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Written 2.

In written communication, written signs or symbols
are used to communicate.

In written communication message can be
transmitted via email, letter, report, memo etc.

Written Communication is most common form of
communication being used in business.

Advantages -
Messages can be edited and revised

Written communication provide record and backup.
A written message enables receiver to fully
understand it and send appropriate feedback.

Disadvantages —

Written communication doesn’t bring instant
feedback. It take more time in composing a written
message as compared to word-of-mouth and
number of people struggles for writing ability.®
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* Small Group communication is communication within formal or informal

groups or teams. It is group interaction that results in decision
making, problem solving and discussion within an organization.

— Examples would be a group planning a surprise birthday party for
'

someone. A team working together on a project.
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* mmuni n involves a speaker who seeks to

inform, persuade or motivate an audience.

— Examples are a teacher and a class of students. A preacher and a
congregation. A speaker and an assembly of people in the auditor

* Mass communication is the
electronic or pri 1smi:
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* 2. Perceptual barriers
* 1. Physical barriers




* 3. Emotional barriers e 4. Cultural barriers

e §. Language barriers * 6. Gender barriers
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7. Interpersonal barriers

How to Overcome Barriers of {_ 44




Tools of effective ( zmpmssicaiion
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