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COMMUNICATION- MEANING, DEFINITION AND ELEMENTS 
 
Communication 

 The word communication is of Latin origin. It comes from the word communis, which mean 
common. So communication is an act by which a person shares knowledge, feelings, idea, information 
etc. in such a way that each gains a common understanding of the meaning, intent and use of 
message. Different people define communication in different ways. 

What is communication? It is the process of transferring an idea, skill or attitude from one person to 
another accurately and satisfactorily. In other words, it is the sharing of ideas, attitudes or skills, 
between two or more persons. The main purpose of communication is to influence the behavior of 
people exposed to the communication. Needless to say, a good extension worker should be a good 
communicator. 

According to Leagans 

 It is a process by which two or more people exchange ideas, facts, feelings or impression in 
such a way that each gains a common understanding of message. 

 In essence it is the act of getting a sender and receiver tuned together for a particular message 
or series of message. 

 Warren Weaver thinks of communication as all the procedures by which one mind can affect 
another. 

 American College Dictionary defines communication as an act of imparting or interchange of 
thoughts, opinions or information by speech writing or signs. 

 So it can be concluded that communication is a process of social interaction i.e. in a 
communication situation two or more individuals interact. They try to influence the ideas attitudes, 
knowledge, and behaviour of each other. 

 Communication is an exchange of information, knowledge ideas or feelings taking place 
between two or more individuals. 

Why communication (Function) 

The main purpose of communication is to influence the behavior of people exposed to the 
communication. 

1. Information: Information is basic to all of the other applied functions of communication. 
Communication is not going to occur unless some one is acquiring and consuming information 
about himself and his environment. 

 
2. Instruction/ command :The command and instructive function of communication are more 

observable in formal organization then they are in informal organizations. 
 
3. Persuasion/ influence: The purpose of influencing others comprehending system in some way 

would be to alter the receiver’s general beliefs, understanding, value, orientation etc. 
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4. Integration: When a social system exceeds the integral limit of face to face encounters, the 
necessary integrative mechanism become embedded in that social system, literature, art, 
folklore, mythology, beliefs, means, orientation and institutional practices, etc. 

 
5. To motivate people to 
 Act 
 Change 
 Adopt 
 Achieve desired results 

Nature of Communication 
i. Communication can occur without words 
ii. Two way process 
iii. Many varieties 
iv. Process of transmission 
v. Irreversible  
 

Scope of Communication 
i. Verbal communication 
ii. Non-verbal communication 
iii. Communication among different categories of people 
iv. Communication in management, industries, agriculture, advertisement etc. 
v. Communication industry 
vi. Minimizing communication gap 

 

Elements of Communication Process 
 

1. Communicator- Who provides the initiative (source) 
2. Objective - What the communicator hopes to accomplish 
3. Audience – Person whom the communication wishes to receive, understand and use the 

message i.e. intended receiver of message (receiver). 
4. Message - Content of communication 
5. Channel – physical Bridge between source and receiver or between communication and 

audience. 
6. Treatment – The way you put your message across with in a channel. Purpose of this is to 

make the message clear, understandable and realistic to audience. 
7. Feedback – Knowing the reaction of audience to the message. It is source oriented, varies 

in different communication situation, affects the source or communicator and exerts the 
control over future message. 

8. Audience response: Response of audience to message receives may be in form of some 
kind of action-mental or physical. 

9. Evaluation - Measuring the effectiveness of the message. 
10. Noise (distortion)- Any thing that prevents a message from getting through to the intended 

audience.  Noise may emerge from failure of channel, poor communication skills of 
communicator, physical distraction, poor attention of audience, poor treatment of 
message and poor encoding and decoding.  
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Some Concepts Related oo Communication 
 

(1) Credibility: Means trustworthiness and competence. Before the audience accepts any message he 
will judge whether the communicator can be relied upon and is competent enough to give the 
information. 
 

 
(2) Communication fidelity: It is the faithful performance of communication process by all its 
elements. Eliminating noise increase fidelity, the production of noise reduces fidelity. 
 
 

(3) Communication Gap: It refers to the difference between what was communicated and what 
the audience has  actually received.  
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TYPES OF COMMUNICATION 

Types of communication may be different according to media and means adopted. As such, it 
may flow by words, letters, symbols or messages. Thus, the total communication set up is broadly 
classified as follows: 

1. According to organizational structure and function  
a. Formal  
b. Informal  
 
2. According to the directions of flow  
a. Downward communication  
b. Upward communications  
c. Horizontal Communication or lateral communication or cross wise Communication  
 
3. According to way of expression  
a. Oral or verbal communication  
b. Written communication or black and white communication 
c. Non-verbal communication  
  
4. According to level of communication 
a. Intra personal communication 
b. Inter personal communication 
c. Group communication 
d. Mass communication 
 
5. According to human senses used 
a. Audio 
b. Visual  
c. Audio-Visual 
 
ACCORDING TO ORGANISATIONAL STRUCTURE 
 

a. Formal Communication: When information is transmitted by virtue of one’s status, placement 
in the organization it is termed as formal communication. It flows through officially prescribed 
route in which there are officially recognized positions. E.g.: Executive instructs his 
subordinates. It is a two way communication 

 

b. Informal Or Grapevine Communication: When an informal channel is used to communicate it 
is termed as grapevine or informal communication. It is information communication network 
formed out of personal relationship, social and group relations but not out of position of line of 
authority, superior and Subordinate or based on organisational hierarchy.  

 

ACCORDING TO DIRECTION OF FLOW  
a. Downward communication: When information comes from higher level to a lower level in the 

organization structure, it is termed as downward communication. E.g. Information passes 
through written orders, reports, rules, Instructions, manuals, policy directives etc. 

 Down ward communication is needed  

 To get things done  

 To prepare for changes  
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 To discourage misinformation and suspicion  

 To let the people feel the pride of being relatively well informed.  
 

b. Upward communication: Whenever information moves from a lower level to a higher level in 
the organization it is named as upward communication. Through this, executives can know the 
activities and progress achieved by their subordinates. 

c. c. Horizontal communication / sideways / lateral / crosswise /inter scalar communication: A 
communication is said to be horizontal when it takes place between two subordinates of the 
same superior.  

 
ACCORDING TO THE WAY OF EXPRESSION  

a. Verbal or oral communication: The process is a face to face conversation through oral words 
or words of mouth. It is the most widely practiced medium of communication 

b. Written Communication: The process involves sending message by written words. Media for 
written communication are letters, circulars, notes, explanation and memorandum. 

c. Non–Verbal communication: One of the multimedia of communication is non-verbal 
communication or communication by implication. Communicating a message without using 
arbitrary symbols i.e., words or meaning of words is termed as ‘non-verbal communication or 
word-less communication. Non – verbal messages consist of hidden messages. It is the cues 
which convey message. These messages are necessarily wordless or non-verbal, conveyed 
through without resorting to words or meaning of words, but conveyed through other media 
like spatial, Kinesics, oral cues, objective language, action etc., Kinesics is the most generally 
used medium of non-verbal communication. Non – Verbal communication includes all 
messages other than those expressed in oral or written words. Smile symbolizes friendliness, in 
much the same way as cordiality is expressed in words. 

ACCORDING TO LEVEL OF COMMUNICATION 
a. Intrapersonal Communication: Intrapersonal communication is also known as self-talk or 

thinking, and refers to the ways we communicate with ourselves. A person who tells himself, 
"I'm so stupid" when he fails an exam will likely have poorer self-esteem than someone who 
thinks, "I did really well on the previous four exams. I must have just been having an off day, 
and I'll do better next time." 

b. Interpersonal Communication: Interpersonal communication is the communication we have 
with other people. This type of communication varies from highly impersonal to extremely 
personal. The degree to which we communicate, or fail to communicate, with others influences 
how our relationships with them develop, continue or come to an end. 

c. Group Communication: Group communication refers to the communication that we do in with 
members of a group. Group 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 communicator. 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. Example; Teacher explain a concept to the 
group of students 

d. Mass Communication: Mass communication refers to any type of media that is used to 
communicate with mass audiences (very large number, heterogeneous in nature and 
geographically scattered}. 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 
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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 lets us learn the viewpoints of people and 
cultures with whom we do not have direct contact. 

ACCORDING TO HUMAN SENSES USED 
a. Audio communication: is any form of transmission that is based on hearing. Audio 

communicative forms are found in such platforms as audio books, television, movie 
soundtracks and music records. The audible part of communication is based on signals that 
reach a single person or groups of people. For instance, music is an auditory medium that 
incorporates instruments and vocals in an organized and continuous manner for the listener. 
Audio transmissions can also be found in commercials. Human hearing is necessary to receive 
audio transmissions that come from a person or media format. Audible communication 
typically comes from the mouth in the form of spoken language. 

b. Visual communication is the transmission of information and ideas using symbols and imagery. 
It is one of three main types of communication, along with verbal communication (speaking) 
and non-verbal communication (tone, body language, etc.). Visual communication is believed 
to be the type that people rely on most, and it includes signs, graphic designs, films, typography, 
and countless other examples 
 

c. Audio Visual Communication: In a very simple definition, AV communication is the use of a 
medium which combines audio and visual content with the purpose of transmitting a certain 
information to the audience. All sorts of videos (movies, YouTube videos, etc…) transmit a 
certain message, no matter how relevant, big/small, good/bad it is, you receive some kind of 
information through them. 

FORMS OR MEDIA OF NON – VERBAL COMMUNICATION  
1. Sign language: Marks or symbols used to mean something is termed as signs of language. E.g.: 

The language system of deaf people.  
2. Action language: It is a language of movements. Some people do what they say while some 

others say one thing but do another.  
3. Objective language (Artifacts): It is non – verbal message communicated through appearance 

of objects. i.e., their display and arrangement. This method may include intentional or 
unintentional communication of material things like clothing, ornaments, books, buildings, 
room furniture, interior decoration etc., Objective language speaks something. It refers to dress 
and decoration which communicate a great deal about speaker’s feelings, emotions, attitudes; 
opinions etc., Clocks, jewelry, hairstyle, and interior decorative items communicate something. 
Their revealing is symbolic, communicating something special about the person  

4. Spatial or environmental: The necessary requirements of environment are lighting, colour, 
ventilation, temperature, seating arrangement, chalk board, public address system, audio visual 
equipment etc, would contribute a lot to attract and make listeners more attentive.  

5. Silence: It is also an effective medium of communication through silence, some people evoke 
response from others. E.g.: Speaker occupies his position on the dais near the mike – a silent 
posture to attract the attention of audience. Silence as a medium of communication is 
considered as a dangerous mode of communication. E.g.: legal doctrines  

6. Demonstration: It indicates display / exhibition of how something works. Non – verbal skills are 
shown. It is yet another effective method of non-verbal words or meaning of words. E.g.: 
Demonstration by sales man & airhostess  
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7. Inaction: It explains with illustrations as to how to use or operate a product. E.g.: Some 
machinery has been removed from the production floor under the orders of the manager, 
without telling the workers the reasons for the same. 23  

8. Proxemics (Science of space): The distance that the people keep themselves between the 
speaker and the listener is termed as proxemics. Space between persons indicates relations at 
the same time and is a dimension of interpersonal communication. Personal space and 
interpersonal distance are important components of communication. Edward T. Hall in his 
scholarly work identified three components of interpersonal distance. They are  

1) Intimate 
 2) Social and  
3) Public 
 They govern interpersonal relationship.  
a) Intimate: The intimate distance ranges from  
i) Very close – 3” to 6” (for whispers, secrets are intimate communication)  
ii) To Close – 8” to 12” for giving confidential information 
iii) Near – Distance from 12” to 20” for speaking in a soft voice  
b) Social: Distance range from 20” to 5 feet. 
c) Public: Distance from 6 feet to above 100 feet.  
Cultural patterns regulate personal space and interpersonal communication. According to 
Edward T.Hall, the interpersonal distance in different cultures is as follows: For e.g., In 
America – the comfortable distance for social conversation is 2-3 ft. In France, Mexico and 
Arab Countries it is shorter than 2 ft.  

9. Time: Use of time is also known as CHRONEMICS. Time speaks. Time also conveys the message. 
E.g.:A telephone call at too early hours or late night conveys significant message. (1 A. M. or 2 
A. M. urgent matters)  

10. Paralanguage: Non – verbal things in communication are called paralanguage. Sounds are the 
basis for paralanguage. Paralanguage include tone of voice, power or emphasis, pitch, rhythm, 
volume, pause or break in sentence, speed of delivery, loudness or softness. Paralanguage can 
be divided into four parts  

a) Voice qualities: Pitch, resonance, volume rate and rhythm  
b) Vocal characterizers: Embracing laughter, coughing, throat clearing and sighing  
c) Vocal qualifiers: Referring to variations in pitch and volume  
d) Vocal segregates: Including the silent sound such as ‘ahs’and ‘ers’ and pauses. These 
languages do much to influence meaning.  

11. Kinesics:  
a) Facial expressions  
b) Gestures E.g.: Thumbs Up, sitting position  
c) Body movements  
d) Postures  
e) Eye contact: Serves as a signal of readiness to interact. 24  
f) Tactile (touch):- one of the earliest methods of communication of human beings.  

The science dealing with touch is HAPTICS E.g.: Infants learn much about environment by 
touching, feeling, cuddling and tasting. Touch is a powerful communication tool. The science dealing 
with speech, sounds in PHONETICS.  
 
FUNCTION OF NON-VERBAL COMMUNICATION:  
There is close relationship between non – verbal cues and words accompanied. Non – verbal cues have 
certain functions to be performed. According to Baird, the functions of non-verbal cues fall into six 
categories as follows.  
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1. Repeating: It implies to something again which one has heard to someone else. These are helpful to 
restate the verbal message.  
2. Contradiction: It indicates to saying the opposite of, to argue or disagree with. Discrepancy occurs 
between a person’s words and action.  
3. Substituting: These are substitutes for spoken words or messages. Non- verbal cues like O.K., peace 
sign, victory, clenched fist, a stooped position (submissiveness) serve as substitutes for spoken or 
verbal messages.  
4. Complementing: The cues invariably complement or elaborate upon verbal message. E.g.: when 
something is said in anger, the feeling is shown not only in the spoken message but in the clenched 
fists, flashing eyes.  
5. Accenting: The function of non-verbal cues is to accentuate the verbal message. Accentuating (word 
accent) gives more force or importance to certain words.  
6. Regulating: It is controlling the flow of communication. Cues act as regulators. E.g.: A Nod or change 
in eye behaviour indicates that you have finished your statement. In face to face interaction, the words 
spoken account for less than 35 per cent of the total meaning produced, while the remaining 65 per 
cent is obtained by non-verbal cues.  

Thus, non-verbal cues perform useful purposes to restate the verbal message, contradicting the 
spoken messages, complementing verbal messages, accenting and regulating the flow of conversation. 
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MODELS OF COMMUNICATION 

 
Different models have been developed by writers on communication to illustrate the key 
elements of the communication process. Terminologies used in different models: - 
 
Source: Some person / group of persons with a purpose  
Message: The purpose of the source is expressed in this form called message.  
Code: System of signals for communication  
Encode: To put the message into code or cipher.  
Encoder: Takes ideas of source and put them in a code; thus, the source’s purpose is expressed 
as message  
Decoder: Converts message in the code into ordinary language which may be easily understood  
Channel: A medium / a carrier of message through which signals move.  
Transmitter - Which sends out the sources message 
Receiver - Which catches the message for destination? 

1. Aristotle Model 

According to Aristotle Model, communication process has three elements 1. Speaker – 
Person who speaks, 2. Speech – The speech that the individual produces and 3. Audience – The 
person who listens 

                   Speaker           Speech       Audience 

        
2. Shanon – Weaver (1949) Model  

This model is consistent with Aristotle’s proposition. According to them, the ingredients 
of communication are- Compared with the Aristotelian model, the source is the speaker, the 
signal is the speech and the destination is the audience, plus two added ingredients, a 
transmitter which sends out the source’s message and a receiver which catches the message 
for the destination 

  Source  Transmitter      Signal       Receiver           Destination 

3. Berlo (1960) Model 

Code is a system of signals for communication. Encode means to put the message into 
code or cipher. Channel means the medium through which the signals move, the decoder 
means which converts the message in the code into ordinary language which may be easily 
understood. He further elaborated that all human communication has some source, some 
person or group of persons with a purpose. The purpose of the source has to be expressed in 
the form of message. The communication encoder is responsible for taking the ideas of the 
source and putting them in a code, expressing the source’s purpose in the form of a message. A 
channel is a medium, a carrier of message. For communication to occur there must be 
somebody at the other end, who can be called the communication receiver, the target of the 
communication. 

Communication        Encoder        Message       Channel         Decoder        Communication 
      Source                        receiver 
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4. SCHRAMM (1961) MODEL 

This model of communication is particularly relevant for the mass media. In human 
communication it is most important whether the people can properly encode or decode the 
signal i.e., message and how they interpret it in their own situations. 

 
 Source   Encoder Signal     Decoder Destination 
 
5. LEAGANS (1963) MODEL 

The task of communication, according to him, is to provide powerful incentives for 
change. Success at this task requires through understanding of the six elements of 
communication, a skilful communicator sending useful message through proper channel, 
effectively treated, to an appropriate audience that responds as desired. 
 

 
Communicator          Message           channel            Treatment         Audience            Audience 
                          of message                               response 

6. ROGERS AND SHOEMAKER (1971) MODEL 

According to them a source (S) sends a message (M) via certain channels (C) to the 
receiving individual (R), which cause some effects (E) i.e. changing the existing behavior pattern 
of the receiver. Communication in extension may also be thought of as two-way stimulus-
response situation in which the necessary stimulus is provided by the communicator, the 
extension agent, in the form of 
a message, which produces certain response on the audience, the farmers and vice-versa. A 
favourable response by the audience reinforces learning. 

 Source                Message      Channel         Receiver            Effect 

 

7. LITTERER’S MODEL 

       Noise  

   

Selection - Encoding – Transmission     Channel         Detection – Decoding - Selection 
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8. WESTLEY-MACLEAN’S MODEL 

Sender                   Encoding                  Channel                 Decoding               Receiver 

 

FEED BACK 

9.LEAGAN’S MODEL (1963) OF EXTENSION COMMUNICATION SYSTEM. A diagrammatic 

representation of the extension communication system on the basis of the model suggested by 

Leagans (1963) is presented as 

                Research System 

 

Feedback 

 

Technology 

 

    

Communicator Message Channel 

 

Treatment and 

presentation 

    Audience Audience 

response 

      

   Feedback   

Communication in Extension, may also be thought of as two – way Stimulus-Response (SR) 

situation in which the necessary stimulus is provided by the communicator, the extension agent 

in the form of a message, which produces certain response on the audience, the farmers and 

vice – versa. A favourable response by the audience reinforces learning. A diagrammatic 

representation of the extension communication system on the basis of the model suggested by 

Leagans (1963) is presented above.  
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BARRIERS/ PROBLEMS IN COMMUNICATION 

Communication is a process. Process is the act of proceeding a series of actions or operations 

definitely conducting to a desired end. Each episode of communication has at least three phases: 

 1) Expression  

2) Interpretation   

3) Response.  

These are the crucial points in communication. If the expression is not clear, the 

interpretation will be inaccurate and the response improper, thus one’s effort to communicate will 

not succeed. In other words, if the source does not have adequate or clear information if the 

message is not encoded fully, accurately, effectively in transmittable signs; if these are not 

transmitted fast enough and accurately enough, despite interference and competition, to the desired 

receiver; if the message is not decoded in a pattern that corresponds to the encoding; and finally if 

the destination is unable to handle the decoded message so as to produce the desired response, 

then, obviously, the system is working at less than top efficiency.  

MAIN PROBLEMS IN COMMUNICATION: 

 These are:  

I. The problems that the individual has in fulfilling his own goals and adoptive needs – logically 

they have their origin in the adequacy and the appropriateness of his own strategies or 

technical communication competence.  

II. II At the inter-personal level, communication problems may be sourced in the relative 

inadequacy or inappropriateness of the communication competence of any, or all, of the 

participants. That is, any given problem may be attributable to one or the other, or to 

both persons engaged in a two person communication encounter.  

III. III An originator or a receiver may fail to achieve his communicative goals or intentions for 

reasons other than the skill and comprehensibility involved. There are situations in which 

intercommunication is satisfactorily achieved but the consequences anticipated by the 

receiver for doing, thinking, or feeling as intended by the originator are so negative as to 

preclude the fulfillment of the originator’s intentions. A Communication system which 

links two or more people together may be more efficacious, more or less, economical, or 

both. Often the source of this order of communication problem is in the inappropriate 

designation of criteria by which the system’s progress is to be assessed. Yet another 

higher-communication problem of some complexity is the organizational level of analysis. 

It is at this level of analysis that we should contemplate problems which have their source 
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in the relative incompatibilities of communication system at their interfaces. Those 

incompatibilities may emerge at the interfaces of different levels of systems.  

 

These problems of communication process can be classified by various methods. Some of these 

methods are:  

I. According to phases of communication (Expression, interpretation and response) 

II. According to types of problems 

III.  According to nature of problems  

IV. Other classified problems  

 

I. ACCORDING TO PHASES OF COMMUNICATION 

I. a) RELATING TO THE COMMUNICATOR 

 1) Ineffective environment: The environment created by the communicator (Extension worker) 

influences his effectiveness. The physical facilities, air of friendliness, respect of other’s point of 

view, recognition of accomplishments of other, permissiveness and rapport in general, are all 

important ingredients of a climate which is conducive to effective communication.  

2) Disorganized efforts to communicate: to make sense, the communication effort must be 

organized according to some specific form or pattern.  

3) Standard of correctness: This involves the use of correct words or other symbols, correct logic 

and correct content or facts.  

4) Standard of social responsibilities: This infers that when one communicates, one assumes 

responsibility for effect of ones communication on the respondents and the society.  

5) Cultural values and social organization: Cultural values and social organization are 

determinants of communication. For effective communication, the communicator must possess 

knowledge of the cultural values of his listeners.  

6) Inaccurate symbols: The system of symbols used to represent ideas, objects, or concepts must 

be accurate and used skillfully. The crucial point in the use of symbols to convey ideas is to select 

those that accurately represent the idea to be conveyed and are understood by the audience. 

Symbols are meaningful to a person only when he understands what they stand for.  

7) Wrong concept of the communication process: A common mistake communicated by the 

communicator is the identification of the part with the whole or the parts fallacy. A successful 

communication programme of rural development is not a single unit. It requires a series of unit 

acts. The way one thinks about communication will influence its quality.  
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I. b) RELATING TO TRANSMISSION OF MESSAGE 

 Many obstructions can enter at the interpretation level. These are often referred to as, ‘noise’, 

that is, some obstruction that prevents the message from being heard by or carried over clearly to, 

the audience. ‘Noise’ emerges from a wide range of sources and causes which effect the 

interpretation of the message.  

1) Wrong handling of the channel: It can be a meeting, tour, radio programme, or one of the 

other channels, if is not used according to the correct procedure and techniques, its potential for 

carrying a message is dissipated.  

2) Wrong selection of channels: All channels are not equally useful in attaining a specific objective. 

Failure to select channels appropriate to the objective of a communicator will interrupt the 

interpretation of the message, in the manner in which it is desired, by the intended audience.  

3) Physical distraction: Failure to avoid physical distraction often obstructs successful message 

sending.  

4) Use of inadequate channels in parallel: The more channels a communicator uses in parallel, or 

at about the same time, the more chances he has of the message getting through and being 

properly received.  

I. c) RELATING TO THE RECEIVER:  

1) Attention of the listeners: There is an unfortunate tendency not to give undivided attention to 

the communicator. This is a powerful obstruction that prevents the message from reaching its 

desired destination.  

2) Problem of cooperation, participation and involvement: Both the communicator and the 

receiver must be brought into the act. Hence, the listener must work a little hard. Learning is an 

active process on the part of the listener and unless the respondent is on the same wave length, 

the character of what is sent out hardly governs the communication process. Thus, it takes two to 

make communication.  

3) Problem of Homogeneity: The more homogeneous an audience, the greater the chances of 

successful communication. Likewise, the more a communicator knows about his audience and can 

pin-point its characteristics the more likely he is to make an impact.  

4) Attitude of the audience towards the communicator: An important factor in the effectiveness 

of communication is the attitude of the audience towards the communicator. It is a function of the 

communicator to make their attitude favourable. Indirect data on this problem comes from 
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studies of ‘prestige’ in which subjects are asked to indicate their agreement or disagreement with 

statements which are attributed to different individuals. 

II. ACCORDING TO TYPES OF PROBLEMS: 

 These are  

(1) Technical problems;  

(2) Semantic problems; and  

(3) Influential problems.  

1) Technical problems: These are problems concerned with the accuracy of the transference of 

information from sender to receiver. Certain things that are not intended by the information source 

are added to the signal. These unwanted additions may be distortions in the shape or shading of a 

picture or errors in transmission. All these changes in the signal are called ‘noise’.  

2) Semantic problems: Problems regarding the interpretation of meaning by the receiver as 

compared to the intended meaning of the sender. This is a very deep and involved situation even if 

one is dealing only with the relatively simple problems of communication through speech.  

3) Influential problems: The problems of influence or effectiveness are concerned with the success 

with which the meaning is conveyed to the receiver leads to the desired conduct on his part. It may 

seem, at first glance, undesirably narrow to imply that the purpose of all communication is to 

influence the conduct of the receiver.  

III. ACCORDING TO NATURE OF PROBLEMS:  

1) Physical problems: The possible disorders affecting communication fall generally into the following 

categories. Speech and voice defects; anxiety-tension reaction such as those involved in stage fright, 

or feeling of inferiority, which noticeably affect speech, paralysis, disease or characteristics of 

physical appearance which interfere with expressive bodily action or which tend to call forth 

unfavourable reactions on the part of the listeners; lack of skill in the use of background or staging 

techniques, together with defects, such as radio station in the means and conditions of transmission.  

2) Psychological problems: These psychological difficulties are, in part, a function of the very nature 

of language; in part, they are due to the emotional characteristics, and mental limitations of human 

beings. These general considerations concerning the psychological nature of language are the 

background against which more specific difficulties in communication can be understood. These 

specific obstacles merit special attention:  

(i) the failure to refer language to experience and reality,  

(ii) the inability to transcend personal experience in inter-group communication,  

(iii) stereotypes, the assimilation of material to familiar frames of reference,  
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(iv) the confusion of precept and concept, ramification and personification.  

3) Cultural problems: Cultural differences pose serious barriers in the communication process. Within 

this expanding field of activity, we may distinguish three small questions:  

(i) the way in which communication systems are related in given cultural values,  

(ii) the particular ethical problems of responsibility raised by our current use of communication 

systems and  

(iii) problems of communication when cultural boundaries have to be transcended.  

 

IV. OTHER CLASSIFIED PROBLEMS 

 1) Entropy and redundancy: Information is defined in terms of its ability to reduce the uncertainty or 

disorganization of a communication situation at the receiving end. Entropy simply means the 

uncertainty or disorganization of a system, redundancy is the opposite. 

 2) The idea of noise is another information theory concept which intuitively makes sense in the study 

of communication. Noise is anything in the channel other than what the communicator puts there.  

3) Error can be reduced as much as desired by keeping the rate of transmission below the total 

capacity of the channel. If the channel is overloaded, errors increase very swiftly.  

4) One of the major problems of communication policy and techniques is to find way of controlling 

the interpretation which an audience will place upon events and notions.  

Coupling: Is another point at which information theory comes very close to our way of thinking about 

human communication. We are accustomed to think of gate keepers. Every system that couple two 

other systems is a gate-keeper. How likely are they to pass on the information that comes to them? 

How faithfully are they likely to reproduce it? This all depends upon their gatekeeper. 

 MESSAGE DISTORTION:  

When the transmitted message by the communicator is not reproduced by the receiver in a 

pattern that corresponds to its original form it is distortion. According to Kirk (1963), the distortion of 

information may be of three fundamentally different kinds.  

1) Systematic or stretch distortion,  

2) Fog distortion and  

3) Mirage distortion. 

 1) Systematic or Stretch - Some part of information will be given too much importance. No 

information is lost rather it is changed or recorded.  

2) Fog - Some part of the information (information is lost) will be masked away.  

3) Mirage - Some part of information (extra and unwanted) will be added as an extinct. 
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SOME CONEPTS OF COMMUNICATION 

 Frame of Reference: Each person has stored experience of beliefs and values as an individual and as 

a member of the society. This provides the background of stimulation which influences a person’s 

behaviour in a particular situation and is called the individual’s Frame of Reference The functionally 

interrelated external and internal factors operating at a given time constitute the frame of reference 

of the ensuing reaction. A message received by an individual is interpreted in terms of the frame of 

reference of the individual. The message which challenges these beliefs and values may be rejected 

or misinterpreted. The tendency on the part of the receiver obstructs communication, in case the 

receiver and the sender do not have a common frame of reference  

Perception: Gibson (1959) has defined PERCEPTION as the process by which an individual maintains 

contact with the environment. Kollar, Blackwell and Engel (1970) explained PERCEPTION as the 

process whereby an individual receives stimuli through the various senses and interprets them 

Perception is influenced by the environment in which communication takes place. It is not the 

intrinsic quality or attribute of an object, individual or message, but how people individually and 

collectively perceive them is important for extension 

Time Lag in Communication: Lag means delay Communicator shall compute this time lag. The 

communicator shall plan and initiate the communication action well in advance so that the intended 

message reaches the audience in time.  

Empathy: Empathy is the ability on the part of one person to understand the other person’s frame of 

mind and reference, and accept the same. This acceptance does not mean agreement. Empathy can 

be defined as the ability of an individual to project oneself into the role of another person to be able 

to appreciate the feelings, thinking and actions of another person. (Rao, 1993)  

Homophily and Heterophily According to Rogers (1995), a fundamental principle of human 

communication is that the exchange of ideas occurs most frequently between individuals who are 

alike, or homophilous.  

o Homophily is the degree to which pair of individuals who interact are similar in certain 

attributes such as belief, attitudes, values, education, social status and the like. 

o Heterophily is the degree to which pairs of individuals who interact are different in certain 

attributes such as belief, attitudes, values, education, social status and the like. 

Entropy: Entropy is defined as the ability to reduce the uncertainty or disorganization of a system at 

the receiving end 



RADIO PROGRAMME PRODUCTION 
 
Radio is a medium widely used in development. It can cover wide areas reaching a large 
number of people at a relatively low cost. 

1. Radio broadcasting, from a central station to a certain area 
2. Community radio 
3. The use of audiocassettes both for inside and outside purposes 

 
Common Radio Formats 

1. Lecture or Straight Talk. 
2. Interviews/Discussions 
3. Drama. 
4. Music. 
5. Jingles/Slogans 
6. Feature. 
7. Magazine. 
8. Info-tainment 

 
Strengths  

i. Has a large potential audience.  
ii. Rural bulletins are usually well-listened to by the rural community.  
iii. Radio is an entertaining medium, which helps people absorb the message.  
iv. Cheaper to produce 
v. The absence of pictures can evoke better mental images  
vi. Translation is easier to implement 
vii. Portability of equipment 
 

Weaknesses  
i. Does not provide the opportunity for "seeing" or "doing" and is, therefore, not 

appropriate for teaching new skills.  
ii. Radio messages are immediate so the audience has no opportunity to revisit and 

reconsider the message if it has not remembered it accurately.  
iii. As with all mass media, the presenter doesn’t get feedback through interaction 

with the audience.  
Can be used  

 Particularly to create awareness of a practice.  
 To provide up-dated information on progress or new developments.  

To disseminate specific technical information provided it can be conveyed simply and 
 
Radio Programme Production Process 
 
Three Basic stages: 

 Pre-Production- the planning 

 Production – filming of the material  

 Post Production – the editing and finishing of the programme  
 
I.  Pre-Production 



 
Pr 
1. Planning 
The first step in making your radio programme is to plan out the final product. 

1. Why am I making a radio? What am I trying to achieve?  
2. Who is the audience – who are you communicating with?  
3. What’s the message?  
4. What is the best way to convey the message – i.e the style of the radio ? 
5. How long do you want the programme?  
6.  

2.Choosing a subject  
 Consider which questions the community is asking about the issue, new ideas and 

practices and threats which people need to know about.  
 Choose one aspect of the topic. It should be topical, original, applicable, rewarding 

or threatening, informative, newsworthy (conflict, progress, unusualness, human 
interest).  

 
3. Planning and constructing an outline  

 Develop a specific aim for the talk, based on the required response from the audience.  
 Subject sentence - a general statement summarising the whole subject.  
 A series of main supporting statements which explain, support, illustrate, qualify or 

expand each idea in the subject sentence  
 Some supporting statements amplifying the main supporting statements in the same 

way.  
 A short snappy conclusion which preferably calls for some action.  
 Finally write down an opening statement which is an "ear catcher".  
 Address the radio audience as if you are talking to an individual member of the 

community. In  developing the script, say it aloud one or two sentences at a time or 
use a Dictaphone.  

 To make the talk interesting, make it personal, deliver it in the active, present tense 
and limit it to the main points of the subject.  

 Use local references and personal experiences as illustrations and repeat main 
points. Interpret research data as simply as you can and avoid figures where 
possible, presenting the essential ones as comparisons.  

II. Production 
 
1.Delivery of the script and Recording  

 The talk should be delivered with warmth and enthusiasm. Speak clearly, vary the 
speed of delivery, use plenty of pauses and vary your inflection. Practice the talk 
thoroughly. You should take the opportunity for a trial presentation in the studio and 
seek feedback from the broadcaster.  

 Overact while talking to the radio. Normal talking sounds flat. Using body language 
helps to convey an active message.  

 
III. Post -Production 
 
Editing 



 Once material has been recorded on audiotape, it is often necessary to carry out some 
form of editing before the tape can be used, eg in order to remove bad takes, coughs and 
other unwanted sections, to insert pauses, or to rearrange the material in a different order. 
Such editing can be carried out in two ways, namely, by physically cutting up and rejoining 
the tape (mechanical editing) and by dubbing the signal from one tape to another (electronic 
editing). 
 
Common Mistakes  

 Talk too long, too much detailed information included.  
 Monotonous - lack of variation in voice, information not concise and "hard-hitting".  
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RADIO PROGRAMME PRODUCTION-RECORDING AND PLAYBACK PROCESS

RECORDING PROCESS

Sound/Audio Microphone Amplifier Recorder

Mechanical Vibrations Converts into weak electrical Amplify signals Store Amplified signals on

signals tape or digital media

PLAYBACK PROCESS

Player Amplifier Speaker Sound/Audio

Signals Amplify signals Converts into weak electrical Mechanical Vibrations

signals into Mech vibrations



BASIC REQUIREMENTS

 Microphones

 Amplifier

 Recorder

 Discs or tape

 Speaker

 OTHER

 Editing system

 Audio Mixers

 Headphones



MICROPHONES

According to sound pickup pattern 

 Omnidirectional 

 Bi-directional or figure of 8

 Cardioid

 Gun or rifle

According to technical features

 Dynamic

 Condenser

 Ribbon



MICROPHONES

Other types

 Handheld

 Lavalier

 Head down

 Surface mount

 Camera mount

 Wireless

 Hanging type



AMPLIFIER/RECORDER

Tape type system-

 Amplifier

 Recorder

Digital system

Work station- advanced computers work as amplifier and recorder both



HEADPHONES 

 Earbud 

 On the ear 

 Over the ear



AUDIO MIXER

 Control volume

 Combine balane the sound coming from different sources

 Equalize audio

 Route the mixed sound

 Auxiliary send

 Enable monitoring



FEW SOFTWARES FOR RECORDING AND EDITING

For Recording and editing

 Audacity

 Ardour

 JAMin

For radio automation

 Airtime

 Rivendell

 GRINS- -Gramin Radio Inter Networking System



TYPES OF RADIO STATIONS

1. Radio Studio

2. Control room

3. Transmitter



TYPES OF RADIO STATIONS

1. National Radio

2. Regional Radio

3. Satellite Radio

4. Internet Radio-Web casting

5. Community Radio



THE END
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TELEVISION

 Unlike radio (audio) it is Audio –Visual medium widely used in

development. It can cover wide areas reaching a large number of

people in less time.

 The term Television vs :

1. Television -centralized nature- no control of user.

2. Video – Localized nature . User can control



STRENGTHS

i. Highly persuasive and higher credibility

ii. Reach large number of people at the same time

iii. Synchronized pictures and sound create realism.

iv. Moving pictures



WEAKNESSES/LIMITATIONS

i. High initial expenses. 

ii. Delicate equipments needs care during handling and storage

iii. May divert people's attention from the intended content on to the video itself. 

iv. Needs regular power supply. 

v. Complex preparation in terms of content and format

vi. Very expensive in terms of time and cost



CAN BE USED

Wider use

 Information

 Education

 Persuasion/ Motivation

 Socio-cultural and economic sphere

 Entertainment etc.

For example

 Documentation 

 Monitoring 

 Encouraging participation 

 Generating discussion; and 

 Facilitating the learning process



COMMON FORMATS

1. Documentary

2. Drama/ serials

3. Story

4. Promotional

5. Event coverage

6. Vox pops

7. Music led

8. Interviews

9. Panel discussion

10.Features

11.Magazines

12.Reality shows

13.etc



PORGRAMME PRODUCTION: THREE STAGES:

 Pre-Production- the planning

 Production – filming of the material

 Post Production – the editing and finishing of the programme



PLANNING

Plan out the final product answering

1. Why am I making a video? What am I trying to achieve?

2. Who is the audience – who are you communicating with?

3. What’s the message?

4. What is the best way to convey the message – i.e the style of the

video

5. When and where programme will be used

6. How programme will be produced?



PLANNING- THINGS TO CONSIDER:

1. Style-of programme e.g. documentary, drama, news/magazine style, promotional etc

2. Locations – where are you going to film? Exterior or interior or both?

3. Permissions - Do you need to make arrangements in advance to ensure that others

are available?



 Story Line first draft of content or message to be conveyed Brief idea

 Script tells the story and ties the pictures together.

 Storyboard is basically a place to draw what you want to see, and an explanation of the

action required.

PLANNING-SCRIPTING

Shot Number Time 

Segment

Video Shot 

Description

Audio

Voice Music



PLANNING – SCHEDULING AND LOCATIONS

 Scheduling your day: split the day into sessions no more than two in the

morning and two in the afternoon and two in the evening.

 Locations :

 Exterior – generally lighting not required.

 Interior – the main challenge very often is lighting.



PRODUCTION STAGE

The different types of shot

 The long shot (LS), which provides a general view of the subject taken from such a distance that

the subject is seen in the context of the background or setting in which it is located at the time.

 The medium-shot (MS), which provides a closer view of the subject, eliminating most of the

background details.

 The close-up (CU), which provides an even closer view of the subject or a specific part thereof,

excluding everything else from view.



PRODUCTION STAGE 

Moving-camera shots

 Zooming

 Dollying or tracking

 Panning

 Crabbing or trucking)

 Tilting

Angle and position shots

 High-angle shots

 Low-angle

 Subjective shots



PRODUCTION STAGE -SOUND

 Wild Sound

 Recorded Sound



PRODUCTION STAGE - LIGHTING 

 Front lights and backlighting

 Types of Lights

 Arri’s-Big two kilowatt lights, can light a large area.

 Redheads-A pair of smaller 650 watt lights, can light an office.

 Dado’s-halogen lights



POST PRODUCTION

 Editing

 Dubbing

 Transmission



THE END
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Major Agricultural Problems of India

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

Small and fragmented land-holdings

Seeds

Manures, Fertilizers and Biocides

Irrigation

Lack of mechanisation

Soil erosion

Agricultural Marketing

Inadequate storage facilities

Inadequate transportation facilities

Scarcity of capital



Goals  of Agriculture Development

1.
2.
3.
4.

Improving Agriculture Productivity
Enhancing Production efficiency
Increasing Farm Profitability
Sustainable Agriculture Development



Role of Communication in Agriculture
1.

2.

3.

4.

5.

6.

Strong Agriculture Communications is the principal driver of

agriculture development

Communication helps in articulating Needs and aspirations

of people

Communication is essential for social interaction which is

the essence of human existence

Communication establishes a conducive climate in which

development takes place.

Communication has a multiplier effect

Communication helps in identifying leaders who can lead

the development process



Principles of Effective Communication

1.

2.

3.

4.

5.

6.

7.

8.

Have a Goal

Listen

Adjust to Your Medium

Stay Organized

Be Persuasive

Be Clear

Less is More

Be Curious



7 Cs of Effective Communication

1.

2.

3.

4.

5.

6.

7.

Completeness

Conciseness

Consideration

Clarity

Concreteness

Courtesy

Correctness



1. COMPLETENESS











The communication must be complete. It should convey all facts required by the audience.

Sender of the message must take into consideration receiver’s mindset and convey the

message accordingly.

A complete communication has following features:

Complete communication develops and enhances reputation of an organization.

Moreover, they are cost saving as no crucial information is missing and no additional

cost is incurred in conveying extra message if the communication is complete.

A complete communication always gives additional information wherever required. It

leaves no questions in the mind of receiver.

Complete communication helps in better decision-making by the audience/readers/

receivers of message as they get all desired and crucial information.

It persuades the audience.



2. CONCISENESS











 Conciseness means wordiness, i. e, communicating what you want to

convey in least possible words.

 Conciseness is a necessity for effective communication.

 Concise communication has following features:

It is both time-saving as well as cost-saving.

It underlines and highlights the main message as it avoids using

excessive and needless words.

Concise communication provides short and essential message in

limited words to the audience.

Concise message is more appealing and comprehensible to the

audience.

Concise message is non-repetitive in nature.



3. CONSIDERATION

















 Consideration implies “stepping into the shoes of others”.

Effective communication must take the audience into consideration, i. e, the
audience’s viewpoints, background, mind-set, education level, etc.

Make an attempt to envisage your audience, their requirements, emotions as well as
problems.

Ensure that the self-respect of the audience is maintained and their emotions are not
at harm.

Modify your words in message to suit the audience’s needs while making your
message complete.

Features of considerate communication are as follows:

Emphasize on “you” approach.;

Empathize with the audience and exhibit interest in the audience. This will stimulate a positive reaction

from the audience.

Show optimism towards your audience. Emphasize on “what is possible” rather than “what is impossible”.

Lay stress on positive words such as jovial, committed, thanks, warm, healthy, help, etc.



4. CLARITY










Clarity implies emphasizing on a specific message or goal at a

time, rather than trying to achieve too much at once.

Clarity in communication has following features:

It makes understanding easier.

Complete clarity of thoughts and ideas enhances the

meaning of message.

Clear message makes use of exact, appropriate and

concrete words.



5. CONCRETENESS












Concrete communication implies being particular and clear rather than fuzzy

and general.

Concreteness strengthens the confidence.

Concrete message has following features:

It is supported with specific facts and figures.

It makes use of words that are clear and that build the reputation.

Concrete messages are not misinterpreted.



6. COURTESY














Courtesy in message implies the message should show the sender’s

expression as well as should respect the receiver.

The sender of the message should be sincerely polite, judicious, reflective

and enthusiastic.

Courteous message has following features:

Courtesy implies taking into consideration both viewpoints as well as

feelings of the receiver of the message.

Courteous message is positive and focused at the audience.

It makes use of terms showing respect for the receiver of message.

It is not at all biased.



7. CORRECTNESS














Correctness in communication implies that there are no grammatical errors

in communication.

Correct communication has following features:

The message is exact, correct and well-timed.

If the communication is correct, it boosts up the confidence level.

Correct message has greater impact on the audience/readers.

It checks for the precision and accurateness of facts and figures used in

the message.

It makes use of appropriate and correct language in the message.



MOST COMMON BARRIERS
TO EFFECTIVE COMMUNICATION

1.

2.

3.

4.

5.

Attitudes

Language

Physiological Barriers

Ambiguity and Abstractions Overuse

Assumptions and Jumping to Conclusions



Thank
you
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ORAL COMMUNICATION

•

•

•

There is a myth that great speakers are born, not made.

This is based on the misconception that somehow certain individuals have the innate 

ability to stand in front of an audience with no anxiety and give a moving, dynamic speech.

 

The truth is, however, that great speakers generally spend years developing and

practicing their art of communication. All great speakers had to learn the basics

of organization, preparation, delivery and dealing with anxiety.

 

In order to do anything well, it takes constant practice and a mastery of the

basics.



What is Oral Communication ?







Communication in which one speaker is  doing

most of the sending and a number of listeners  are

doing most of the receiving.
 

Speaking through Word of mouth
 

May be in face to face or over a medium such as

phone



•

•

•

•

•

Organize – Focus on your presentation.

Visualize – Mentally rehearse a perfect presentation with 

questions and answers.

Practice – Standing up, speak-out loudly, using visual aids. 

Obtain feedback from others.

Breathe – Sit up or stand erect, not relaxed. Inhale deeply a 

number of times.

Focus on Relaxing!

For effective speaking



•

•

•

Release Tension – Try isometric exercises. Tighten and release your 

muscles. Start with toes and end with fists.

Move – Flex your muscles – don’t lock! Use a cordless microphone.

Eye Contact with the Audience – Think one on one. Connect 

with the audience and make yourself personable. Use the feedback and

energy you receive from your audience.



Four types of Oral presentations

1.

2.

3.

4.

Impromptu Speaking

Extemporaneous Speaking

Speaking from a Manuscript

Speaking from Memory
 



Impromptu Speaking

•

Impromptu speaking is the presentation of a short message

without advance preparation.

Impromptu speeches often occur when someone is asked to

“say a few words” or give a toast on a special occasion.

You have probably done impromptu speaking many times in

informal, conversational settings.

Self-introductions in group settings are examples of impromptu

speaking: “Hi, my name is Aslam, and I’m a volunteer with the 4A.”

Another example of impromptu speaking occurs when you

answer a question such as, “What did you think of the

documentary?”



Impromptu Speaking
The advantage of this kind of speaking is that it’s spontaneous

and responsive in an animated group context.

The disadvantage is that the speaker is given little or no time to

contemplate the central theme of his or her message.

As a result, the message may be disorganized and difficult for

listeners to follow.



Step-by-step guide
for giving an impromptu speech















Take a moment to collect/ organise your thoughts and
plan the main point you want to make.

 First , thank the person for inviting you to speak.
Deliver your message firmly, making your main point as

briefly as you can while still covering it adequately and at
a pace your listeners can follow.

Elaborate with examples; then summarise
Thank the person again for the opportunity to speak.
Stop talking. Look for reactions and comments from

audience
Impromptu speeches are generally most successful when they

are brief and focus on a single point



Extempore Speaking







Extempore speech is the presentation of a
carefully planned and rehearsed speech, spoken
in a conversational manner using brief notes.

By using notes rather than a full manuscript,
the extemporaneous speaker can establish and
maintain eye contact with the audience and
assess how well they are understanding the
speech as it progresses.

The opportunity to assess is also an
opportunity to restate more clearly any idea or
concept that the audience seems to have trouble
grasping.



Extempore Speaking









 Advantage: It promotes the likelihood that you,
the speaker, will be perceived as knowledgeable
and credible.

In addition, your audience is likely to pay better
attention to the message because it is engaging
both verbally and nonverbally.

Disadvantage: It requires a great deal of
preparation for both the verbal and the nonverbal
components of the speech.

Adequate preparation cannot be achieved the
day before you’re scheduled to speak.



Speaking from a Manuscript





 It is the word-for-word iteration of a
written message.

In this, the speaker maintains his or her
attention on the printed page except when
using visual aids.



Speaking from a Manuscript















 Advantage:
Necessary when you are presenting policy

matters or legal obligations of your organisation or
customers
Disadvantages:

Uninteresting way of presentation;
Lacks connectivity with audience; hence, less

effective
It signals lack of preparation and confidence
 Lack conversational style unless using

Teleprompter while speaking before Television
 



Speaking from Memory







 It is the rote recitation of a written message that the
speaker has committed to memory. However, for long
speeches, it doesn’t work.

 
Actors, of course, recite from memory whenever they

perform from a script in a stage play, television
program, or movie scene.

 
When it comes to speeches, memorization can be

useful when the message needs to be exact and the
speaker doesn’t want to be confined by notes.

 



Speaking from Memory
















 Advantage:
It enables the speaker to maintain eye contact with

the audience throughout the speech.
Being free of notes means that you can move

freely around the stage and use your hands to make
gestures.
If your speech uses visual aids, this freedom is

even more of an advantage.
Disadvantage

Flat and monotonous presentation
May fail to emphasise the important point/issues
Frightening is that if fail to recall, you will go blank

which will be highly embarrassing.
 



Key Takeaways………
There are four main kinds of speech delivery: Impromptu,
Extemporaneous, Manuscript, and Memorized.
Impromptu speaking involves delivering a message on the spur of
the moment, as when someone is asked to “say a few words.”
Extemporaneous speaking consists of delivering a speech in a
conversational fashion using notes. This is the style most
speeches call for.
Manuscript speaking consists of reading a fully scripted speech. It
is useful when a message needs to be delivered in precise words.
Memorized speaking consists of reciting a scripted speech from
memory. Memorization allows the speaker to be free of notes.
 



The Venue
The Organizers
The Occasion
The Time available
Other Speakers
The Audience



1.

2.

3.

Planning
Preparing/Writing
Delivering/Completing















 Determine the Purpose
To inform
To persuade or motivate
To entertain

 
 Audience Analysis
Determine audience’s size & composition
Predict audience’s probable reaction
Estimate the audience’s level of understanding









Main idea or content
Limit your scope
Select your approach
Prepare an outline
Develop your presentation

Introduction
Body
Conclusion



 Oral Delivery









Volume
Rate
Vocal Quality
Pronunciation



 Nonverbal Delivery











Posture
Movement
Gestures
Facial Expressions
Appearance



1. The Start

Do not apologize
Be confident
Know the topic well



2. Audience Mood













Be empathic with your audience’s mood

Watch your audience’s body language; their facial
expressions, glances exchanged, shuffling of feet etc.

Project the right degree of formality

Use good pace and drive

Don’t be arrogant - this will turn your audience  against
you

Control your enthusiasm



3. Your Voice

o

o

o

o

o

o

o
o

Be clearly audible

Use a microphone if necessary

Keep your head up

Open your mouth wider than during normal speech

Speak comparatively slow so the audience can digest what
you are saying

Keep right level of stress, accent, and speed of speaking

Use a good pitch – the musical tone – vary it. High notes
convey urgency, the low notes convey emphasis



4. Body Language











Positioning of your body – stand in a good
posture, do not  pace around too much
Use your hands in proper gestures to support
your points
Good use of eye contact – gains and holds
attention and  establishes rapport
Avoid mannerisms that irritate, e.g. swaying
side to side,  fiddling with marker, fidgeting
with fingers, swirling to and  fro etc.
Avoid hands in pockets



5. Your Visual Aids









When using flip charts or white boards, write from
the side
Write legibly
Stand so that you do not block the view of the
screen
Do not speak to the board or screen



6. Timing





Make sure you end on time

Observe the division of time from the

introduction to  body and to the conclusion



7. Conclusion







Finish with equal enthusiasm as was on start

Ask the audience for action

Leave no doubt in your audience’s mind that you have

come to an end of your presentation



“There are no secrets to success. It is the result of
preparation, hard work, and learning from failure.”

Gen. Colin L. Powell



Thank
you



Lecture-3
Types of Listening

God gave us two ears and one
mouth  so that we can hear twice

as much as  we say.













Listening is the most important
communication skill

We probably spend more time  using
our Listening Skills than any  other kind
of skill

Like other skills, Listening takes
practice

Real Listening is an active process

Listening requires attention

2



Effective Listening is the process of analyzing sounds,  organizing
them into recognizable patterns, interpreting the  patterns and
understanding the message by inferring the  meaning

Many of the problems we experience with people in our daily  lives
are primarily attributable to ineffective listening or lack  of listening

3



Fallacies about Listening

4

Listening is not my problem!
Listening and hearing are the
same  Good readers are good
listeners  Smarter people are
better listeners  Listening
improves with age  Listening
skills are difficult to learn











To learn

To increase one’s understanding

To advise or counsel
To relieve one’s boredom  (listening to 

music)

5



9

One quarter of our waking time is spent in
listening







Research shows that at the workplace, on an average, personnel spend about:

32.7 percent of their time listening

25.8 percent of their time speaking

22.6 percent of their time writing

Effective Listening is the most crucial skill for
becoming a successful manager.
 
It requires paying attention, interpreting and remembering
sound  stimuli.



10

•

•

•

•

•

Communication is not complete without effective
listening

An attentive listener stimulates better speaking by  the
speaker

A good listener learns more than an indifferent  listener

A good listener can restructure vague speaking in a  way
that produces clearer meaning

A good listener learns to detect prejudices,

assumptions and attitudes



Different types of Listening



1. Informative Listening

•

•

Where your aim is to concentrate on the message  being
given. This may be the content of a  lesson, directions,
instructions. Listening to lectures, briefings, reports,
speeches, instructions

, etc.

The meanings the listener assigned tends to be as  close as
possible to that which sender intended.



2. Appreciative Listening

•

•

Where the listener gains pleasure/
satisfaction  from listening to a certain type
of music for  example.
Appreciative sources might also include
particular charismatic speakers or
entertainers. These are personal
preferences  and may have been shaped
through our  experiences and expectations.



3. Critical Listening

•
•

•

The ability to judge others through listening.
Where the listener may be trying to weigh up
whether the speaker is credible, whether the
message being given is logical and whether
they are manipulated by the speaker.
This is  the type of listening that we may
adopt when  faced with an offer or sales pitch
that requires  a decision from us.



4. Discriminative Listening

•

•

•

Where the listener is able to identify and
distinguish inferences or emotions through the
speaker’s change in voice tone, their use of  pause,
etc.
Some people are extremely sensitive  in this way,
while others are less able to pick up  these subtle
cues.
Where the listener may  recognize and pinpoint a
specific engine fault, a  familiar laugh from a
crowded theatre or their  own child’s cry in a noisy
playground. This ability  may be affected by hearing.



5. Empathic Listening

•

•

•

Where the listener tends to listen rather
than  talk.
Their non-verbal behaviour indicates that
the  listener is attending to what is being
said.
The  emphasis is on understanding the
speaker’s  feelings and being supportive
and patient.



Good –vs- Bad Listener















A Good listener
Looks at the speaker
Reacts Responsively
Pays close attention
Does not interrupt the speaker
Does not rush at the speaker
Asks appropriate questions
Is emotionally controlled



Bad listener

•
•
•
•
•
•
•

Always writing and taking notes
Does not respond properly
Is inattentive
Always interrupts the speaker
Jumps to conclusions
Changes the subject
Cannot control the emotions
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Presentations



What is Communication?

z Nonverbal Communication
 
 
    -body language

-eye contact



Importance of Communication

z

z

z

z

Class Presentations
 
Field Research
 
Business Communications
 
Public Speaking



Fear of Public Speaking

z
x
x

z

Population
No.1 fear=Public Speaking
Fear No.2=Death

Stage fright
-In spotlight
-unprepared
-inexperienced

 



Effective Communication

z

z

z

Preparation
 
Practice
 
Presence



Effective Communication

z
y
y

Preparation
research -non-research
format -speak on what you know                 -
Notes- outline main points

-note cards vs. full sized paper
 



Sample Speech Outline

x

x

x

I.   Introduction
Thesis

II.  Body
support arguments

III. Conclusion
review
 



Effective Communication

z Practice
- practice makes perfect
- revision

   - get time right
 

 



Effective Communication

z Presence
-nervousness- fright is common
-Body language

-voice tone
-gestures
-eye contact

-positive attitude
 



Things You Shouldn’t Do

z
z
z
z
z
z
z
z

Read directly from notes
Read directly from screen
Turn back on audience
Slouch, hands in pockets
No um, ah, you know’s
No nervous gestures
Talk too fast,
Talk too quietly



Things You Should Do

z
z

z

z

Eye contact
Can glance at
notes
Appropriate
gestures
Rhetorical
questions to
involve audience



Ten Successful Tips
Control the “Butterflies”

z

z

z

Know the room- become familiar with the
place of presentation
Know the audience- greet or chat with the
audience before hand.  It’s easier to speak
to friends than to strangers
Know your material-increased
nervousness is due to un-preparedness



Control the “Butterflies”

z

z

Relaxation- relax entire body by stretching
and breathing so as to ease the tension
Visualize giving your speech-Visualize
yourself giving your speech from start to
finish.  By visualizing yourself successful,
you will be successful



Control the “Butterflies”

z

z

People want you to succeed-the audience
is there to see you succeed not to fail
Don’t apologize-by mentioning your
nervousness or apologizing, you’ll only be
calling the audience’s attention to
mistakes



Control the “Butterflies”

z

z

Concentrate on your message-not the
medium.  Focus on the message you are
trying to convey and not on your anxieties
Turn nervousness into positive energy-
nervousness increases adrenaline,
transform it into vitality and enthusiasm



Control the “Butterflies”

z Gain experience-experience builds
confidence, which is key to effective
public speaking

 
 
 
 



Practice takes you from this..



Do this….



Group
Discussion



What is a GD?

Ritika
Dhameja

2

•

•

•

Group Discussion is a modern method of
assessing  students personality

 
Group Discussion is a process where
exchange of  ideas and opinions take place

 
A topic is discussed by a group



How is it
conducted?

3

•

•

•

•

•

A typical GD comprises of a small group of
candidates
i.e. 5 to 10 students

Students sit in a circular or C shape arrangement

Each group is then given a topic for discussion
 

Students are given a paper and pen & 2 minutes to
think  before they start discussing

A GD should last not more than 15-20 minutes



Types of
GD

4

•
•
•

Group Discussion
Panel Discussion
Focus Group
Discussion



Benefits?

5

•
•
•
•

•
•
•
•
•
•

Stimulation of thinking in a new way
Expansion of knowledge
Understanding your strength and weakness
Your true personality is revealed and
qualities of  leadership crystallize
Language skills
Academic knowledge
Leadership skills
People handling skills
Team work/ Team spirit
General knowledge



Pre-requisites of a
GD

6

•
•
•

•
•

•
•
•
•
•

Planning and preparation
Knowledge
Communication skills/ power of
speech
Presentation
Body Language and personal
appearance
Being calm and cool
Listening skills
Co-operation
Alertness & presence of mind
Out of the box thinking



Pre-requisites of a
GD

7

•
•
•
•
•
•
•
•

Tone of talking
Pitch of talking
Articulation
Fluency
Modulation
Good delivery
Flow of thought
It isn’t sufficient to have ideas. They have to be
expressed  effectively.





Skills assessed in
GD•
•
•
•
•
•
•
•
•
•
•

Communication Skills
Interpersonal Skills
Leadership Skills
Motivational Skills
Team Building Skills
Tolerance
Academic Skills
Out of the box thinking
Listening skills
Presentation Skills
Analytical / Logical
skills

9



What is judged?

10

•

•
•
•
•
•
•
•
•

How good you are at communication with
others.
How you behave and interact with group.
How open minded are you.
Your listening skill.
How you put forward your views.
Your leadership and decision making skills.
Your analysis skill and subject knowledge.
Problem solving and critical thinking skill.
Your attitude and confidence.



Tips for effective
participation

11

•

•

•
•
•
•
•

•
•

Understand - Understand the topic before attempting to
contribute.
Speak - Try and get a chance to speak. If you can't get a
chance to
speak make your chance.
Initiate - Take the initiative to begin the discussion, if possible.
Structure - Structure arguments logically - justify your stand.
Summarize- Summarize the discussion effectively
Involve- Take active part throughout the GD.
Articulate- Work continuously towards articulating your ideas
into
meaningful sentences to make the best impact. Be clear in
your  speech.
Listen- Be an attentive listener.
Quality, not quantity matters- it's not ‘how much' you say, but
‘what' you say that's important.



Good
way

12

•
•
•
•
•

•

•
•
•
•
•

Consistent participation
Keenness in listening and observing
Time sharing and orderly conduct
Ability to handle turbulent situations
Ability to cut excessively exuberant participants down
to size
Ability to dominate the proceedings without bullying
others
Avoiding personal comments
Ask open-ended questions
Validate with examples
Express your argument with few facts, cases, %
Accept criticism politely



1.
2.
3.
4.
5.
6.

7.

8.
9.

Be a good listener
Do not use high vocabulary
Never use technical language while speaking
Not knowing is not a problem , do not try to bluff
Talk appropriate to the issue
Make original points & support them by
substantial  reasoning
Listen to the other participants actively
&carefully
Whatever you say must be with a logical flow
Make only accurate statements

Do’
s

Ritika
Dhamea

13



Do’
s•
•
•

•
•

•

•

Speak pleasantly and politely to the group
Respect the contribution of every speaker
Remember that a discussion is not an argument.
Learn to  disagree politely
Think about your contribution before you speak
Try to stick to the discussion topic. Don't introduce
irrelevant information.
Be aware of your body language when you are
speaking
Agree with and acknowledge what you find
interesting

14



Do’
s
•
•
•
•

•

Modulate the volume, pitch and tone
Be considerate to the feelings of the others.
Try to get your turn.
Be an active and dynamic participant by
listening.
Talk with confidence and self-assurance.

15



Don’t
s 1.

2.
3.
4.

5.

6.
7.

8.

Do not criticize on religion
Do not get personal with anyone
Never ever try to bluff
Do not be shy /nervous / keep yourself isolated from
G.D
Interrupt anotherparticipant before his argument is
over
Do not Changeopinions
Don’t make fun of any participant even if his
arguments  are funny
Do not Get irritated

16



Don’t
s•
•

•

•

•

Don’t lose your temper. A discussion is not an
argument.
Don’t shout. Use a moderate tone and medium
pitch.
Don’t use too many gestures when you speak.
Gestures like finger pointing and table thumping
can appear aggressive.
Don’t dominate the discussion. Confident
speakers  should allow quieter students a
chance to contribute.
Don’t interrupt. Wait for a speaker to finish what
they are saying before you speak.

17



•
•
•

Don’t engage yourself in sub-group conversation.
Don’t repeat
Don’t worry about making some grammatical
mistakes, for your interest the matter you put
across  are important

18

Don’t
s



1)

2)

3)

Keep eye contact while speaking:
Do not look at the evaluators only. Keep eye contact with every
team  member while speaking.

 
Initiate the GD:
Initiating the GD is a big plus. But keep in mind – Initiate the
group  discussion only when you understood the GD topic
clearly and have  some topic knowledge. Speaking without
proper subject knowledge  is bad impression.

 
Allow others to speak:

Do not interrupt anyone in-between while speaking. Even if you
don’t agree with his/her thoughts do not snatch their chance
to
speak. Instead make some notes and clear the points when
it’s your  turn.

19

How to be a part of the
GD



4)

5)

6)

Speak clearly:
Speak politely and clearly. Use simple and understandable
words  while speaking. Don’t be too aggressive if you are
disagreeing with  someone. Express your feelings calmly and
politely.

 
Make sure to bring the discussion on track:
If by any means group is distracting from the topic or goal
then  simply take initiative to bring the discussion on the track.
Make all  group members aware that you all need to come to
some conclusion  at the end of the discussion. So stick to the
topic.

 
Positive attitude:
Be confident. Do not try to dominate anyone. Keep positive
body
language. Show interest in discussion.

20

How to be a part of the
GD



7) Speak sensibly:
Do not speak just to increase your speaking time. Don’t worry even
if you  speak less. Your thoughts should be sensible and relevant
instead of  irrelevant speech.

 
8 ) Listen carefully to others:

Speak less and listen more! Pay attention while others are
speaking. This  will make coherent discussion and you will get
involved in the group  positively. You will surely make people agree
with you.

 
9) No need to go into much details:

You have limited time so be precise and convey your thoughts in
short
and simple language.

How to be a part of the
GD



Initiation
Techniques•
•
•
•
•
•
•

•
•
•

State the topic
Quote
Definition
Question
Shock Statement
Facts, figures & statistics
Initiate a GD only when you have understood the
topic &  have a valid point
Don’t start a GD just for the heck of it
Opening sentence should lead the GD
Keep it brief

22



Play the role of a
moderator

23

•
•
•
•

•
•

This person controls the GD
He is a team player
He leads the GD
Allows silent or struggling participants to get
in
Leads GD back on track
Requests a participant not to interrupt/argue/
make  controvertial remarks



How to
summarize?

24

•
•
•
•
•

•

•

Avoid raising new points.
Avoid stating only your viewpoint.
Avoid dwelling only on one aspect of the GD.
Keep it brief and concise.
It must incorporate all the important points
that  came out during the GD.
If the examiner asks you to summaries a GD,
it  means the GD has come to an end.
Do not add anything once the GD has been
summarized.



Summary/
Conclusion

Ritika
Dhameja

25

•

•
•
•
•
•

•

Begin with, “In a nutshell..” or “To
summarize…”
State group opinions not just your opinion
Incorporate all the major points
Keep it brief
If a consensus than conclude with one
If mixed opinions then take a poll by a raise
of  hands/yes-no & conclude
End GD after summary



Use statements
like

26

•
•
•
•
•
•
•
•

•

“I agree with my friend that…”
“I’d like to add a point to what my friend said...”
“ I would further like to add something to….”
“Sorry, but I beg to differ…”
“In my opinion…”
“According to (state source/facts/stats)…”
“I think we are diverting away from the subject…”
“Please allow our friend _who has been trying to
say  something a chance”
“ I request to give his/her opinion on…”



THANK
YOU
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One picture worth  thousands of words: 

An old Chinese  Proverb.

DEFINITIONS OF AV AIDS

Audio –visual aids are those 

instructional devices that may be used 

by a teacher or a communicator in order 

to facilitate better understanding on the 

part of learners by involving their many 

senses, particularly those relating to 

seeing and hearing.







Classification of AV AIDS
1. Audio aids:The instructional device through 

which message can be only heard are known as audio aids
Examples: Tape recorder, Radio and Telephone

2.Visual aids:The instructional device through which 

helps to visualise the message is known as visual aids

a. Projected visual aids: examples- slides, Over head 

projector, power point slides

b. Non projected visual aids: Examples-Poster, charts, 

graphs, models, specimens, chalkboards, picture and 

photographs

c. Display type:Visuals are those which are spread before 

the audience for viewing, who get the message by looking 

at them. Examples: Poster, Models, Exhibits & specimens



d. Presentation type:Visuals are those presented or 

projected before the audience for viewing but at the 

same time, one explains or present the message of the 

visuals so that the message gets a meaningful 

understanding of them. Example: Slides, Over head 

projectors, charts and power point slides

3. Audio visual aids:The instructional device through 

which the message can be heard and seen 

simultaneously are known as audio aids. 

a. Projected Audio visual aids: Examples; Video and 

cinema

b. Non project Audio visual aids: Examples: Drama, 

Puppet show and street play



Significance of AV Aids
1. These aids are only to assist the communicator in his job of 

better teaching. They are not meant to replace him.

2. For using these aids, the emphasis is on Non verbal experiences.

3. Use of these aids involves many senses of learners, particularly 

those relating to seeing and hearing.

4. Audio –Visual aids do not include text books nor do they imply 

all teaching materials, teaching methods, or teaching techniques.

5. Inclusions of audio-visual aids is not fundamental in a teaching 

–learning situations; they should not be used to decorate the 

learning situation. Their use is justified only if they contribute to 

effective learning



EDUCATIONAL SIGNIFICANCE  OF

TEACHING AIDS

Use of all sense organs  
Based on maxims of teaching  
Helpful in drawing attention  
A good motivating force.
A good substitute for direct  

experience.
Provide clarity in subject matter.  
Helps in fixing up new learning.



Meet the individual difference
requirements.

retention of concepts.
Encourages healthy class

Facilitates quick comprehension and

room
interaction.
Helps in positive transfer of learning.  
Solve the problem of verbalism.
Reduces meaningless words  
Quicken the phase of learning.
Overcome possible hurdles during teaching



Characteristics of AV Aids

Accurate  
Simple & cheap  
Motivate the

learners  
Meaningful &

purposeful  
Improvised  
Large in size

Comprehensibility
Interesting  
Cost effective  
Availability
Transportability.
Appropriateness.
Relevance

A
D
V
A
N
T
A
G
E
S



Problems/ Limitations of AV Aids 

Apathy of teachers  
Indifference of students  
Financial problems  
Absence of infra structure  
Language barriers
Do not replace the teacher  
Letters & symbols are illegible  
Colors are misused.



Apathy of teachers:
Man is amenable when it comes to accepting
change.
A vast majority of teachers still prefer to use
the chalk- talk method through which they were
taught. Hence they are generally change
resistant.

Indifference of students:
Judicious use of teaching aids will arouse interest  
but some times it could enhance boredom and

indifference at times.



Financial problems:
The one time investment in these aids is costly and
may not be affodable by all schools

Absence of infrastructure:
Lack of basic fecilities class room, electricity,
projectors, chart stands, laboratory rooms (to
keep models, posters, specimens) etc.

Language barriers:
Most software is in english (films, cd, audio
cassetts) hence not suitable to regional medium
schools.



Do not replace the teacher  
Letters & symbols are illegible  
Colors are misused.
Require more time for planning &  

preparation.
Tempts the teacher tonarrow down the  

subject.
Few aids require sources for fixation,  

electrical sockets & electricity.
The one who is using should know the the  

operation & principles.



CLASSIFICATION OF AV AIDS

☺TRADITIONAL TYPE OF  
CLASSIFICATION.

☺CLASSIFICATION BASED ON TYPE  
OF PROJECTION.

☺CLASSIFICATION BASED ON  
MOTION.



☺CLASSIFICATION BASED ON  
DIMENSIONS OF OBJECT.

☺TEACHING AIDS BASED ON SIZE  
OF MEDIA.

☺TEACHING AIDS BASED ON THE  
NUMBER OF SENSE ORGANS USED.



☺TRADITIONAL TYPE OF  

CLASSIFICATION
(1)Audio aids  
(2)Visual aids  
(3)Audio visual aids 
(1)Audio aids:
Radio, Tape Recorder, CDs, Microphone,  
Dictaphone, Headphone, Gramophone, Mega 
phone





(2)Visual aids:
Chalk board,bulletin board, chart,  
drawings, posters, pictures, exhibits,  
flash cards, flannel boards, illustrated  
books, album, scrap book, magnetic  
board, Maps, graphs, photo 
graphs,OHP,  magic lantern, 
epidiascope, models,  slides, silent
films



Black boardMagnetic boardFlanel board

Notice board Bulletin board



Illustrated books

posters

Exhibits



Flash cards Flip charts

graphs & charts



epidiascope
Over head projector

Photographs and pictures Magic lantern



Slides and slide projector

specimensGlobe



(3)Audio visual aids:
lecture ,  

demonstration,  
television,  

films,  
computers,  
vedio tapes,  
vcds, dvds,  

lcds.



demonstration
Lecture

Lcd



COMPUTER

TELEVISION

FILMS

DVD

3d animated pictures



Based on type of projection

(a). Projected aids:
(projecting visuals on to a screen)
Silent motion pictures
Film strips
Magic lanterns
Micro projection,
Slide projection,
Opaque and over head  

projector



Projected aids



(b). Non projected aids:
•Different types of boards
•Display material
•Photographs
•Posters
•Maps and graphs
•Charts , Models
•Specimens
•Books & illustrations

Models



Based on motion or movement :

divided into 2

Static aids & dynamic aids
Static aids:
are those used in classroom  
teaching which do not move  
Example: charts, flash cards,  
Slides, OHP etc.



Dynamic aids:
those aids in which visuals or parts
which are capable of being made to
move by mechanical principles
Ex: working models  

Motion pictures  
Television  
computers



Based on dimension of object  

divided into 2

2 & 3-dimensional aids:
First one:
In these aids only 2 dimensions, 
i.e.  width and height are only visible.

Example:Charts/graphs/maps  
Pictograph
Boards of different types



3 –D aids:
In these aids all the 3 dimensions of  
length, breadth and height are visible.
Ex: models

Globes  
Objects  
Mockups

Specimens  
puppets



3 –D aids



Based on size of media:  2

types
Big media: includes computer,  
television,
Little media: radio, film strip,  

graphics, audio cassettes etc.



Based on the number of sense  

organs used: 2 types
Uni modal and bi modal aids.
Unimodal is those in which only one type of  
sense i.e. either sight or auditory are used.  
ex: audio aids or Visual aids
Bimodal is those in which both the sense  
organs visual and auditory are used.



They could be classified as  

electronic or non electronic

Non electric:
 Books

 Handouts

 Chalk and board

 Manikins

 Models

 Flip charts

Electric:
Over head  
projector
Slide  
projector
LCD/Computer



Steps in preparation of AV Aids 

 Planning

 Preparation

 Presentation

 Evaluation



PLANNING
know clearly the objectives  

of the presentation.
Plan well in advance.  
Anticipate the problem.
Anticipate the size of audience.
Think about the quality of material to be  

used.
Appropriateness to the subject.

Availability of facilities for its use.  
Manner in which it is to be used.



PREPARATION
Select the convenient & comfortable  

place seating arrangement must be  
suitable.
Make sure that all equipment are in  

working order before presentation.
Prepare by rehearsing to make smooth  

presentation.



PRESENTATION:
Motivate the audience & stress key points  

they observe during the presentation.
Present aids at right moment in a proper  

sequence.
Display only one aid at a time.  
Remove all unrelated materials.
Stand beside the aid not  

in front of it.



EVALUATION:
By providing discussion & feed  
back evaluate the effectiveness of  
audio visual aids & the lecture.



Principles :

Principles of selection
Principles of preparation
Principles of physical  control
Proper presentation
Principle of response
Principles of evaluation



Tips for AUDIO- VISUAL AIDS
Select the correct aid.  
Prepare prior to instruction.  
Be familiar with the equipment.  
Know how to use the aid.
Make sure all students can see and hear the aid  
Check for effect on the class.
Practice using different types of aids.  
Be flexible.
Select an audio visual aid that is appropriate for  

teaching the training.
Objective.



Criteria for selecting Audiovisual Aids

The facts should be scientifically accurate

Needed materials should be present

All the information should be pertinent

It should cover the entire requirements

All the ideas should be essential, significant and 

important to clear understanding.



Thank u
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