
CAMBRIAN PUBLIC SCHOOL
Kanke Road, Ranchi

Class IX, Subject - Computers

CHAPTER 2

Various Methods of Communication

Methods of Communication

There are three basic methods of Communication :-

1. Verbal 
2. Non verbal 
3. visual

Verbal Communication

Verbal Communication involves the use of words in delivering the intended 
message. There ane two primary forms verbal communication :-

• Oral Communication
• Written communication

Oral Communication

The process of expressing information or ideas through spoken words is known as 
oral communication.
The factors that determine the effectiveness of an oral Communication are :-

➢ Peace
➢ Clarity in Pronunciation
➢ Volume pitch
➢ Choice of words
➢ Lengthy Communication

Advantages of oral communicatoin

➢ It is interpersonal and helps in building relationships.
➢ It encourages involvement in team work and decision making process.
➢ Oral message provide prompt feedback.

Disadvantages of oral communication 

➢ This form of communication is not suitable for lengthy message.
➢ It has no legal validity.



Written Communicaton

It involves sending messages in the form of written works to convey information.

Advantages of written Communication

➢ Written content has legal validity.
➢ It is a suitable mode of Communication for lengthy message.

Disadvantages of written communication

➢ Written communication may involve postage cost.
➢ Written communication requires time for drifting the message.

Non-Verbal Communication

Non-verbal communication means communicating without the use of words, 
oral or written.
The different elements Communication are:

➢ Facial Expression
➢ Gestures
➢ Voice
➢ Body language
➢ Eye Gaze
➢ Physical Contact
➢ Dress and Appearance

Advantages of Nonverbal Communication

➢ Non-verbal communication Complements a verbal message.
➢ Physical gestures greatly help handicapped people, especially deaf people.

Disadvantagess of Nonverbal communication

➢ It is difficult to analyse a non verbal message, thus leaving a greater possibility 
of distortion of inforamation.

Visual Communication

Any verbal or nonverbal communication utilising the sense of sight is known 
as visual communication. 



Advantages of Visual Communication

➢ Use of visual aids makes Complex data easy to comprehend.
➢ Visual aids make the Communication mor interesting.

Disadvantages of visual communication 

➢ Sometimes visual presentation of information becomes complex.
➢ Sometimes visual techniques take much time to communicate.

Homework (To be done in notebooks)

Answer the following questions :-

1. What are the common body language errors that one should avoid while 
communicating?

2. Explain the three methods of communication.
3. How Non-verbal communication may help or disrupt a communication cycle?
4. What is Visual communication? Write its advantages and disadvantages.
5. Differentiate between Oral and Written communication.


