
Non- Verbal 

Communication



There are broadly two type of communication: verbal and 

non-verbal. Verbal communication refers  to spoken and 

written communication; and nonverbal communication 

signifies the body language that includes postures, 

gestures and facial expressions. An effective act of 

communication makes use of both the verbal and 

nonverbal aspects.

When a baby cries, without using any language, the 

mother can spontaneously understand it needs. When your 

teacher has a serious expression on her or his face, you 

can understand that she or he mean business. You can 

also communicate what is in your mind by raising your 

hand, nodding, coughing for by rising from your chair. All 

these are instances of non-verbal communication you can 

use your eyes, hand, facial expression and postures to 

enhance your communication



During communication, one must only  use non-verbal cues 

but also note the non-verbal response of the receiver(s). For 

instance, when people are bored they may yawn in the middle 

of a serious lecture; if they are excited or enthused, they may 

clap or whistle. These signals offer valuable feedback to the 

sender of the message.

You also need to be aware of cultural differences when 

using or interpreting body language. For instance, shaking the 

head while speaking or listening to someone speak, which is 

widely understood and accepted in Indian culture, is not used in 

other cultures, and it is therefore likely to cause confusion. 

While eye contact, facial expressions, body posture, gestures 

and dress are obvious non-verbal communication cues, other 

that strongly influence interpretation of message include the 

tone, volume and pitch of the speaker’s voice. Verbal and 

nonverbal communication may occur together, for instances 

when you meet a friend after many years, you may shake hands 

warmly and ask her or him, ‘Where have you been?’ 



Non verbal communication does not use words. It has five broad 

components: Kinesics, Proxemics, Chronemics, Paralanguage, 

Appearances

Non Verbal Communication Components

Kinesics AppearancesChronemics

Proxemics
Paralanguage



1. Kinesics:
Kinesics involves gestures, posters, facial expressions, body language, 
etc. Gestures like shaking a fist to show anger, nodding one's head in 
agreement etc., denote specific messages. However not all gestures 
have specific meaning. Many gestures are abstract and may not carry 
any specific meaning. Postures reflect your body position, and they 
added to the communication by reflecting your state of mind, 
attitude, etc. For instance, a straight, erect posture convey your 
confidence. On the other hand, a discouraged, tired and worn- out 
person can  the identified by his/her drooping shoulder and 
protruding stomach. Eye contact is also an important element. 
Looking straight into the eyes and saying something signal trust and 
truthfulness, eyes can express focus, receptiveness  all distance. Eyes 
are the biggest feedback market for a sender. If the eyes of the 
recipient where a blank expression, the message has probably not 
been received or comprehended.



2. Proxemics:
This refers to the distance that we keep from others during the 
communication process, and shows the relationship we share with 
the receiver of the message or the subject we are discussing. 
Anthropologist Edward T. Hall  has categorised four zones in which 
social interaction take place: intimate (reserved for members of 
the family and other loved ones), personal (for talking with friends 
privately), social (for acquaintances fellow work and strangers), and 
public (for use in the classroom and for speeches before group). 
The diagram below represent the four zones. You need to also keep 
in mind that these zones also differ culturally. For instance, an 
American or British person may not stand  as close to another 
person while speaking as they do in India. The space created for 
the communication is also important. For instance creating an 
open office space without any partitions to encourage and 
unrestricted flow of communication and work among different 
areas.





3.Chronemics:
It deals with time. The way we structure and use time 

conveys our personality and attitude. For instance, if a 
person gives a visitor an appointment and has an 
interactive session, then it's send a clear message of 
the person's interest in the topic and respect for the 
visitor.



4.Paralanguage:
Paralanguage deals with vocal qualities such as volume, pitch, 
rate, pronunciation, stress and intonation patterns. The quality 
of the voice determines the effectiveness of the message. For 
instance, using a high pitch helplessness, tension and 
nervousness. The tone of voice can also reveal disbelief, 
astonishment it for questioning attitude. To be a successful 
speaker, one has to use all these elements effectively, recording 
your own voice and analysing it is an effective way of evaluating 
your voice modulation.



5. Appearance: 
Your appearance during the course of communication also 

reflects your personality. One's appearance may put the 

receiver respective for a hostile mood. Appearance always 

forms first impression of a presenter in the minds of the 

audiences. A well dressed, elegant person therefore makes a 

good impression on the audience. Certain dress code have 

been established for formal and informal occasions. At the 

workplace people are formally dressed. Situation dictate the 

type of clothes one needs to wear. For instance, during 

interviews, presentation during formal situation, it is 

understood that formal clothes need to be worn.



Tips for Effective communication

Communication is a process through which we convey our 

message(s) to others. However, also face major barriers to 

communication, barriers that slow down this process and make 

the process ineffective. It is important that we overcome these 

and earn to communicate effectively. One must be conscious of 

the importance of effective communication as a skill that is 

evaluated along with other skills in the job market. This section 

presents a few tips to help you me your act of communication 

effective. However, not an exhaustive list but a few indicators.

• The sender of the message should be able to use the correct 

language suitable for the message and the context. The speaker 

should choose his/ her words carefully, being fully aware of the 

context. He/she should not use technical jargon unnecessary.

• Making grammatical and spelling mistake in conveying 

messages can also create barriers. Language skills come in 

handy here: if one of the participants in the process does not

have sufficient language skills the communication process will



break down. Hence, sharpening one's language skills is of 

utmost important.

• In written communication, one need to be careful in using 

language and register appropriate for the context. It is important 

to master the various format, style and conventions used in 

formal and informal writing.

• It is important that the sender of the message is able to encode 

the message effectively. One need to be clear about the purpose 

and the content of the message.

• Making communication goal oriented. Relational goal come first 

and pave the way for other goals. When the sender and the 

receiver have a good relationship, they are more likely to 

accomplish their communication goal than otherwise.

• To be an effective communicator, you need to be an effective 

listener. To be an effective listener, you need to anticipate the 

message, make and confirm prediction and interferences, 

interpret the message effectively, summarise it, and evaluate and 

analyse the information you have received.



•The verbal expression of the message should be followed by 

appropriate non verbal code. In fact non-verbal cues speak louder 

than words. These use include appearance, facial expression, 

gesture, postures, eye contact, etc. Also make effective use of 

intonation, tone, right pronunciation, pitch and the proxemics 

involved in the communication.

• Communication should be approach as a creative process rather 

than as a regular chore. Experiment with communication 

alternatives. What work with one person may not work well with 

another. Use different channels of listening and feedback 

techniques.

• Overcome physical barriers. Noise, distance, physical 

discomfort, environmental conditions, etc. create barriers to 

communication. The receiver may not be able to hear and 

understand the speaker due to these reasons. It is important to 

choose the right space and setting for communication.

• It is important to develop interpersonal skills a positive 

psychological attitude to maximize the effect of your



communication. Fear, anxiety, shyness, complexes, personal 

prejudices, stress, lack of self confidence, etc., impede 

communication.

•Socio-cultural barriers also influence interpersonal relationships, 

and communication. To overcome class conflicts, cast divide, 

cross cultural differences, socio cultural code and conducts, to be 

an effective communicator.

• In the professional sphere, it is important to ensure that the flow 

of communication within an organisation is not impeded bi in 

effective management for organisational hierarchies.

• Finally, it is also important to accept that miscommunication 

happen open. Even the best communicators fails at time to send 

out clear, purposeful and meaningful messages. One must be 

able to accept this reality and possibility, and constantly work at 

at one's communication skills. Is a miscommunication occurred 

despite your effort, evolve ways to minimise the damage and 

manage the negative impact.


