• Observations: Description of what is sensed. 

• Inferences: Conclusions drawn from observations. 
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