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After studying this chapter, you should

be able to:

1. Define verbal communication

2. Define nonverbal communication

3. Appraise your verbal and nonverbal
communication skills

4. Discuss examples of how verbal and

nonverbal communication are related
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Verbal communication encompasses
both our spoken words and our verbal
fillers (e.g., um, like).

Verbal messages are created through
language.
Effective communication involves
accurate interpretations of others’ verbal

messages as meaning is co-created.
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If the meanings of the words are not
accurately co-created, your

communhnication will not be understood.

As a professional, you must make
effective use of your language skills and
improve your ability to interpret other
people’s messages.

The symbols communicators use are
abstract, vague, and sometimes arbitrary.
Because symbols can make things a bit
off or fuzzy, we have to interpret the

meaning.
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- Building relationships in the Sg Lol Jaell glSo uﬂ aladell el g
workplace is vital to being a successful i}
professional. Effective communication Jleall Jalgill piey Balilagae ggsi “’SJ
is part of this process and involves Al Jounilg ddeell 0d (Jo lgp
accurate interpretations of both verbal aaalll peg aaalll Jilwyll daids

and nonverbal messages. o . RPINTRETY
« Because of the need for interpretation jgafl G d Sloa i
of the meaning of symbols, being an oie Sp Lolgia déligs gla wleloudllg

audience-centered communicator is a aall juaill (gjaré 1ol |
must for professional excellence. " - 39
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Let’s look at an example from the retail industry to

illustrate the point.

A customer comes into a grocery store and
asks for green beans. Trying to provide good
customer service, a manager explains, “The
green beans are on Aisle 8." Twenty minutes
later, the customer is still wandering around
the store frustrated. Why? Because canned
green beans are on Aisle 8, fresh green beans
are on Aisle 1, frozen green beans are on Aisle
14, and the prepared green beans she wanted
are in the deli across from Aisle 10. “Green
beans” is an arbitrary symbol with various

interpretations of meaning.
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Verbal communication concerns
communication rules— a shared
understanding of what

communication means and what
constitutes appropriate
communication given the context.

kinds of

communhication:

Two rules guide
Regulative Rules.

Constitutive Rules.
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Regulative Rules.

Regulative rules describe when, how,
where, and with whom to talk about
certain things.

For instance, it might be appropriate for
your boss to call you at home after hours,
but would it be appropriate for you to do
the same if you had a concern about your
travel schedule? What's appropriate for the
person with power or control may not be
appropriate for those serving Iin a

subordinate role.
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1. Regulative Rules. dradhiill aclgall 1.
- To demonstrate professional and w Jaell glse a9 Ligall faill jlghd -
workplace excellence, you must be able Eliocllo S0 &.g.t'jlj.o uLC alé )gSi Ui
to monitor your own appropriateness il ge Jualgill aic

when communicating

\_ O\ W,

Dr. Raef Baraka




MIDOCEA|

UNIVEDSITVII
What is Verbal Communication?

s halll Junlgill g Lo

\_

2. Constitutive Rules.

Constitutive rules define what
communication means by prompting
us to count certain kinds of
communication.

In other words, we learn what counts
as paying attention (e.g., eye contact)
and showing affection (e.g. Kkissing,
hugging), as well as what counts as
being inappropriate (e.g., interrupting

conversations, rolling one’s eyes).
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Regulative rules (Rules of Behavior) Constitutive rules (Rules of Meaning)

o . . + Ensure messages are correctly understood based on shared
* Maintain order and prevent misunderstandings. .
meanings.

* Regulative rules govern how communication should

occur, setting guidelines for appropriate behavior in
. _ « Constitutive rules define what communication means by
specific contexts. These rules dictate: . .
shaping how messages are interpreted.
When, where, and how communication takes place.
* These rules help people assign meaning to words, gestures,
2. Expected responses in different social or professional . _
. . and actions. They vary across cultures and social groups.
situations.

3. Cultural norms and etiquette in interactions.

« Example: In a formal meeting, it is expected to wait for||s Example: A thumbs-up gesture may mean approval in one

your turn to speak, address colleagues professionally, and culture but be offensive in another. Similarly, in professional

follow an agenda. settings, a firm handshake signifies confidence and respect.
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Nonverbal Communication
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referred to as body language) includes

Gl elli Js Jady (aunll agl awl

all those ways we communicate without

words. lalS (ga lg Junlgii il

. A more technical definition for

Shalll pé Jolgill aidi fSil el -

nonverbal commuhication is

“communication other than written or gl digiSall aelll wlay Jualgill" g

spoken language that creates meaning | . 4 . wlae el o .
Lo yaaul iee Ghai il agghiall

\ for someone”. ) \ )
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The literature provides considerable\

support for the effectiveness of
nonverbal communication as a tool for
conveying thoughts, attitudes,
perceptions, and meaning.

A widely held viewpoint among scholars
is that communication is optimized
when verbal and nonverbal elements
operate in an integrated fashion,
producing a coordinated and

synchronized effect.
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Nonverbal symbols are everywhere, even \

though we tend to use verbal forms for

our most formal commmunications.

What kinds of behavior are included in the

term nonverbal communication?

Your “walk, stance, posture, and
footsteps are a form of nonverbal
communication. What you wear and
how you look, move, and gesture, as well
as the facial and eye expressions you
make all count as nonverbal

commuhnication”.
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(1. Express emotion.

Displaying appropriate emotion is vital to
professional excellence.

One should show passion and drive but also
demonstrate resilience and be able to
triumph over day-to-day disappointments in
the workplace.

Example: Consider a moment when you may
have had a conflict with a friend or family
member. When that person asked you what
was wrong, Yyou probably responded,
“‘Nothing,” but you could not control your

facial expressions, which indicated otherwise.
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(2. Convey interpersonal attitudes.

Being skilled in observing and interpreting the
nonverbal behavior of others will give you an

edge over other professionals.

Examples of conveying interpersonal attitudes

include:

Facial Expressions: A warm smile conveys
friendliness and openness, while a frown may
indicate disapproval or concern.

Body Language: Leaning forward shows
interest and engagement while crossing arms

can sighal defensiveness or disinterest.

4 .
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(2. Convey interpersonal attitudes.

Examples of conveying interpersonal attitudes

include:

Eye Contact: Sustained eye contact can
express confidence and attentiveness,
whereas avoiding eye contact might indicate
discomfort or dishonesty.

Tone of Voice: A soft, gentle tone suggests
warmth and empathy, while a sharp or loud
tone can indicate authority or irritation.
Gestures: A thumbs-up can express approval,
while a shrug might indicate uncertainty.
Would you like examples specific to a business

or academic setting?

~N
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[ 3. Present one’s personality. \ C e e s
Apell dwadw aunai 3.
. The third function is to present one’s

personality, such as character, disposition, Jio Jluidl dawndi aundi S aillill aadAgll *

or temperament. Auljall gl gljall gl uhll
Examples of Present one’s personality include: Ll Lo 380l aundd anaéi aliol Ladii

. Confidence: Maintaining good posture, i . . .
Sral Jhail clplg 030 aweing e bleall .asill -

making steady eye contact, and using firm

handshakes convey self-assurance. wsey cly Js agéll aadlaall alaiiulg «culi

. Openness & Friendliness: Smiling, relaxed wuaill asill

body language, and an approachable anupall | aolg doluinll :agllg aliail .

stance reflect an outgoing and warm et e e e e :
. didlag daidie awni glwses agagll wadgallg
personality.
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(4. accompany verbal communication. N

Nonverbal communication can simply
repeat what is said verbally. It can also
conflict with what is being said. Verbal
and nonverbal communication can be
incongruous, or in disagreement.

When verbal communication carries
one message and body language a
conflicting message, the result is likely

to be communication failure.
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Three dimensions that indicate how we use nhonverbal communication:
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(1. Immediacy: \ ( . \
.dyjgoll acpudl 1.
. We react to things by evaluating them as
positive or negative, good or bad. gl apll lgil e lgonal JIS Go clublll go Jelali '
2. Status: Alpw gl 6343 Al
«  We perceive behaviors that indicate various :duclaindl dilSall 2.
aspects of status to us, for example, rich or dilsall o ddlite wilga J pid cbsgle jgaii

oor, stron or weak, superior or .. s . e E .. ua e
P J P e gl sgd jaa gl Lic Jhiall duuw e Ll duwill
subordinate.

3. Responsiveness: 2l gl ggaio

«  We perceive activity as being active or :aubailwdl 3.
passive. This signals the intensity of our S Ll puiy 13mg . tbw gf i il le bLibill jgaii -
feelings about a person or subject. £90ga gl yaib olai liclile
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Effectlve

Communication
Skills

Nonverbal Communication

Kinesics, Haptics, Vocalics, Proxemics, Chronemics
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Vocal Expression (Vocalics):

Vocalics, sometimes referred to as
paralanguage, refers to how people use their
voices to communicate and express
themselves.

Vocalic cues include tone (quality) of voice,
volume, articulation, pitch (highness or
lowness), rate of speech, and use of silence.
The voice reveals our emotions, our thoughts,
and the relationships we have with others.
Vocalics provide information about our self
confidence and knowledge and influence

how we are perceived by others.
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(2. Space (Proxemics):

Proxemics is how people create and use
space and distance, as well as how they
behave to protect and defend that space.
Violations of territory and our personal
space can be detrimental in business and
professional settings.

Our relationships with others, power and
status, and our cultural backgrounds
determine how physically close we get to
others and how close we let others get to

us.

~
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(2. Space (Proxemics): \

The personal zone (18 inches to about 4
feet) is reserved for personal relationships
with casual acquaintances and friends. The
social zone (4 to 12 feet) is the distance at
which we usually talk to strangers or
conduct business. If you went to your
professor's office to discuss a grade, for

example, you would most likely remain at a

distance of 4 to 12 feet. )

Dr. Raef Baraka
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(2. Space (Proxemics):

The public zone (more than 12 feet)
refers to the distance typical of large,
formal, public events. In large lecture
classrooms, campaign rallies, or public
speeches, the distance between
speaker and audience is usually more

than 12 feet.

~
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(3. Environment: \ ( :dhinall aull 3.\

. The constructed or natural surroundings

aaybll gl aeihoall iyl dbpall iyl eul -

that influence your communicative

decisions, attitude, and mood are termed <laljog ladgqaeg dlalgill ¢lilylya uJ-CJ-'Q-'u'-"
the envirenment dylacall dwsigl Jio ayull Jolgall pulill 4l -
. People are influenced by environmental o ] N ]
factors such as architecture, design, doors, oclafllg  Jlgllly Adlgillg gl o g
« windows, color, lighting, smell, seating dalhillg 6jlall aajag ywglall ciluiyig daadlylig
arrangements, temperature, and St ATl ciliug Lty lgy < u’Jl aayhll ol -

cleanliness. .
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. The way we perceive our environment and

the environments of others is an important

\- factor in how we respond. ) \ )
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ﬂr. Physical Appearance (Artifacts):

. Physical appearance—“the way our bodies and
overall appearance nonverbally communicate to
others and impact our view of ourselves in
everyday life”.

. Making the connection between physical
appearance and nonverbal communication is
important for two reasons:

. (1) The way we represent ourselves and our
physical appearance reveals a lot about who we
are, and

. (2) the physical appearance of other people
influences our perception of them, how we talk to

them, how approachable they are, how attractive

\ or unattractive we think they are, and so on.

~
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(4. Physical Appearance (Artifacts):

Clothing is also a part of our physical
appearance that is often critical to
professional situations. Clothing helps
you convey a sense of professionalism.
Clothing and other appearance
aspects, termed artifacts (e.g., jewelry,
tattoos, piercings, makeup, cologne,
eyeglasses), send nonverbal messages
and help others form perceptions of us,

both good and bad.

Dr. Raef Baraka
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(5. Body Movement (Kinesics):

Kinesics is a general term for the study
of human movement, gestures, and
posture.

Kinesics provides valuable information
about a person to others.

The five categories of kinesics are
emblems, illustrators, affect displays,

regulators, and adapters.

~
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(5. Body Movement (Kinesics): \ ( (aspll alc) awall aSpp 5.\
«  Emblems: substitute for a word or phrase. $jlac gl dalS Jno Jai-cillodll -

*  lllustrators: are gestures that

complement, enhance, or substitute for gl arholll alwll Jasi il cleloyll gl -

the verbal message. lglna Jai gl lojjei
- Affect displays: are facial expressions and Lill clelaillg angll cljuei (o :6fgall yagpell -
gestures that display emotion. sclivall yaged
 Regulators: are gestures used to control
the turn-taking in conversations. Uﬂ pSaill doxituall clelayl P Jgahiall -
- Adapters: Adapters are gestures we use alisball 4 jlga il Jali
to release tension. Jigill cauadil lgoaiiwi u"JI aIcLo..!J‘JIk__,m:a.IJg.:.aJI .

g O\ _/
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(6. Facial Behavior (Oculesics):

The face can be considered a gallery for
our emotional displays.

It is important not only to have a basic
understanding of the emotions
communicated by the face but also to be
aware of how we manage our faces in
daily interactions.

Social norms and communication
expectations in our culture set the rules
for what kinds of emotional expressions

are appropriate in certain situations.

~

-
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(6. Facial Behavior (Oculesics):

Common techniques of facial behavior are:

Neutralization: The process of using facial
expressions to erase how we really feel.
Masking: means hiding an expression
connected to a felt emotion and replacing it
with an expression more appropriate to the
situation.

Intensification: If we use an expression that
exaggerates how we feel about something.
Deintensification: if we reduce the intensity
of our facial expression connected to a

certain emotion.

W,
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ﬂ7. Touch (Haptics):

It is the most powerful form of nonverbal
communication; it's also the most
misunderstood and has the potential for
severely negative consequences if not
enacted appropriately”.

Several different systems for categorizing
touch have been developed to help us
better understand this complex code of

nonverbal communication.

-
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(7. Touch (Haptics): \ ( :uwalll 7'\
. Functional rofessional touch: These - )
/P 6ale cbuwalll oA &iani: igall / auagll gualll -
touches typically take place within the - -
context of a professional relationship and LA daanie (gsig diigo ddlle (Gl e

are low in intimacy. .draranll

. Social/polite touch is connected to cultural i .
/e awalaill pulealls hiipe wigall / claiadl guolll -

norms, such as hugs or pats on the back.

«  Friendship/warmth touch is the type people sehll Lle il gl Gliell Jia
use to show their platonic affection toward aoxdiuy (SAll ggill (@ cwaall /adlaall duwel -
each other. Hugs and kisses on the cheek . ) ] )

> agidey ol dighulall agiahle jlghy yulil
might be exchanged between two close
friends, for example. Ju 2l Lle allisllg Gliell dabi aiy 2d .paedll

\_ J L Jiall Juw e Jujbo géinn
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G. Touch (Haptics):

Love/intimacy touch, by contrast, is
highly personal and intimate. People
communicate strong feelings of
affection toward each other with these
kinds of touches; in this case, hugs may
last longer and kisses may be on the
lips.

Sexual arousal touch.

~

Dr. Raef Baraka
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Lecture Summary
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1. Verbal Communication.

2. Nonverbal Communication.

3. Purposes of honverbal communication.

4. Dimensions of Non-Verbal Communication.

5. Codes of Nonverbal Communication.
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