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ABSTRACT 

Communication is an inevitable component  in human life. It is not merely the words that are transmitted 

between people and among groups, but it is also the mind that is reflected through communication. This 

is a process that springs with our birth and continues till the last breath. So how well we communicate in 

our life attributes to our personality making. This article deals with the different forms of 

communication 
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     Communication is giving, receiving or exchanging ideas, information, signals or messages through 

appropriate media, enabling individuals or groups to persuade, to seek information, to give information 

or to express emotions. Thus communication is a system through which people share ideas, feelings, 

thoughts, facts, opinion, values and emotions with each other. It acts as a bridge of meaning among 

people. 

Forms of Communication 

Communication is a two-way avenue. This means that both the person communicating and the person 

being communicated to have to participate. Communication happens when information is shared 

between two people. Miscommunication has often been the cause of hurt feelings, incomplete tasks, and 

relationship frustration. However, with the right set of skills communication is clear and efficient. 

Forms of Communication – Listening 

Listening is the most important part of communicating. Listening is not the same as simply hearing. 

When you listen to someone speak, you are engaged with them, and making an effort to understand 

exactly what they are trying to say. Listening is a crucial skill in the workplace. When people don’t 

listen to each other, the entire communication process breaks down. In order to be an effective 

communicator you must first learn to be a good listener. 

It is important to note that there is a difference between simply hearing and listening. We use our sense 

of hearing every day. When people speak to us, we hear them talking. We hear music on the radio, and 

we hear the birds chirping when we walk outside. So then, what does it mean to listen? Here are five tips 

to ensure you’re receiving the message loud and clear. 

Focus on the person speaking: Avoid distraction by making eye contact with the speaker. If your mind 

begins to wander, force your attention back to the present moment. 
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Make sure you understand: Sometimes, no matter how well you listen, you just can’t quite understand 

what is said. In this situation, be sure to ask follow- up questions for clarification. 

Wait for your turn to speak: Avoid interrupting, or cutting others off when you have something to say. 

If a thought pops into your head, write it down for later so you can return your attention to the person 

speaking. 

Show interest: When you fail to show interest while listening, it is distracting to the person speaking. 

Instead of focusing on what they want to say, they will wonder whether or not you’re paying attention. 

Repeat what was said in your own words: Repeating it in your own words forces you to put thought 

into what was said. This will help you to better understand the message and will help make it stick in 

your mind. It also gives the speaker a chance to correct you if you heard wrong or didn’t quite 

understand the message. 

Forms of Communication – Verbal Communication 

If verbal communication was really as simple as just “talking”, there wouldn’t be nearly as many 

arguments in the workplace. That’s because a lot of arguments happen as a result of misunderstandings, 

originally caused by poor communication. For example, maybe a word you used offended a customer, 

but you didn’t even realize you offended the person. If you had chosen your words more carefully, the 

misunderstanding might not have happened. 

If you’ve never thought about verbal communication skills before now, it will take some time and 

practice to learn. Start by focusing on these five verbal communication skills: 

Speak clearly: Speak loud enough for others to hear, and pronounce your words. Focus on sounding out 

each syllable so that the person you’re talking to can understand you easily. 

Choose your words carefully: The words you use should be appropriate by anyone’s standards. If you 

ever find yourself wondering whether or not a word is appropriate for the workplace, it’s probably best 

not to use it. Practice using words that show your intelligence and professionalism. 

Use the appropriate tone: Your tone, or sound of your voice, says a lot about what you’re saying and 

how you feel. Make sure the tone of your voice matches the words and the sentiment you are expressing. 

Consider your audience: Sometimes you might want to change your communication style or how you 

communicate, depending on who you are talking with. How you speak to your five-year-old niece is not 

the same way you should speak to your boss. 

Respond appropriately: Responding appropriately requires that you think before you speak. When you 

respond automatically, you risk saying something you don’t mean and possibly offending the other 

person 

Forms of Communication – Nonverbal Communication 

“The most important part of communication is hearing what isn’t said.” – Peter Drucker 

Although verbal communication is important, spoken words make up only a small part of 

communication. The majority of communication is nonverbal. In fact, some research has shown that up 

to 93% of communication is nonverbal! The amount of communication that is nonverbal shows why it 

is so important to pay close attention to people’s actions as well as their words. 
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Nonverbal communication is made up primarily of facial expressions and body language. Understanding 

these nonverbal cues helps to fully understand what the speaker is saying. Mastering nonverbal 

communication will enable you to be a better communicator as you get a better understanding of the 

nonverbal cues you and the people you communicate with are sending. If you don’t understand 

nonverbal communication, you will miss out on part of the message. Nonverbal cues can tell you how 

people feel, if they are telling the truth, and whether or not they are paying attention. 

Here is a list of common nonverbal cues that can tell you a lot about what a person is saying: 

 Eye contact 

 Pace or speed of speech 

 Crossed arms or legs 

 Posture or body position 

 Facial Expressions 

When reading nonverbal communication, pay attention to differences between what the people are 

saying and what they are doing. It is also important that you are aware of your own nonverbal cues. 

When your words don’t match up with your facial expressions, body language, and posture, people will 

notice. While they might not actually think, “This person’s nonverbal communication doesn’t match 

their words,” they will experience feelings of mistrust, uncertainty, and confusion when talking to you. 

Forms of Communication – Emotional Awareness 

Feelings play a big role in communication. Emotional awareness, or the ability to understand feelings, 

will help you succeed when communicating with other people. If you are emotionally aware, you will 

communicate better. You will notice the emotions of other people, and how the way they are feeling 

influences the way they communicate. You will also better understand what others are communicating 

to you and why. Sometimes, understanding how a person is communicating with you is more important 

than what is actually being said. 

Have you ever tried to hide your feelings? It’s pretty hard for most of us to do. That’s because emotions 

don’t lie. Instead of trying to hide or ignore your feelings, focus on becoming aware of your feelings and 

the feelings of those around you in order to be a better communicator. 

You can improve your emotional awareness by focusing on these five skills: 

Consider other people’s feelings: One day, a co-worker might tell you something personal that doesn’t 

seem important for you to know, or a supervisor might seem angry with you for no reason. To figure out 

why, think about what the other person is feeling. Consider any situations that may be affecting their 

emotions and how that might in turn affect what they say to you. 

Consider your own feelings: Just as other people’s feelings can affect the message they’re trying to 

send, your own feelings can get in the way of your communication as well. When you feel a strong 

emotion or feeling, pay attention to that emotion and try not to let it get in the way of your message. 

Both positive emotions, like happiness, and negative emotions, like anger, can get in the way of 

communication. 

Have empathy: Empathy is the ability to understand and relate to the feelings of someone else. Once 

you’ve learned to recognize another person’s feelings, you can go one step further and actually relate to 

those feelings. 
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Operate on trust: Good communication requires you to build trust between yourself and the person 

with whom you’re communicating. You can earn the trust of others by sending nonverbal cues that 

match your words. 

Recognize misunderstandings: A misunderstanding happens when two people think they are on the 

same page about something, but in reality they are thinking two different things. Misunderstandings 

happen all the time, but emotional awareness can help you to avoid misunderstandings. 

Forms of Communication – Written Communication 

Writing is another form of communication, and it’s one that you will use often in the workplace. Just 

like verbal and nonverbal communication, written communication has its own set of rules. Whether 

you’re writing a simple email or an important report, you should try to write professionally by using 

proper grammar and punctuation. It is very difficult to show and read emotions in writing, but you have 

to be careful because things like sarcasm often don’t translate well via written communication and can 

be interpreted incorrectly. As the sender of the message however, it is up to YOU to make sure that your 

message gets communicated clearly. The responsibility for the clarity of the message is yours. Written 

communication must be clear and concise to properly convey the message. 

Forms of Communication – Communicating in Difficult Situations 

Difficult situations can make communication feel impossible, or at least secondary to survival and 

protecting your self-interest. Both stress and uncertainty can team up to evoke your fight or flight 

response in personal and professional settings. Mastering communication in difficult situations is a 

lifelong process, but every time you do it (…and maybe fail a bit), you learn something that can teach 

you about how to do it better the next time. 

 Forms of Communication – Intrapersonal and Interpersonal: 

Intrapersonal: 

Intrapersonal is a term that describes communication in your internal being. Well, it basically refers to 

how you talk with yourself. Self-talk can encompass such behaviors as the thoughts you think, 

affirmations you recite, and the mental notes you make throughout the day. 

Interpersonal: 

Interpersonal refers to interaction between two or more people. It follows then, that interpersonal 

communication involves communication between two or a few people. This is one of the most easily 

identifiable forms of communication because it is in our everyday lives at nearly every moment. 

Forms of Communication: Public Communication 

Public communication refers to public speeches that we deliver in front of audiences. Public 

communication serves three main purposes: to entertain, to persuade and/or to inform. It is different 

from other forms of interaction in that it requires greater levels of planning and preparation on the part 

of the speaker and involves less direct interaction. Audience members still interact with the speaker via 

mostly nonverbal symbols, but there is a lesser degree of give and take than there is in one-on-one 

conversations. 
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Forms of Communication: Mass Communication 

Mass communication refers to any type of media that is used to communicate with mass audiences. 

Examples of mass media include books, television, radios, films, computer technologies, magazines and 

newspapers. Although mass communication does include certain computer technologies, it does not 

include technologies like email that are used to communicate one-on-one with someone. Mass 

communication is responsible for giving us views of events, issues and people from cultures that differ 

from ours. It enables us to learn what is going on in distant places in the world and we learn the 

viewpoints of people and cultures with whom we do not have direct contact. 

Conclusion 

Understanding in –depth the different forms of communication help one to perform better in their 

personality. Thus we can conclude that in personality making communication plays a pivotal role. 
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