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Communication is the collaborative
process of using messages to create and
participate in social reality. The most
important aspects of our lives—our
individual identities, relationships,
organizations, communities, cultures,
and ideas—are accomplished through
communication. Each of these aspects
Is a part of social reality, or the set of
social judgments members of a group
agree upon. Social realities emerge
through social interaction. Therefore,
communication enables us to actualize
possibility and achieve change and
growth, both for ourselves and for our
communities.
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Communication is collaborative

A glal Aglas Jual 53
A ) (e "l 51 LS i

The word communication comes from the munia" " 3l 4S5 (Geaco-" ("
Latin prefix co- (with, or together) and root Gllaiy A (deaal) cplanll (AS Laall(
word munia (sharing, giving, servicing). o LS Ll o A S i Joal 53l
Therefore, communication requires the ) AT i) e auanll e JUal

involvement of others. Just like many other

. . . ~" . 1&3 . Lﬂ]\ At
things that you cannot do without the (AT Gt 5 e pldll By Y

cooperation of others, such as sing a duet, @ UJS‘ O b e sisd 8 ‘Lf"d\ Jie
be in a marriage, or count as a basketball ey Y Al 38 5 S 2l 5l ezl
team, you cannot communicate by yourself. Llis s Jual sill ey jiay Jual il
Communication is a collective activity in Gl G Ul 48 Jaay elea
which people work jointly to create and Ll e ol e Small 4 jlia
share meaning. Although we sometimes say A" g "ealial g adl" Glal J s
“I communicated” or ““You communicat_ed,” Do Aagall 3 Jual il 8 Mcalal g3
in reality, communication is not something e M 4y oy of (S

that an | or a You can do alone. ;

L : 1o Jaal il 2 ) ann Lead i
Communication must be accomplished by a Oe dalsll e O T : o
We. ot P
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Communication is process dles 5a Jual sl

Communication is a dynamic, ongoing 3 aksa g Aoy Alee g8 Jual gl
process. Unlike a thing, which is static, OB G 0 5SH sd p il e e
a process unfolds over time. As ol ae gl 5 e pa )y sk dlaall
individuals exchange and interpret Llee ) shati (Jila )l yandi g o) j3Y)
messages, their communication S G A 5 51 Jaal 51l
develops a particular history. The e oald) 8 daadiid) il )
messages used in the past influence the el Jilu )l judi g dapla
nature and the interpretation of the Jtall g puzalall
messages used in the present and the

future.
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Communication involves Messages Hlas (Ao 6 iz Jual 51l

Messages rely on a common system of el sidia Al e (il ) acia
symbols, signs, and gestures to carry il Clala] 5 L3N 5 5 gl
mformaﬂon and to gengrgte shared O A ladl) 55 5 e sbeal
meanings between participants. 535 58 Cilatle 231 a2hy (S Ll
Individuals give unique contributions to LJSLuJ 0 b Dty e i o
communication interactions in the form e goriie il 4 i/ 5 Ak

of the verbal and/or nonverbal
messages they use.
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Communication is participatory

communication allows us to participate, or
take part, in social reality. When people
communicate, they rely on shared
understandings to accomplish objectives.
Communication allows us to entertain,
persuade, inform, comfort, regulate, and
support one another. The ancient Greeks
referred to the making and doing functions
of communication as poiesis and praxis.
Historically, most scholars and everyday
people have paid more attention to
communication praxis, or how communi-
cation can be used as an instrument to
accomplish things. Recently, however, the
creative (poiesis) aspect of communication
has received greater appreciation.
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Communication is Creative =) Jual 52l

saaall Y Jsaddilee s g Iy
Creativity is the act of transforming new Ol bl sam g a8l I dbaidl
and imagined ideas into reality. It Jai V) a8 Y Juai¥l Alac
sometimes appears that the process of O sl "o LS allall (e e glaall
communication merely conveys information Al Ciat Lgaadios ) Jilas Sl
esages we use siply describe  real €l o o1y el Lo Ll
g Py y S e cYaiy! Jass ¢ )

that already exists. In actuality,

icati Leadty 3a0a doelaial gilaa 3le
communication shapes and creates new baas dpeldial (Gilis la

social realities for ourselves and for others. Agani 3 g8 *ﬁ"“ padd 35‘5 AN
Anyone who has witnessed the power of a "Rl gl " A oY paiiall Jie
label such as bully, loser, or genius to alter CLS shall 33 328 5 Qi gl jzd B
perceptions and reinforce behaviors has Lo Jand L;\S\ Gkl 4ndy (gl y 8
seen firsthand the ways in which A A e ayLasy

communication creates reality.
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Communication process Jual g3l dgles
N( )
The sender decides the message to A Al G yall ) 3y o
be transmitted S yall a5y 5 Ll ) atans
The sender encodes the message Al ) s
The sender selects the a appropriate Sty 3LE Juo pall Jld g o
channel of communication RV
The receiver receives the message Al )l distedl) Jadtiny g o
The receiver decodes the message nl Sy Jaatiaal) o g o
The receiver provides feedback to ) . ) ‘d\*“")j\
the sender dzal j 420 Jatual) aagyg e
Jos yall
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e Sender

* Message

. Chan ne' Source /

Receiver

* Receiver

« Feedback

« Environment
* Context

* Interference
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He/she is the one who wants to share

. . . “ila JAS i (B e Al Gad il

information with someone else, &= )S,.A e b i gl s »
A gala ga gal S S ledale g ¢ Al (adld

usually for some intended purpose. .
. . a wLA ‘ll . Rod I IS e \ .
The Sender is responsible for 8 Shashaall® e e Vs “‘LUA,E”S”
Ll ) ai Al

"encoding" the information into a
message and then transmitting it.

Encoding is putting the targeted message

into appropriate medium which may be Aalio A g (g Aaghusall Al )l oy 5o il
verbal or non-verbal depending upon the 8 6ll 5 88 gall Cuun A3dadl e o) Apadl ) S5 8
situation, time, space and nature of the oyl iy, Ll ) ) all AL danla g LSl
message to be sent. The sender puts the ClalSll 5l sl s 5 sa )l (e Aliadis 8 AL )
message into a series of symbols, pictures or 9t A, 3 paial) Al ) lebna 55 s (A
words which will be communicated to the ol o) Cua Juai¥) dolee A8 daga 3 shad
intended receiver. Encoding is an important dolaal B8al) dadl) Jis) 8 Couliall yee 5 il
step in the communication process as wrong Jlaty)

and inappropriate encoding may defeat the
true intent of the communication process.
P JAN y,
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The Message is the encoded
information the Sender wants to
share with the Receiver.

The channel is the way in which a message
or messages travel between sender and
receiver.

Channel Credibility

It is the expertness and trustworthiness of a
channel as perceived by the receivers. Channe
credibility is directly linked to communicator
and audience characteristics however, print
media are perceived by member of upper
sOCio— economic grouping as being more
credible, while television is perceived as more
credible by lower socio-economic groupings.

\_ "/
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The channel is the way in which a message Jibu 1) g Al ) L Jais L;d‘ 48y Hhall a 5Ll
or messages travel between sender and il 5 du pall Gy
receiver.
Channel feedback

BN (e daa yal) dydasl)
Jatiunall 5Ll L i 65 ) daa jall Ly (o o
A N jaae Je il g a4y 58l s

It is known as the opportunity a channel
provides for the receiver to respond
immediately and to affect the source of the

message in communication process. Face-to- Al b s Juai¥l Jaay . JlaiY) “-JL@: e
face communication tends to facilitate Jagnst
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The channel is the way in which a message
or messages travel between sender and
receiver.

Channel Involvement

It is the effort required by all senses in order
to receive information from a communication
channel, face-to-face communication offers
the greatest possibility for involvement where
print media offer the least possibility for
involvement.

Channel Availability

The frequency and extent to which a channel
may be used to reach a given audience. In
some geographic areas, some channels may
not be available such as television in
mountained areas or print media in highly

Mterate areas. y

| Understanding Communications f
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The channel is the way in which a message s 11 ) Al 1) Ly Jai Lf‘” A3kl (& sl
or messages travel between sender and Detasall 5 Jus jall 1
receiver.
SR 44 ) el
Channel Permanency AR Ly‘\\ytj‘“
The ability of a communication channel over I . ‘33" e ;d H o8 o
time to carry the message. Print media have 3ll g de saladl) Sl Y Jila 5 et 24 )
this dimension but contrast radio does not. A ddly Y cplidall gaal ) oSl
Channel Multiplicative Power 3L ddclaa b g8
The channel ability to cover areas with speed s de o Gslaliall Audast e L) 5,08
and timeliness. The mass media can multiply al ) Sl Jilu sl (Sa il i )
messbage a:c\d maITe it ;.\;ai:cabletto ]!arge Mae Y Leiali) s Al A Liae 2 paleal
numbers of people while face-to-face - o , .
communication is low in this dimension. st lens dual A 055 Lai L.yu\ o D#\S
Al 138 8 Wiaddia
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The Receiver is the intended target of
veris el & by ol Al 1 3 gl Cargll 5 i

the message sent by the Sender. The i e T
Receiver is responsible for "decoding" ALl M5 88 " Ge Jgsma M‘ud“ﬂ
[A s g

the message and interpreting it.

Decoding refers to interpreting or

converting the sent message into intelligible AN Jygat gl puad J) bzl o iy
language. It simply means comprehending Al )l agh Adabiyy (Jan g Aasede 43 ) Al )yl
the message. The receiver after receiving Jolaa s W iy Jaiisal) o g8y Al ) 81 ey
the message interprets it and tries to e A3y ke Juadly Leagd

understand it in the best possible manner.
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Feedback is composed of messages the

e P . - . \ . e
receiver sends back to the source. Verbal or ‘Sl‘\.‘{ ..\ Lé“}d"uj < Bl 585
. dsopcwﬁj\wﬁagc\yj_JM\
nonverbal, all these feedback signals allow . 5 3 s Sl el L
the source to see how well, how accurately ‘Sharjﬁ S ? = i ?ﬂ :
(or how poorly and inaccurately) the Al ‘“f?" (i“ el ’,°;’&ig)ja 7 “2

message was received. Feedback also et J:.f’f. Mﬁ = fsy
sOLEY) o CaDaY) A8 gall i prpaa gl okl

provides an opportunity for the receiver or N e F
audience to ask for clarification, to agree or S0 ST A dra o 0% ‘Cﬂ;ﬂ
2

disagree, or to indicate that the source
could make the message more interesting.

* Negative Feedback or corrective Jsm uminad el dudes cilaade o
comments about past behavior el L

* Positive Feedback or affirming comments &L Jsa duasl clidas 4_1.1\;_.\ claade
about future behavior Litsa)

\ J Y,




i{' Understanding Communications (P L) agd

Communication elements Jual i) pualic

The environment is the atmosphere,
physical and psychological, where you send
and receive messages

The context of the communication
interaction involves the setting, scene, and dgdiall g AlacY) Aty Jelal) ul-w (paualy
expectations of the individuals involved. Cizall 0l 8 a3

o 55 52 i) 5 (ol Jagmall a2
Jalu Hl) 408 Jasias
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Interference is anything that blocks or s . Lo ool
changes the source’s intended meaning of I e il L el "A
dadl J8 e Al U o giasall

the message.

Channel Noise: This type of noise

includes any disturbance, which interferes f‘-*{yb“ (e g sl ‘M Jeady 1 5} sl gua
with the physical transmission of the s Al galal) Jall ae Jalaiy Gl slaual g

o gill) glia g Jadii o yaleall YLy
‘:\AM‘&F\J cﬁd\)\&&)ﬁﬂ\
Uﬁy‘ }i cuﬁjs.‘ﬂ‘ ‘f zj\j.ﬂ\ :\.&L.IJ\J

message. In mass communication, channel
noise includes static on the radio, ink in

the newspaper, a rolling screen in Hadl 6 Lol i (e Y s Vi 5yl

. . ] Al - el B S ¥ oy Da 3 paal
teIeV|s!on, or _type too small to read in a b Lo i Ganly it l) L) i
magazine. In interpersonal ) les il 3l ol cs yal Hinlan ol 4 2
communication, someone speaking in a &l
room over another conversation, a door

shutting etc.

\_ J . W,
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Interference is anything that blocks or
changes the source’s intended meaning of
the message.

Types

Semantic Noise: This type of noise results
in the wrong interpretation of messages,
even though the message is received
exactly as it was sent such as words too
difficult, subject too difficult for receiver
to understand also differences of selected
meaning of words between the message
sender and a receiver. for example receiver
thinking that the words prints to something
different than that is intended by the
sender. One word may have many
different interpretations.

| Understanding Communications f

Jal gl palic

il o ) aiay o8 gl g sl sl
dadl J8 e Al U o giasall

Aty

3 sbia pall e & sill 12a AN sl g
il o3 ol (el )l (A janss )
LSl Jia el ) a3 LS Jasally Al )

‘_A:;L“\.:ﬂg_mml\ &}CA}JU c:\_gww\
2aall el 8 GOEAY) GlIX 5 cdagh Al
Jame sle Jiinaall 3 A0l oo 5o 00 LIS
o) ki LS () Jiiaall sing ¢ Jlial
Aalsll 098 28 Ju jall ol Lee Calidg
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mipocef|

4 )
Simply because you have the ability to ) ) .
LR -~ " . 3 - .
communicate with different people and ;U"l**‘“ & d*“‘{-‘l‘ e °9f95‘ LSl ¢
5) N . *fer o w | e
cultures across the globe does not mean you i) g Y allal) eladl e 8 Adlise S,

are ready to work with these people if you (ot} RS S 1) U"B"&j‘%‘ ﬁﬁ“ s Jasll M
lack training and cultural sensitivity. A dgubaaall 5 oy il

Also, when relying almost exclusively on e s s 4nd IS0 adia Ledie celld ) ddLayl
computer-mediated communication for GOl B g saaall) Adai) g 5 1) Y LaiY)
business and professional interactions, you il lea Heanty Hlalas clild cdaigall g 4y jladl)
run the risk of letting your face-to-face “ Ax ol lea g Jual gl

communication skills suffer.

Another issue is that constant availability and Juai¥l s ailall an) sill o a5 Al Al llia
connection with your work life can lead to 53055 Y5 i gl ) (g2 38 Agleall Slilay
stress, burnout, and information overload if C g cye Janll et it Jeadi A1 13) il slal)
you do not “unplug” from work from time to aal g5 Al 4lal) cilaal) oany L LAY
time. Here are some common challenges to ola sl jume 84 jladll coyLasy!
business communication in the information

age.

\_ I\ Yy,
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. N( A
e Knowing when to use computer-

mediated communication or face-to-face Su— ci::ﬁ\f‘; ‘T"-“‘j‘ \Cf“ OJS-C:: 0‘
communication can be challenging. A LPJQ > Yw o) iamaSl e Jlady
Ll o oY) il JSLEl (e 4ms)

CAY) ae Jual gill W dalie 3,88 <l jla

common problem now is that we have
almost too many choices available to us

for communicating with others. i ;
acatll il s S 2 el
E-mail, texting, and instant messaging Joal il (Gladll JLal 25 ) il 5

have become the de facto choice of il gl e 13ke (85 el e el Al

communication for many people, but . Bjﬁ‘f‘ ?‘ “Sﬂlzﬂi U\ﬁ“m*:‘y Oﬁﬂ:
what about those who are not as ULjf:S\UA ~ o .d fﬂ?"fﬁﬁ'
connected to their smartphones or = Agagen ¢ ghady cpll Moy

“ N\ o . z
computers? There are still many iﬁfﬁj‘ il ‘—’)@T—J‘iﬁ?’i "\%.)5 L@A?
“traditional” communicators who prefer 3 Aega e Apaill Jilu N L;u)fl}’

the intimacy of face-to-face interactions e
and find e-mail or text interactions to be
dismissive or insulting.

\_ I\ Yy,
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When is it appropriate to use face to face? Tha ol lga g pladdied) alial) (pa (950 e
4 \( A
Complex or sens!tive. dis.cussions: Face- Qo e Wl il f aiadl) Lzl
to-face communlca’Flc?n is -often.preferred  aiaall LG as gl ea s sl 53l
for c?mplex or sensitive dlscus§|ons that el 25l A R
require nuance, empathy, and immediate JumiV ey sgd ) sl LLL;MU
feedback. It allows for direct eye contact, e LY s ) dad g cpaalls Ll
body language, and nonverbal cues, A iy sl 3 ey 28 Les cdgladll

which can enhance understanding and
build rapport.
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When is it appropriate to use face to face? Tha ol lga g pladdind) ailial) (pa (950 e
N
Building relationships: Face-to-face 1 el da o Lea g Jaal sl dmy scnlaDall oLy
communicatiqn is vgluable fo-r bui.lding L it cdad ) il slid L
person§I relatlon-shlps, especially in | 5;-.*‘5)5‘ Sk e sd gl i
professional settings. It allows for social 5 ) A8e Aald) 5 A5 L g duc LYl

bonding, trust-building, and establishing
a stronger connection.

Resolving conflicts: Face-to-face leas daal il (5 65 ) oK e 33 Ja
communication can be effective for eansy 43Y e 3l Ja 8 Yled 4n ]
resolving conflicts, as it allows for real- Jalill o Laiu) g ¢ Jndl) i ) 8 Jelall
time interaction, active listening, and the ilae JSG (o glaall dallad 4 yall

opportunity to address concerns directly.
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When is it appropriate to use Technology? Tl ol sl aladiind) Cuuliall (e (550 S
\

Geographical limitations: When
individuals are physically separated by
distance, computer-mediated
communication becomes a practical
choice. It enables communication across
different locations, making it easier to
connect with people who are not in close
proximity.

Cliadic Al 1Y) ) oSG Ledie tAd) jaald) o gl
e JMY\ T ¢ddliual) L L}m
e oY) ey 5ed lae 1508 i e
Joal sl QeI (e Jrmng Lo ciliig a8 o
Ge Aie Gl ) sanl 0pdl) (alASY) as
wardl aguan

Efficiency and convenience: Computer-
mediated communication can be more
efficient and convenient for quick
exchanges, sharing information, and
collaborating on projects remotely. It
eliminates the need for travel time and
can accommodate flexible schedules.

e Jhai¥ o oK o oS sl g skl
Gy o) YN A 5 36168 ST 5 gl
@J\.&A\ ‘zgujtaﬂ\jﬁu)suj\é\s‘)mj
Dl iy () dalal) ol sed 2 e

A pall Ayt 31 ghaad) i) 4y
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When is it appropriate to use Technology? Tl ol sl aladiind) Cuuliall (e (550 S
4 )

Asynchronous;omr;unlcatlon-: | VL) g i e Lyl
C]cc)fmpu:ler-r;\e iate cc])cmmunrl]catlon LA S a5 530aSl] A gy o5
offers the advantage of asynchronous L S Cu el il

commudnlcatkl]or), where partlill!oants ;an I3 Sy S ﬁ_mu g\ Z\.c;)...u]h aulaiuy)
FES[])COII’I I?t t -EIF own pace. Thlsdcaln e ji 27,\-\-0‘)3‘ L‘éla\_'\.d\ éﬂbﬁ Y Losie \3:&‘
usetul when time zones or schedules dm‘)ﬂh J\)ém s Lac ‘@AJ.S\ djh%ﬂ

don't allgn, aIIovymg mdmdgals to ) s 8 aad gl ) dalall g0
communicate without needing to be "

available simultaneously.
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Types of communication apprehension

Communication Apprehension £

Jual il Cpa Jadd) £ il

Trait communication apprehension means that
one possesses a “shy trait.” In general, shy
people tend not to raise their hands in class a
lot, avoid certain social situations, and feel
extremely anxious about giving a professional
presentation.

Context-based communication apprehension
describes a fear of communicating in certain
contexts. A fear of public speaking is a great
example of context communication
apprehension. For example, a student may not
be nervous about meeting new people or
participating in small groups, but presenting a
speech in front of the class promotes a high
degree of apprehension.

-

N\

alaiY) Jias cple IS A s dau”
(Joadll 315058 sl ad ) aae () Ol sl
i) g cdae Laay) (@) gall (ams aiad g
) g i i s sl L

Co ) ) o 23 Jal il (e o i) i
sl (e Casally Ame Gl A Joal 51l (e
S8 Joal ) (pe il w5 seanl) alal
QI ey ¥ 8 (Jal Jae e el e
Skl a3 (el ALtie oy i

O daadll alal s o) (S 63 yiria Cile gana
aadl e dille da o
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Types of communication apprehension

Communication Apprehension £

Jual il Cpa Jadd) £ il

Audience-based communication apprehension
explains a person’s fear of speaking to certain
people or groups. For example, a person may
feel comfortable speaking in front of friends in
his or her social circle, but speaking in front of
colleagues at work makes him or her extremely
nervous.

Situational communication apprehension refers
to apprehension to communicate in specific sets
of circumstances; everyone at some point in
their lives is going to feel apprehensive about
communicating something. Think of a person
you might want to impress, such as a boss or an
interviewer. In general, you are an outgoing
person and don’t mind presenting in front of
people, but someone you want to impress may
promote an uneasy or anxious feeling.
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familiar with this task or situation.
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evaluation can cause anxiety.
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Peer evaluation: How are my coworkers going
to respond to me? This question addresses
concerns you may have about your peers
evaluating you. These concerns can in turn
cause apprehension.

Dissimilarity: Sometimes you may feel different
from the audience. Having nothing in common
with the audience causes anxiety.

Conspicuousness: Feeling as though you are in
the spotlight and all eyes are on you can
certainly cause anxiety.

Prior history: Many people have had a bad
experience during a communication
interaction, such as an interview, a
presentation, or a meeting. This negative
experience can create anxiety the next time
\you find yourself in a similar situation.
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