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LearningObjectives:

1.DefineCommunication

2.MentionetypesofCommunication

3.MeansofCommunication

4.ImportanceofCommunication

COMMUNICATION

Whileitiseasytothinkofcommunicationassimplytheverbaltransmissionofinformationfrom

onepersontoanother,itissomuchmorethanthat.

Communicationrangesfrom non-verbal,suchasaglanceandraisedeyebrows,toverbal,suchas

achangeinpitchandtone.Communicationisalsotheactofsendingandreceivinginformation

from persons,departmentsororganizationstoothers.

Typesofcommunication

Non-verbalcommunication

Verbalcommunication

Writtencommunication

Visualcommunication

1.Non-verbalcommunication

Itisinterestingtonotethatnon-verbalcommunicationisusedbothintentionallyand

unintentionally.

2.Verbalcommunication

Whenwespeak,wearecommunicatingmuchmorethanjustthecontentofourwords.

3.Writtencommunication

Effectivecommunicationbywritingisamassivelyimportantskill,especiallyasmorepeopleare

workingremotelyandkeepintouchthroughouttheworkdaythroughSkype,Slack,orotherdigital

mediums.

4.Visualcommunication:thisarecharts,photographs,sketches,video,graphs,andevenemojis

andGIFs,canhelpimprovetheunderstandingofyourmessage.

Aswithallcommunications,makesurethatyouaremeetingyouraudiencewheretheyare.

MeansorChannelsofCommunication:thisarethevariouswaysinwhichinformationaresent

andreceivedbybypeople.

1.Post:thisistheprocessofsendingandreceivinginformationthroughletterwritingssentpost

office.

2.Telephone

3.Internet

4.Satellite:Asatelliteisanobjectsentintospacewhichrotatesandpicksupsignalsfrom

aroundtheearth.

5.GlobalSystem forMobileCommunication(GSM):thisisoneoftheeasiestandquickest

meansofinteractingwithpersonswithinandoutsidethecountry.

ImportanceofCommunicationinBusiness

1.Itbringsaboutcoordinationamongthevariousdepartmentsinanorganization.



2.Ithelpstoeliminatefakenewsandrumors,whichcancreateuneaseamongemployees.

3.Ithelpsbusinessorganizationtobringtothenoticeofexistingandpotentialcustomers.

4.Itenhancesturnoverratethroughimprovedsalesofgoods.

5.Itreprovescustomerrelationship

AgenciesofCommunication:

1.NigeriaPostalService(NIPOST)

2.PostalService:thisincludesLetters,registeredlettersthroughmail,Identitycards,Express

letter,Telegrams,Recordsofdelivery,postalordersarepurchasedoverthecounteratapost

office.Thepostofficechargedcommissionfrom theircustomers.Crossedpostordermustbe

paidintobankaccount.Postalorderarevalidonlyforsixmonths,theycan'tbeusedinplaceof

naira.Moneyorderisobtainedfrom thepostofficeforacertainamount.

OtherservicesrenderedbythepostofficeareRedeliveryoflettersandpackets,Redirectionof

mailbythepostOffice.

PostOfficeBox:thisisanindividualprivateboxatapostofficeforreceivingpostalpackets.

PrivateMailBag(PMB):Thisisaninstitutionororganizationsprivatemailbagatapostofficefor

postingandreceiptofpostalpackets.Thisbaghastwokeysonefortheinstitutionor

organizationstheotherforthepostoffice.

NigeriaTelecommunicationsLimited(NITEL):Thisagencywasownedbyfederalgovernmentof

NigeriasupervisedbytheministryofCommunication.Thisagencywasprivatisedin2014and

boughtoverbyNATCOM.

FunctionsofNITEL

1.TelephoneservicessuchasTelephoneinstallationandmaintenance.Bothbusinessand

privatesubscriberswhousestelephonepayafixedfeeforinstallationandrentalmonthly.The

costoftheinstallationdependsonthesubscriber'scountryofresidents.Internationaltelephone

service,Trunkcallsisindividualcallplacedbyacallertothetelephoneofthereceiverusuallyin

anothertown.Conferencecalls:thisisdonebygettingdifferentindividualstogethereither

throughtheirlinesorgatheringthem andthecallerwillpassthemessageacrosstothem.Local

callsarecallsmadewithinthecity.

2.TelexService:Atelexmachineisequippedwithaprinterwhichenablesthereceivertohavea

printedmessage.Itislikethetelegram messagewhichishandledatthepostoffice.

3.CourierService:thisisacompanythatdeliversmessages,packagesandmail.ExamplesRed

StarExpress,DHL,Paralexlogistics,UPSetc.


