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PREFACE

Communication must be EXACT. Direct. Precise. To the point. Unfortunately, it is not. Most of the time. That is the problem. It leads to misunderstanding, misrepresentation, misquoting, mistakes. Missing the point. It makes a mess. Of most matters. Of many lives. Crystal clear communication is the key to success. Be it in personal affairs, business, politics or social life.  

What do you mean? That’s not what I meant. No, no, you have got it all wrong. Are you trying to tell me...... He said that. No he didn’t. Or did he? Are you sure? I think I am...or am I? I mean...Perplexed? Perturbed? Puzzled? 

Communication must be crisp. It should cut the crap. It should cut to the core. It should illuminate. It should illustrate. Not confound. Not confuse. Nor baffle, bewilder or bamboozle. Now do you see what I mean? 

Here is the difference between mere communication and crystal clear communication:

“Refrain from lachrymating with reference to lactose-rich opaque white fluid secreted by female mammals which has involuntarily succumbed to the gravitational pull of the earth.”

OR

“Don’t cry over spilt milk.”

The long and short of it is, communication could be short and sweet. Or long and lively. But communication should be crystal clear. That’s the key to success. How to do that is the purpose of this book. Period. 

Shyam Phatak 
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A Simple Hello 

A simple Hello could lead to a million things

So could a simple smile 

For Crystal Clear Communication 

Both are truly worthwhile

A simple kind word could heal a broken heart

A simple, sincere hug could relieve pain and sorrow

A simple soft prayer, could control anger and hate

And change a Nation’s future and its peoples’ fate

A simple Hello could lead to a million things

Love, Romance, a lifetime of joy and fun

A deep, abiding friendship taking wings

A change in direction, an unexpected turn

A simple Hello could lead to a million things

A discussion, a debate, a meeting of minds

An intellectual connection one happily finds

An invisible thread that securely binds

A simple Hello could lead to a million things.

—A Poem by the Author
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WHAT IS COMMUNICATION?
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The simplest definitions of Communication, I think, would be:

To convey information to another or others.

Give or exchange information.

A standard dictionary defines Communication (pronounced : kuh-myoo-ni-kay-shuhn) as:

—Noun:

1. The act or process of communicating; fact of being communicated.

2.The imparting or interchange of thoughts, opinions or information by speech, writing or signs. 

3. Something imparted, interchanged or transmitted. 

The word “Communication” is derived from the Latin word “Communis,” which means Common or Universal. It is a process of exchange of ideas, facts and opinions among individuals so that they can meaningfully convey their point of view to others and understand the point of view of others.

Communication is the art of conveying information, thoughts, emotions and ideas among two or more beings. Research has now established that Communication is the process of meaningful interaction not only among human beings but also among animals, birds, fish, insects and even plants and trees!

The imparting or exchange of information by speaking, writing or using some other medium. 
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Effective Communication

Effective Communication is the art of conveying one’s thoughts, ideas or feelings to another or others in a clear, cogent, concise manner, so that there is no confusion in comprehension. In other words, the receiver of such communication should be able to understand exactly what is being conveyed, without any room for doubt or misunderstanding.

Amazingly, even from ancient Vedic times, clarity of communication and its quick comprehension has been emphasized. This popular story from Hindu mythology highlights this aspect very interestingly:

Brahma Rishi Veda Vyas addresses Lord Ganesh, the God of Learning (Vidya Ganapati), thus: “I have conceived a great poem. It encompasses the past, the present and the future. It talks of love and hatred, of life and death, of the art of war and peace. It sums up the Vedas. Can you take it down?”

Ganesh, the God of Learning agrees, “Yes I will but on one condition. The condition is that you should not pause to think while you dictate and I take down the poem.”

“Agreed,” says Veda Vyas, “But I too have a condition. The condition is that you must grasp the meaning of every word that I dictate, before you take it down.”

“Agreed,” says Lord Ganesh. 

Thus was conceived one of the greatest Epic Poems, known to the world as “Mahabharat.” 

The story shows that even thousands of years ago in India, the learned and the wise knew the importance of clarity of thoughts, their clear communication and the precise understanding of words conveyed.
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Why Communicate?

Human beings are social creatures by nature and prefer to live in groups rather than in isolation. Human beings are also thinking animals. Once they think, they need to communicate their thoughts to others of their species so that there can be an exchange of thoughts, ideas and emotions. The progress of human beings over thousands of years has been possible only due to constant communication and interaction. 

At first man was a hunter-gatherer roaming the forests in search of food. In course of time, by observing the growth of plants from seeds, he began to clear the forest land and plant seeds. These seeds grew into plants and trees giving grains, vegetables and fruits. Man no longer had to travel from forest to forest as a nomad to gather food. To protect his crops, he built tents wherein he could stay with his family and at the same keep watch over his crops. People from the same tribal community built their houses in close proximity to each other for purposes of safety and security from animals and other marauding tribes. These settlements came to be called as villages. As people in the village came into close contact with each other on a day-to-day basis, a need was felt to have a system of communication, so that they could understand each other and cooperate in community improvement projects. The hunter-gatherer ways of making signs with their hands and various types of grunts and sounds gave way to language, wherein specific words were used to convey specific meanings. Thus the earliest languages came into being. 

Communication improved by leaps and bounds with the invention of language. Language was at first oral or spoken, wherein every word spoken had a specific meaning and was understood as such by the whole community. With the advent of the spoken word, any message could be conveyed over short distances either to individual persons or to the whole community when they were gathered around the Speaker. Each tribe had a leader or Chief (usually the strongest man in the tribe) and he was treated with respect by the villagers who listened to him and carried out his instructions. 
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The story of man from Hunter-Gatherer to the Modern Man is a story of fit to fat!

Who Can Communicate?

Communication is the art of conveying information, thoughts, emotions and ideas among two or more beings. Research has now established that Communication is the process of meaningful interaction not only among human beings but also among animals, birds, fish, insects and even plants and trees!

Sound, smell, signals and body language such as gestures and postures are the means by which animals communicate. Here are some of the ways in which animals communicate:

Many animals including predators communicate by smell. They release airborne chemicals called pheromones to convey messages to other creatures. Smell plays an important part in attracting mates, for reproduction, for marking territory etc. Here are some of the ways in which animals communicate:

Chimpanzees greet each other by touching hands, kissing, embracing. 

Dogs stretch their front legs and lower their bodies when they are in a playful mood.

Male Fiddler crabs wave their giant claws to attract female crabs.

Gorrilas stick out their tongues to show their anger.

Kangaroos thump their hind legs to warn other animals of danger.

Horses rub noses to show affection. 

Bees dance when they find nectar. The scout bee will dance and direct other bees to the location of the nectar.

Whales leap out of the water repeatedly to convey messages to other whales.

[image: https://encrypted-tbn3.gstatic.com/images?q=tbn:ANd9GcS0tNjG_cytQSiiPBLB_VHL2Wgt7mgXizNxh4iDWBrFHpKMcdTF][image: http://cdn.smosh.com/sites/default/files/ftpuploads/bloguploads/chimpanzees-hugging-greeting.jpg][image: https://s-media-cache-ak0.pinimg.com/236x/3b/6d/b0/3b6db012e61df0d482a62ff1f5dc0499.jpg]

[image: https://encrypted-tbn3.gstatic.com/images?q=tbn:ANd9GcTYziT8PlK6djddF6__KkGbm-C1zzSy9MkKbDWELGwzrlEFiPqE][image: http://easyscienceforkids.com/wp-content/uploads/2013/04/Whales.jpg]

Birds communicate by means of sound signals. There are two types of sound signals—Calls and Songs. Bird calls are instinctive and consist of one or two short calls, mainly meant to convey danger, nesting and such other basic situations. Sparrows for example, have two types of danger calls, one to announce that a predator such as an owl or a snake is nearby and the other to indicate that a predator is hovering overhead in the sky. Bird songs, on the other hand, are used by males to attract females for mating and to establish territory. It is believed by researchers that bird calls cannot be varied to produce different meanings.

The Honey bee communicates with its hive members by dancing on the wall of the hive, to indicate that it has located a source of nectar. In a research in the 1960s it was discovered that the Italian honeybees perform three types of dances to indicate the distance of the source of the nectar: The Round Dance to indicate that the source is not more than 20 feet from the hive; the Sickle Dance was performed to show that the source of nectar is between 20 and 60 feet from the hive and the Tail Wagging Dance to point out that the source of nectar is more than 60 feet away from the hive.

Human beings understand and appreciate their surroundings through their five senses—the sense of sight, hearing, smell, taste and touch. But some animals have developed some strange and wonderful ways of communication and understanding the world around them. Some dolphins, whales and bats navigate and detect prey by using eco location, a form of advanced hearing, that allows them to “see” by the reflection of the sound bouncing off objects in their surrounding. Many fish use a lateral line system to detect the presence of other animals in the vicinity, due to changes in water pressure. Sharks and some fish use electric fields generated by other animals nearby to detect their presence.
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Methods of Communication

There are different methods of Communication—Verbal Communication, Non-Verbal Communication, Written Communication and Visual Communication.

Verbal Communication consists of Sound, Speech, Words and Language. Verbal communication is defined as the use of sounds and words to express oneself as opposed to the use of gestures and other forms of body language (Non-verbal communication). An example of verbal communication would be:

A middle aged lady wearing a new dress, asks her husband, “Don’t I look young and beautiful? Give me any honest answer.”

“No you don’t”, the husband said honestly, “You look like an old hag covered with a gaudy cloth.” 

After being locked out of the house for a week, the husband has taken an oath never to express an honest opinion, where his wife was concerned!

Verbal communication is used to orally convey one’s thoughts, ideas, opinions and emotions to another person or persons and is vital in the process of teaching and learning. Verbal communication would also include talking to oneself in one’s own mind. For example, you look at yourself in the mirror and say to yourself either silently or loudly, “Good morning, you handsome man! I am sure today is going to be a great day for you!”

Verbal communication consists of two types: 1. Interpersonal and 2.Public speaking. 

In interpersonal communication, there is an exchange of words, generally between two persons, which involves both speaking and listening. For example, an Executive discussing a business plan with his boss.

In Public Speaking, one person would normally address a group of people called an audience. e.g. a Politician giving a speech to a gathering. 

A: “The ultimate, singular, most crucially beneficial and effective individual and professional trait or characteristic an employee or executive can possess or endow upon himself or herself is the adroitness and finesse to facilitate the verbal transmission of information with economy and brevity.” B: “Being Brief?”

Tone of Voice is also a very important part of verbal communication. Modulation of voice i.e. variation in the strength, tone and pitch of the voice either high or low, conveys a lot of information about what the Speaker wants to say. We have all seen how very young infants, although they may not understand the language, quickly understand from the tone of the speaker that they are being scolded and begin to cry. The tone of voice also becomes important when the speaker uses sarcasm, a method in














































































Importance of Language in Communication: The Invention of Writing


















Mesopotemia and the Cuneiform Writing





The Chinese Writing







The Ancient Mayan Writing of Central America





Advantages of Written Communication







































	

	

	





































WONDER OF WORDS
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Communication between Parents and Daughter/Son































Communication between Husband and Wife
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Communication between Mother-in-law and Daughter-in-law















Communication between Boyfriend and Girlfriend











Communication leading to a break-up








Communication among friends







Personal Communication on Email
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Communication on Social Media
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Importance of Communication in Business
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Importance of External Communication in Business
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How to Create a Finely Crafted Website
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A Beautiful Experience with God
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