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LECTURE ONE
ELEMENTS OF COMMUNICATION
1.0 Introduction
This lecture focuses on the definition of communication, origin and types of communication. In this lecture, we will define communication. The students will also be acquainted with the origin and earliest forms of communication.

Objectives
At the end of this lecture, students should be able to:
1. Define communication
2. Explain origin of communication
3. [bookmark: _GoBack]Explain types of communication.
Pre-test
1. What is communication?
2. What are types of communication?
3. Do you know the difference between modern communication and traditional communication?
CONTENT
1.1	What is Communication?
If you communicate effectively, in speaking and in writing, you have an important, highly valued skill. So important is communication that without it, an organization cannot function. Communication is a central activity to any human existence; yet, we spend little or no time trying to understand its workings.
Research has shown that communication is a slippery concept to define. From the classical time to the modern, communication has been defined from diverse points of view and disciplines and the definition given has emanated from the bias of the person that defined it. Generally, communication is a process of transmitting and receiving verbal and non-verbal messages that produce a response. Communication is a learned skill. Most people are born with the physical ability to talk, but we must learn to speak well and communicate effectively. Communication as an academic discipline relates to all the ways we communicate, so it embraces a large body of study and knowledge.
In 1995, communication teachers and scholars developed a definition of the field of communication to clarify it as a discipline for the public. That definition is now used by the US Department of Education in its national publication and classification of instructional programmes.
The field of communication focuses on how people use messages to generate meanings within and across various contexts, cultures, channels, and media. The field promotes the effective and ethical practice of human communication.
Communication satisfies most of our needs: physical, identity and social. Communication helps humans to define who they are. In other words, it is how we communicate with others that help us to formulate the parameters of our identity. 
The sociologists define communication from the point of view of social planning and interaction, as a social lubricant and mechanism through which human relations evolve, exist and develop. This definition emphasises how individuals tell others what they expect and how they discover what others expect of them.
Psychologists define communication based on the theories relating to stimulus-response paradigm on the one hand, and the cognitive-personality theories on the other hand, with a particular emphasis on those aspects which stress the importance of certain personality variables for conceptual ability.
Anthropologists often define communication from the point of view of culture as statements and signals are intricately tied to culture. At the techno-cultural level, Oyewo (2000) explains that communication is defined from the interaction that exists between technology and the technological culture of modern communication. It is, therefore, defined in terms of the medium/channel through which it is transmitted. At the vocational level, communication is largely observed in terms of competence and skills involved. This places emphasis on the efficiency with which the codes, signs and symbols of communication are manipulated to realise desired meanings.
To this end therefore, we wish to state that in spite of attempts made by various scholars to define communication, the perspective of the individuals has made it impossible to have universally acceptable definition of communication. Rather, there is a plethora of definitions each bordering on the profession or academic discipline of the one who defines. However, in spite of the position one may take, the following definitions may be considered.  
a. Communication is the process by which information is passed between individuals and/or organisations by means of previously agreed symbols (Peter Little (1977) ).
According to Little, the military historian thinks of an army’s uses of communication, the sociologists think of communication in terms of newspapers and broadcasting, the civil engineer looks at communication in terms of roads and railways while the electronic engineer thinks of telephone and teleprinter. 
b. Communication is the process by which people share thoughts, ideas and feelings 
       with each other in commonly understandable ways (Hamilton & Parker (1997) ).
According to these experts, communication does not consist of the transmission of meanings. Meanings, to them, are not transferable. Only messages are transmittable, and meanings are not in the message but in the message-user.
c. Communication is concerned with understanding. It is the way in which one individual passes a message, an instruction, information, question or idea from his/her mind to the mind of another person (Lysbeth, Woolcot, Wendy & Unwin (1980) ).	
On the surface, this definition sounds good. It recognises the idea of communication or passing our messages, instructions, information, questions or ideas from one mind to another person’s mind inaccurately imply that communication is like pouring water from one container into another container (i.e. one way action).
d.	Communication can be defined  as ‘a means of exchanging messages or an act of giving information and receiving a response’ (Mac Donald & Hearle (1984) ).
e.	Communication involves the interchange of facts, thoughts, value judgment and opinions (T. Lucey (1987) ).
The Oxford Advanced Learners Dictionary of Current English defines communication as the activity or process of expressing ideas and feelings or of giving information. The OED lists the Latin root of the word ‘communication’ as ‘communication which means ‘to make common to many, to share’. According to this definition, when people communicate, they express their ideas and feelings in a way that is understandable (common) to each other. That is, two or more people, attempt to share information with each other or one another. In this case, each person has a direct effect on the other and on subsequent communication.
Oyewo (2000) examines a few definitions and then presents a working definition. One of such is that of Burgoon and Ruffrier (1978) which says that:
Communication is a symbolic behaviour that occurs between two or more participating individuals. It is a process which is transactional and affecting in nature. It is purposive, a goal-directed behaviour that can have instrumental or consummatory ends.
         Chappel and Read (1984) also quoted by Oyewo states that :
Communication is any means by which a thought is transferred from one person to another.       

Eye (1983), as reviewed by Oyewo, sees communication in a much broader light and as if reacting to Chappel and Read defines communication as not just the giving of information, but the giving, the receiving and the understanding of understandable information. According to him:
 Communication is the transferring of message from a party to another party so that it can be understood and acted upon. 
The definition echoes Miller and Steinberg who define communication as
The transmission of intentional symbolic transactions.
It is observed here that intent to communicate and intent to influence are synonymous. If there is no intent, there is no message. From the above definitions we agree with Oyewo that:
i. Communication is a process of sending and receiving information. 
ii. Communication is the exchange of meaningful symbols. 
iii. Communication requires medium. 
iv. Communication is transactional.
The central ideas inherent in the various approaches of communication experts are synchronized by Oyewo and this leads to his definition of communication as:
                The transmitting, receiving and acting upon 
               messages/ information; thoughts, ideas, attitudes
                  and feelings through mutually agreed and
                   understandable/determined codes/symbols.
In conclusion, we wish to state that communication is interdisciplinary in nature and an attempt to offer an all embracing definition must take cognisance of certain differences in views, perspectives and approaches to this human process.
1.2	Origin of Communication
The history of communication dates back to the earliest signs of life. Communication can range from a simple exchange to full conversations and mass communication. Human communication was revolutionized with speech about two hundred years ago. Symbols were developed about thirty thousand years ago and writing about seven thousand years ago. On a much shorter scale, there have been major developments in the field of telecommunication in the past few centuries.
The communication discipline dates back to ages. According to a well known communication scholar and educator, Mc Choskey,
The ability to speak clearly, eloquently and effectively has been recognised as the hall mark of an educated person since the beginning of recorded history.             

Systematic comment on communication goes back to as far back as the precepts of Kagemni and Ptah-Hopte (3200-2800 B. c.). Under the label ‘rhetoric’, the study of the theory and practice of communication was a central concern of Greek, Roman, Medieval, Renaissance, and early modern education. In the United States, rhetorical training has been a part of formal education since the establishment of  Harvard in 1636.
The concept of communication is linked to the earliest human communication ever recorded on earth and that is between God and Adam as recorded in the Bible( Genesis 3: 8-13).
And the Lord God called unto Adam, and said unto him, where art thou? Verse 9.	
But earlier, Adam’s wife, Eve, communicated with the serpent.
And he (serpent) said unto the woman, yea, hath God said yea shall not eat of every tree of the garden? Verse 16.
However, much earlier  than this encounter are evidence of other communications such as (i) God’s instruction to the man on the Garden (ii) God asking the man (Adam) to name all the creature including Eve. Chapter 1:29-30; 2:15-16 (iii) other evidences in the expressions.  
Let there be light, water, firmament etc. (whether these are inter or intra-personal forms of communication or not is debatable) and ‘Let us create man in our own image after our own likeness’.
Theologians may make it their business to delve into finding out communication evidence beyond the discussions. All types/ modes of communication have the following characteristics.
· There is a shared symbiotic behaviour; communication is a two way process which is contextual and conceptual. It is symbolic because the signs can be interpreted.

· Communication is a shared code - that is, it has field of discourse or theme, mode or medium of discourse and, tenor or style of discourse.


· Intentionality - this means there is a level of consciousness or purposefulness of the communication.

· Communication is a transactional process. Communication should not be seen as a one way process. Rather, it should be seen as a two way, interactive, transactional enterprise. There must be a relaying or sharing of meaning between the source and the receiver.


· Communication requires a medium.      
 James W. Carey in his article ‘A Cultural Approach to Communication’ draws on the notion that ‘society exists not only by transmission, by communication, but (also) in transmission, in communication’, claiming that ‘societies distribute information and that such transaction and the channels of communication peculiar to the society is made possible’.
From this, he suggests two ways of viewing the communication process and the relationship between transmitter and receiver which demonstrates different ideas of how communication and society are integrated. These are as follows:
Transmission model: Communication as simply a process whereby messages are transmitted across distance and people; a somewhat hierarchical view, where the communicating or gaining of knowledge is of utmost importance.
Since the beginning of writing, communication media have allowed messages to travel over distance and time. A communication medium is a means for recording and transporting a message or information. The word medium comes from the Latin word ‘medias’ meaning middle or between. It is a channel or path for sending a message between communicators. A single channel, such as radio, or a book, or the telephone, is called a medium: media is plural, meaning more than one medium 
Ritual model: The maintenance of society in time through the representation of shared belief invites participation on the basis of social bonds which keep the men and women together and make associated life possible by way of shared information.
Communication may also occur in small groups. Most small group interaction involves fewer than the people, and the communicators need the same communicating skills as in a diarchic conversation. However, additional factors called group dynamics come into play in a small group.  A group may try to work towards consensus, a general sense of understanding or agreement with others in the group. Group dynamics may occur in which a group reaches consensus so quickly that its members mistakenly ignore other good ideas.
Whatever approach is used to examine the concept of communication, the fact remains that:
· Communication is a symbolic behaviour
· Communication is a shared code
· Communication is intentional 
· Communication requires a medium
· Communication is a transactional process.      
Scholars have posited six assumptions to underscore the significance of communication and these are:
a.	All the problems of this world are communication problems.
b.	All the problems of this world can be solved by more and better communication 
c.	Communication is without costs.
d.	Communication does not break down.
e.	Communication is a good or bad.
f.	The study of communication is about producing more effective messages.
There are five aspects to the study of communication as follows:
i. Communication is transactional.
ii. Communication is affective
iii. Communication is personal
iv. Communication is instrumental
v. Communication is consummation
Two important categories have been created for the purpose of differentiating communication systems and these are voice communication and data communication. Voice communication, like telephone system, relies on fixed transmission to avoid breaks in speed continuity and does not like delays to avoid distortion in human speech.
On the other hand, data communications network pays no emphasis on high-speed continuous data. It can tolerate delays and can bear with loss of data as they can be transmitted with no apparent loss to the data transferred.
Post-test
1. What do you understand by communication?
2. Communication can be broken down into various segments. Discuss
3. Differentiate between psychological and anthropological definition of co
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LECTURE TWO
ROLES OF COMMUNICATION
Objective 
At the end of this lecture, the students should be able to enumerate the important roles of communication in the society.
Pre-test
What roles do you think communication plays in the society?

CONTENT
Communication plays a very significant role in the activities of a behaviour entity or organisation and these include:
1. As a connecting link: Communication links the different functions of a business (production, marketing, finance, personnel, engineering, security) to one another. For instance, without the marketing department communicating with production department, the production department may not have known the quality and quantity of products to be made available. 
2. As a common denominator: Communication serves as the premises through which individuals share their differences and experiences. The sharing of such feelings makes it possible for mutual co-existence among people.
3. As a measure of control: Communication through persuasion and exchange of ideas create a measure of control over thought and actions of others.
4. As a means of promoting interpersonal unity: Communication is the only means of relating people’s diverse feelings, attitudes, economic placements and background to one another. We have many reasons for transmitting messages from one person to another. For communication to achieve its intended purpose, it should be well organised as a diagonal process.
A few of the reasons for communication are:
1. To inform: One of the reasons for communication is to create awareness. This is to explain or tell something to somebody. It could be to tell organisational members about changes in organisation’s polices and procedures.
2. To persuade: 
We equally communicate in order to motivate and convince the receiver to take an action. For any communication to be persuasive, the communicator must have the appropriate communication skills. Persuasion is the most difficult object of communication skills. It is the most difficult object of communication since it is not very easy to manipulate the instincts, attitude, thoughts and actions of people-     
3. To educate
This is the communication that is aimed at teaching. Messages are transmitted from the sender simply to educate the receiver about something. It is through communication that a teacher impacts knowledge to students. 
4.	To build understanding
Communication is a skill. The parent who communicates with his children on what should be done has not communicated if he or she refuses to ask them whether they understand. A letter to the president without proper grammar may bring about misunderstanding of the message. The purpose of communication is to ensure that the intended person receives and understands the message.
5.	To create a dialogical process.
Communication usually is not a one way affair. It involves active participation of both parties (sender and receiver). As the sender transmits the message, he expects the receiver’s response which can be positive or negative ,etc.
Post-Test
1. Explain the various roles that communication plays in the society
2. Discuss five reasons for communication.


LECTURE THREE
ORAL COMMUNICATION
1.0 Introduction
Oral communication is the earliest form of verbal communication and it is still commonly used in all strata of every society. The discussion about communication would not be complete without some attention being given to the oral communication process and its applications. Daily activities especially in the business world are carried out by people spending a great deal of their working day listening and talking to others, in both informal and formal situations.
Objectives
At the end of the lecture, students should be able to:
1. explain the principles of effective oral communication, and
2. discuss the advantages and disadvantages of oral communication.
Pre-test
What do you understand by oral communication?
CONTENT
The decision about whether to communicate orally or in writing cannot be made intelligently without an appreciation of the strengths and weaknesses of each communication method (this would be discussed presently). The point is that everybody talks; as normal human beings, all of us talk. Once old enough to utter intelligible sounds, we talk, or listen to others talk. A fascinating phenomenon of human development pointed out by linguists is that the private capacity to learn to speak any language is present in all children.  They speak the language of the environment in which they live-whether in the southern part of Nigeria or in North America.
Talking and listening make up a major portion of our daily communication activities - a fact that lends credence to the idea that communication requires a two-way exchange of intended meaning. Listening is an essential element on the oral process. In this discussion of perception in communication, Peter argues that it is the listener who actually communicates while the message creator merely utters. Unless there is someone who hears, there is no communication. There is only noise. For effective communication therefore, the art of listening must be learnt and mastered. In oral communication, listening is as important as speaking for the desired result to be achieved by both interlocutors. As such both listener and speaker should improve on their skills.
To improve listening skills, the listener will
(i) think ahead of the talker, trying to guess what the oral discourse is leading to, what conclusions will be drawn from the words spoken at the moment.
(ii) weigh the verbal evidence used by the talker to support the points that are made.
(iii) review periodically the portions of the talk completed.
(iv) ‘Listen between the lines’ in search of meaning that is not necessarily put into spoken words.
Effective listening 
a.	involves understanding
b.	is an active rather than a passive process.
c.	is most effective when it takes into account the entire meaning of a message, its non-verbal as well as its verbal content.
d.	requires well-developed powers of concentration.
e.	is non-evaluative in nature.
f.	is a skill that can be improved with purposeful practice.
While our study of listening has provided a number of important insights into oral communication, the speaking portion of oral communication requires consideration equal to that given to the listening portion.
Many daily face-to-face encounters are unplanned and are engaged in without an advance preparation. Others are so important that they are planned out far ahead of time and mentally rehearsed. In either case, everyday talking in one-to-one or small group relationships is so common place that little effort is devoted to analysing how it works to explaining how one might become more proficient at doing it.
The speaker needs to ask himself/herself these kinds of questions.
i. Have I been careful not to stereotype the listener? (Making prejudgment about the listener based on appearance or manner or on previous experience)
ii. Is this person going to be a ‘good’ listener or will he or she be one who will want to do most of the talking?
iii. What is the listener’s present knowledge? 
iv. How ‘sharp’ is the listener? (Do not belabour points that your  listener obviously understands)
v. What is the mood of the listener?
On the whole, it is greatly desired that the speaker should
-	be sincere
-	be humbly self-confident
-	be aware of the non-verbal behaviour
-	involve his/her listener(s)
-	watch the listener’s response
-	elicit feedback.
Advantages of Oral Communication
1.	Oral communication permits instantaneous exchange of ideas, information, opinions, feelings and attitudes.
2.	It allows for immediate feed back thereby helping the communicator adjust his message to the needs and responses of the receiver.
3.	It enables participants to seek immediate clarification in cases of unclear messages.
4	It enables participants to combine both verbal and non-verbal stimuli, in transmitting and interpreting the message, thus facilitating effective communication.
5.	Enhances warm inter personal relationships.
Disadvantages of Oral Communication
The limitations to oral communication are that it
1.	gives room for outright errors which could be avoided in written communication.
2.	is prone to distortion.
3.	lacks permanency because it is not documented 
4.	can be easily denied.

Post-Test
1. Explain five ways of improving listening skills.
2. Discuss four advantages and disadvantages of oral communication.


















LECTURE FOUR
WRITTEN COMMUNICATION
1.0	Introduction
Generally, to be fully understood, written communication has to be analysed from two stand points - that of the reader and that of the writer.
Objectives
At the end of the lecture, students should be able to:
1. distinguish oral communication from written communication, and 
2. explain the advantages and disadvantages of written communication.
Pre-test
What do you think is written communication?
CONTENT
Really, written communication provides a record for the future and needs skills in doing it. Written communication can be studied, reflected or absorbed at the receiver’s own pace and easily accessible for reference purposes. Written communication is permanent and more dependable.
The written word can sometimes have more authority. Words can be written, rewritten, edited until the communication is seen as clear and accurate and is ready to be sent to the receiver. Written communication includes letters, memos, e-mails, minutes of meetings, reports, circulars, gazettes, diagrams, and other pictorial aids.
Written communication can overcome distance and can be cheaper than face to face meetings. It can be used when information has to be sent to large numbers of people and can reinforce verbal communication. Long and complex messages are better communicated in the written form since the reader can spend a longer time to ponder on it. The risk of distorting the message, especially if it has to be relayed across in any intermediaries is greatly reduced; besides, the message can be reproduced in several ways, including Xeroxing, scanning and photo copying.
However, written communication is limited to the literates. This can delay the messages since the reading and writing must be done by those who are capable of doing them. It may be boring to read long documents. The other side of written communication is the reading, which occurs mostly among learned individuals, groups or teams. The reading materials which include the aforementioned require that the reader develop his or her skills so that the time spent on reading is efficient and effective. It may be helpful to think in terms of the outcomes of the reading which may be: memorising the information, getting a broad overview, getting evidence, finding out what happened, answering a question, etc.
Many people complete their formal education inadequately equipped for the reading tasks that lie ahead of them. They limp along with reading skills well below the level needed to function effectively in society. These people are employed in jobs where they are expected to comprehend written instructions and memos.
The three major aspects of reading that have a bearing on communication are:
-	The differences between reading and listening as ways of receiving information.
-	The problem of inadequate reading skills, particularly as these inadequacies affect business people who have to cope with them and
-	The relationship between reading and writing, specifically how a knowledge of the reading process can help improve writing skills.
It should be pointed out that it is impossible to assign definite superiority to either reading or listening as a means of receiving information. However, reading imposes tasks which are absent when one listens. For one thing, the words must be recognised if their meaning is to be appreciated. Besides, one must organise the material into meaningful phrases and thought units while in listening this is to a large extent done for the listener by the style of phrasing and expression, the intonation and stress patterns, of the speaker. Lastly, the rate of presentation is set by the speaker, while in reading one has to learn to govern one’s rate of reading so as to go fast enough to catch the flow of ideas, but not  as fast as to miss many of the details.
While the effectiveness of both oral and written communication obviously depends to a large extent on our ability to deal with language, communication in written form is a considerably more complex task than communicating through speaking and listening. To realise the fact that written communication is the most complex of all the ways in which humans exchange ideas with one another, one has merely to look at the symbols of an unfamiliar language.
Those whose reading skills are known to be inadequate, or whose work requires them to read more material than they can keep up with, should be especially interested in the following general suggestions for improving reading skills.
1.	Establish a purpose for your reading.
2.	Work at improving your vocabulary, particularly the terminology used 
             on the  job.
3.	Use context as clues to meaning of unfamiliar vocabulary.
4.	Practice reading, consciously striving to increase the rate at which you can read with comprehension.
5.	Learn to discover the main idea in each paragraph.
6. 	Learn to read in phrases or thought units.
7.	Make use of heading and subheadings.
8.	Make use of assistance if it is available to you.
The relationship between reading and writing points out that;
a.	level of vocabulary determines the difficulty and comprehension of a written text.
b.	The length of a sentence determines the complexity and level of difficulty.
c.	Well-written materials will be relatively easy to read, materials that violate accepted writing principles will be difficult to read.
Advantages of Communicating In Writing
1.	Written records provide proof of statements made, questions asked and agreement reached. They make possible the verification of such essential information as dates, time and figures.
2.	Multiple copies can easily be made for distribution to an infinite number of different people.
3.	Written messages may be the most effective communication alternative available in those cases where people are difficult to reach by telephone.
4.	Readers can concentrate on the message at the time most convenient to them.
5.	People tend to remember what they see in print.
6.	Readers control the speed at which the message is delivered while in oral communication the sender typically determines the delivery speed.
7.	Writers may actually express complex ideas better in writing than in speaking because having to commit ideas to paper forces them to clarify their own thinking about the subject.
8.	Most people recognise, and appreciate, the time and thought that writing requires.

Disadvantages of Communicating In Writing
1.	There is little assurance that our written messages will always receive the attention they deserve.
2.	Response-feedback processes are usually slow. It is frustrating waiting for a written message.
Communication-Response-Feedback obviously is faster in oral communication.
3.	Many people are poor readers and will experience difficulty and frustration in trying to extract meaning from written materials.
4.	It provides limited opportunity for use of non verbal aids that are important in face-to-face communication.
5.	Problems of sentence and paragraph punctuation and spelling increase the possibility of misunderstanding written messages.
Post-Test
1. In what ways is written communication different from oral communication?
2. Discuss five advantages and disadvantages of written communication.
LECTURE FIVE	
VERBAL COMMUNICATION 
1.0 Introduction
Objectives
At the end of the lecture, students should be able to:
1. Explain verbal and non-verbal communication, and
2. Discuss the categories and features of non-verbal communication.
Pre-test
Distinguish between verbal and non-verbal communication.

CONTENT
This is the ability to use oral or audible language to express ideas, thoughts and feelings between individuals and groups of people. In this form of communication, speech has to occur to engender understanding. Verbal communication may also be in a written form since words (symbolic representations) are involved. This may move across ranks or through ranks. So, verbal communication is divided into oral and written. Oral communication is through the words of the mouth and may be on any topic and directed at any person in any particular place in whatever manner. It is done as long as there is a listener that would decode or interpret the message. Most of us have a tendency to think of communication primarily in the verbal sense because the human being is the ‘talking animal’.
Non Verbal Communication
Hundreds of expressions abound in the many languages of the world to prove that most human communication is done through other media than verbal communication. Researches on how messages are passed from one person to another, though vary in proportion, agree on what constitutes the larger part of the communication medium. For instance, 
(i) what you hear (tone of voice, vocal clarity, verbal expressiveness) constitutes 40% of the message’; 
(ii) what you see or feel (facial expression, dress and growing, posture, eye contact, touch, gesture) constitutes 50% of the message
(iii) Words, words, words, constitute 10% of the message!
‘Just not a man’s words if you please, or you may come to very erroneous conclusion; but at all times place implicit confidence in man’s countenance in which there is no deceit and of a necessity there can be none.
· George Borrow  
The eyes of men converse as much as their tongues, with the advantage that their ocular dialect needs no dictionary, but is understood the world over.
· Ralph Waldo Emerson
    
While widespread scientific and popular interest in non-verbal communication is a fairly new phenomenon, the implications of exchanging meaning without or in addition to the use of words have been suggested since ancient times:
· Actions speak louder than words.
· One picture is worth a thousand words.
· No mortal can keep a secret. If his lips are silent, he chatters with his finger tips: betrayal oozes out of him at every pore.
The thoughts above are reinforced by present day scholars. It is argued that the words spoken account for less than 35% of the total meaning produced while the remaining 65 percent is elicited by non verbal cues. This is Birdwhistell’s view reported in Haggblade (1982: 22). Birdwhistell also quotes Mchrabian as saying:
 that a person’s non verbal behaviour has more bearing than his words on communicating feelings or attitudes to others…
Verbal feeling = 7%
Vocal feeling = 38%
Facial feeling = 55% 
The above analysis and the one before shows that sufficient agreement seems to have been reached by those who have conducted research on this subject to warrant including some basic information about the role of non verbal communication in the overall communication process.
In sum, non verbal communication is divided in three distinct categories:
1.	Sign language – Gestures (signs for the dumb and deaf, group signs to show brother hood, etc.)
2.	Action Language – All bodily movements that communicate, but that are meant primarily to perform other functions (leg, hand, eye, etc., movement in a special way would convey particular meaning)
3.	Object Language – Any intentional or non intentional display of material things, including the human body and clothing (an engagement ring, particular display).
What exactly do we say about non verbal communication? What is it and what is it not? Non verbal communication
a.	takes place among people all the time. Our actions, moments, gestures, etc. transmit messages non verbally.
b.	will always occur. We may do without writing and talking but we cannot stop exhibiting certain traits that communicate with others non verbally.
c.	always occurs even from our sub-conscious. We do not always realize that we pass messages across to people or that our reactions at times are influenced by what we read in others.
d.	is largely more obvious than verbal communication. It is not possible to hide our actions, emotions and other symbols that reveal our inner self.
e.	is affected by a person’s culture and background. Certain symbols are interpreted differently by different people.
f.	works in conjunction with verbal communication to add to the verbal/linguistic meaning.
g.	may run contrary to verbal/linguistic messages. It reveals meanings hidden in linguistic messages.
h.	can reinforce linguistic messages as raising the voice or the arm may help emphasize the point being made.
i.	mostly takes precedence over verbal messages especially when interpreted correctly.
j.	can be, and often is, misinterpreted. This may bring about miscommunication.
k.	makes basic emotions more forceful. Hatred, anger, fear, love becomes more forceful with non verbal communication.
l.	May be denied. If it is not so effective as verbal communication in the exchange of abstract information or ideas.
Post-test
1. Discuss the three distinct categories of non-verbal communication.
2. Explain ten features of non-verbal communication.














LECTURE SIX
HUMAN VERSUS NON-HUMAN COMMUNICATION
1.0 Introduction
What actually distinguishes man from the monkey, the baboon, the ape and the higher animals is the use of language.
Objectives
At the end of the lecture, students should be able to:
1. define language, and
2. distinguish between language and non-human communication.
Pre-test
What do you understand by the term language?
CONTENT
Language is defined as;
a purely human and non-instinctive method of communicating ideas, emotions, and desired by means of a system of voluntarily produced symbols.
-Saphir (1949: 8)
The view point above is corroborated by Thomas Lewis (1975: 30) who writes that;
Language is, like building or hive making, the universal and biologically specific activity of human beings. We engage in it communally, compulsively and automatically. We cannot be human separated from it; without it our minds would die, as surely as bees lost from the hive.
As emotional as the above expression may sound, it distinguishes man from animals. Language is the one singularly significant factor of man’s social existence. It defines and interprets his life in every situation. It gives meaning to his different engagements and involvement. Without language, man will not be different from other sub-human animals. Ohigbodi Babayide [2000: 182] explains that 
That man expresses his emotions, his feelings and his thoughts in language is the one hard difference between man and those other lower animals.
So the most reliable, acceptable form of communication by human beings is the use of language. And according to Saphir [Ibid 22],
There is no more striking general fact about language than the universality.
There are no person, race or community that does not have its language used to communicate meaning. There is no concept, abstracts or concrete, by such people for which there is no language or expression. Even many primitive languages have a formal richness, a latent luxuriance of expression that eclipses anything known to the languages of modern civilization. Popular statements as to the extreme primitive languages are doomed as simply myths.
Words, words, words… that is, the means by which humans express their thoughts, feelings, emotions, desires, etc. even if it has been established that non-verbal acts account  for larger percentage of human expressions, language is the only indisputable, unarguable  form of communication. For how does a man prove that the other raises the rose (a flower) to spite him or snap the thumb to threaten him, frowns to show his displeasure or drags the feet to indicate reluctance.
However, it is still apt to argue that a man is what he says, what he does and what he wears. In literature, a character is analyzed by what others say about him and what he does. 
Non-Human Communication
Insects, birds, animals make sounds and express emotions and desires. But they do not use speech. The bible writes: Go to the ants, thou sluggard and learn its ways. It is written elsewhere that the ant travels on a single file as if someone had told them to do so. They have a high sense of understanding the weather. They can sense danger. They store food during the dry season and eat it during the raining season. It is purely communication. Yet, without the use of a microscopic object, one may not locate the parts of the body of an ant. Domestic animals communicate their gratitude to the master who regularly feed them.
Crystal [1996: 401] explains the language of bees. He says that one of the most closely investigated forms of animal communication is the dance performing honey bee when it returns to the hive, which conveys precise information about the source and amount of food it has discovered. The different dances are: round, left, rigor, above, tail wagging, straight live, etc. Crystal states that the tempo of the dance provides information about its distance. It is said that no other animal communication system provides such a  quality of precision. 
 LANGUAGE.
Many scholars believe that the chimps behaviour can be explained as a sophisticated imitation ability rather than evidence for some form of linguistic processing. The study of animal communication called zoo semiotics played an important role in the development of ethnology, socio-biology, and the study of animal cognition. Animal communication and indeed the understanding of the animal world in general, is a rapidly growing field, and deals with the understanding related to diverse fields such as personal symbolic name use, animal emotions, animal culture and learning and even sexual conduct, long thought to be well understood, but now revolutionized.
Among plants, communication is observed within the plant organism i.e. within plants cells and between same or related species, and between plants and non-plant organism, especially in the root zone. Plant roots communicate in parallel with rhizobia bacteria, with fungi and with insects in the soil. This parallel sign mediates interactions which are governed by syntactic, pragmatic and semantic rules and are possible because of the decentralized “nervous system” of plants. 
Post-test
1. Explain the importance of language to human existence.
2. Distinguish between human and non-human communication


LECTURE SEVEN
INTRA VERSUS INTER-PERSONAL COMMUNICATION
1.0 Introduction
Individual or [intra personal] communication is easy to define: It refers to our thought processes, the thinking that goes on within our heads. Only one person is involved.
Objectives
At the end of the lecture, students should be able to:
1. explain intra and inter personal communication, and
2. discuss patterns of  communication as well as the characteristics of effective feedback. 
Pre-test
What do you think is intrapersonal communication and how is it different from interpersonal communication?
CONTENT
Bisexually, intrapersonal communication is the foundation of all forms or methods of communication. It is the stage at which the thought is formed, when the idea is conceived before language is used to express such statements, questions and commands.  It is said that a person who is incapable of thought formation would not be able to communicate with another person. Many actions that are taken are thought-dependent. One considers a lot of things, argues within himself and then resolves to do or not to do, to say or not to say a particular thing. This kind of communication is called intra-personal communication.
Inter-Personal Communication 
Defining interpersonal communication is a slightly more complex task. As “inter” is commonly accepted as meaning either “between” [implying two] or “among” [implying more than two] the word “interpersonal” would be explained as any form of  communication that involves at least two persons. When two people are involved in communication, it is known as “dyadic”. It is called “group” when the interactants are more than two and “mass” when it involves a large population. Mass communication is usually through mass and electronic media.
Patterns of Communication
Every organization has two clearly defined systems of communication -  the formal and the informal systems. The formal system is the officially recognized system, which maybe communicated through memo, circular, gazette, etc. The informal is the unauthorized, unofficial relay of information by a person to another person or a group of people. The communication within a formal systems can either be vertical, diagonal or horizontal.
Vertical Communication 
Vertical communication flows downward or upward. It takes the pattern of subordinate -superior communication or superior-subordinate communication. Downward vertical communication includes directives, orders, rules, instructions, and query. Upward vertical communication includes requests, reply to a query, reports, observations, etc.

Horizontal Communication 
Unlike vertical communication which flows from the person with the greater authority down the ladder hierarchy and from those at the bottom of the organizational chart to the higher-ranking officer in the organization, horizontal communication refers to the exchange of messages, ideas and information between colleagues or workers on the same level or of the same rank. Such communication is lateral peer-to-peer type of communication.
Diagonal Communication 
While vertical and horizontal communication in an organization is formal, rigid and official, diagonal communication is less cumbersome and less rigid. Such communication does not rely on the hierarchy of authority. Information flows from different sources, in a rather interpersonal and an official way. This could be face-to-face or by means of the telephone. Much of the information derived from the diagonal communication may be rumours or the grapevine.
Rumours and Grapevine 
Rumours and grapevine are both informal forms of communication. While rumours are negative, grapevine is positive. Rumours go round to show that the communication is a closed system. There are suspicions and speculations about one thing or the other. Usually the source of a rumour may never be found. Mostly, it arises from someone’s imagination or feeling that one thing is likely to happen or that something was a reason for an action or the other. While at times certain things may be true about rumour peddling, most of the time rumours are entirely false. If the spread is not stopped, it may cause damage in system and repair may not be thorough.
Grapevine is an unofficial release of information. A member of a committee or a board may carelessly [involuntarily] release the details of an organization policies, plans, budget, etc.  News about impending promotion interview, payment of salary or arrears or increase could be deliberately or inadvertently released by a person that is privy to the decision taken. Grapevine is healthy while a rumour is ugly and damaging.
Feedback Phenomenon
The consequences of miscommunication may range from mild humours to extremely serious and costly consequence (Murphy and Hidebrandt [1988:17] ).
The build-up of feedback would be discussed in the next section under the title “communication network”.
The receiver of information usually reacts, either with a response based on clear interpretation of the symbols or an incorrect response because of miscommunication. What is received may be oral or written feedback, a ‘yes’ or ‘no’, a request for clarification, a desirable or an undesirable decision or an initiation from the source of information (Sender/Encoder). If the receiver incorrectly perceives (decodes) the message, we have miscommunication. The success or failure of the communication is indicated by the feedback we get.
Feedback refers to the verbal and visual response to messages. Feedback can be self-monitoring response that allows individuals to modify their behaviour until it meets their expectations. Feedback is also the only way a person can know whether intended or not. Without feedback, all that one can do is to assume that the message has been received correctly.
Characteristics Of Effective Feedback      
Effective feedback has most of the following characteristics:
· is descriptive [not evaluative], [avoids defensiveness]
· avoids accusation, presents data, if necessary.
· describes one’s own feelings or reactions.
· suggests more acceptable alternative 
· is specific rather than general 
· focuses on behaviour, not the person
· takes into account the needs of both the sender and the receiver
· describes the receiver and giver of feedback
· may be solicited rather than imposed 
·  is useful when well-timed
·  concerns what is said and done or how, and not why
·  is checked to ensure clear communication 
·  is checked to determine degree of agreement between the sender and the receiver 
·  is followed by attention to the consequences of feedback 
·  is an important step toward authenticity
·  involves understanding and predicting how the other person will react.
Whenever we are on the receiving end of feedback we should be careful to avoid these pitfalls.
· Try not to be defensive 
· Check on possible misunderstanding, restate what you heard
· Gather information from other sources
· Don’t overreact
· Ask for clarification  
As important as feedback is whether upward or downward communication, many are always reluctant to give feedback for certain reasons. Most especially, managers or authorities do not want to give feedback because
· of fear of the other person’s reaction 
· the feedback may be based on subjective feeling and the manager may be unable to give concrete information if the other person questions the basis of the feedback
· The information on which the information is based may be a very flawed process.
Post-test	
1. Discuss four patterns of communication.
2. What are the characteristics of effective feedback ?
LECTURE EIGHT
COMMUNICATION NETWORKS     
1.0 Introduction
Communication is a process of transmitting and receiving verbal and non-verbal messages that produce a response. Communication is considered effective when it achieves the desired reaction or response from the recipient. Simply put, communication is a two-way process of exchanging ideas or information.
Objectives
At the end of the lecture, students should be able to:
1. explain the communication process, and
2. explain the barriers to communication.
Pre-test
Explain communication
CONTENT
In actual practice, the communication process is not simple. It involves more than sender- message-receiver. Communication as a process involves a sequence of action, reaction and interaction. An action is always propelled by the need of  an initiator of the message to have a thought, a feeling, an idea and so on, while an interaction is the exchange. Reaction is the response from the listener to the receiver or vice versa.
Within the communication process, the source and message and the receiver are regarded as the primary components essential to the communication network. Along this axis are the stimulus, the medium, the channel, the feedback, and noise.         
· The Stimulus: This is the motivation or the need for the initiation of the communication process. It is the trigger stage at which an idea is stirred up within the sender.
· The source or sender of message: This is also regarded as the conceptual stage. The encoder of the message. He is the writer or speaker, depending on whether the communication is written or spoken. He chooses how to express the message. So the receiver or listener or reader will understand  and react to it.
· The message: The message consists of both verbal [written or spoken] symbols and non-verbal symbols to convey ideas from the sender to the receiver. This is the content that is meant to be interpreted by the receiver.
· The Channel and Medium: This has to do with how a message is sent through a written channel [by word or graphic symbols on paper] or through an oral channel through the medium of sound. It could be regarded as the form in which the message is transmitted. It is also anything that helps in carrying or amplifying the message. The channel does not only transmit information but links the sender with the receiver.
· The receiver: This is the person for whom the message is intended or the target of the communication. The message receiver is the reader or listener, the encoder. This stage is the perception stage. The receiver decodes, interprets according to his experience. Attitudes, abilities, opinions, communication skills, cultural backgrounds, etc., influence or intervene in the interpretation of the message.
· The Feedback: This is the response to a given message. It reflects how properly or effectively the message has been decoded. It also indicates the willingness to continue with the communication encounter.
· Noise: There is always noise in the system. Noise is anything that reduces the effectiveness of a message. Noise could be physical, psychological or linguistic. The source of linguistic noise could be semantic, grammatical or phonological.

Communication Barriers 
A barrier is an obstacle, a hindrance or anything that causes delay or impedes that process of successful interaction with a person or a group of people. Such delay or difficulty in getting information across can create a lot of problem for the company, its staff, the customers and clients. Barriers occur when the sender’s message does not get through to the receiver or the receiver misunderstands the message. Communication barriers distort or interrupt the sent message and its meaning.
· Physical Barriers:  Physical barriers to communication include large working areas that are physically separated from others. Likewise, poor or outdated equipment, particularly failure of the management to introduce new technology, may cause an impediment. Distance, location [noisy environment] poor road-network may cause physical obstacle to a free-flow communication environment. Any abnormal stimulus that obstructs the decoder from interpreting the message appropriately, would be a physical barrier. Such barriers include the sound of aircraft, unpleasant odours, the rambling of thunder, the screeching of car tyres, rainfall, inappropriate lighting, and loud background noise and so on.
· Psychological barriers: Psychological barriers may arise from the poor state of the mind of the interlocutors. Domestic worries and disturbances from family members, neighbours or colleagues or thoughts of imaginable enemies would affect communication flow. A communication is certainly influenced by one’s own temperament or attitude. It is an intrusion into the mind of the encoder or decoder such that wrong symbols or signals are passed or wrong interpretation is done. Fatigue, personal bias, dementia, depression and many more factors could trigger psychological barriers.
· Linguistic Barriers: Language is the indispensable tool that enables humans to communicate complex and abstract ideas by means of symbols [words]. At the same time inadequate linguistic skill stands in the way of effective communication. It presents some of the most perplexing and exasperating communication barriers. If one or both interlocutors are inadequately equipped to handle the language of discussion, there surely would be problems in comprehending the message.
Phonological Barriers: Mispronunciation, lack of knowledge of silent sounds, interchanging voiced and voiceless consonants alternatively, wrong stress placement, misuse of tone and intonation, wrong vowel assimilation, deletion, insertion, general false articulation of linguistic sounds would hinder communication. 
Grammatical Barriers: These are undeniable errors at the grammar level, obvious spelling errors and punctuation errors. Errors in grammar include the omission of an essential sentence element such as subject, predicator, complement and adjunct; wrong tense, misuse of model operators: misuse or omission of the article; confusion or ambiguity in the use of pronouns; misuse of countable and uncountable nouns; wrong prepositions; misuse of relatives, subordinators and conjunction; errors in concord; misrelated participles, intransitive verbs, passives, and vice versa; errors in comparative constructions and so on.
· Semantic Barriers:  Semantic barriers refer to the errors one makes when one misinterprets a message either because the style used by the encoder is too complex  or that the decoder does not share the same professional or cultural background with the encoder. Consider the expressions below:
“Omo ale” [Bastard]
“Omo ale” [stubborn child]
While some cultures regard “Omo ale” as an accusation of infidelity on the part of the mother, which of course will generate an uproar, in another culture ‘Omo ale’ is a subtle, mild, abuse of someone that is recalcitrant and is aversed to doing one’s bidding.
Lexical Barriers: A good speaker/writer and a good listener/ reader must be knowledgeable about discourse for meaningful interaction to take place. When a speaker/writer is ill-equipped in the vocabulary, he uses longer and usually circumlocuted  expressions and often uses words that do not appropriately convey his/her thoughts. On the part of the listener/reader, he/she guesses, assumes and misconceives the result. One should be very familiar with the vocabulary or register of a particular profession for him/her to communicate effectively.


· Conclusion: Barriers are influencing factors which impede or breakdown the continuous communication loop. They block, distort, or alter the information. By identifying the barriers and applying counter measures, team members can effectively communicate.

Post-test
1.Discuss stimulus, channe, feedback and noise as essential components of the communication process.
2.Explain five barriers to effective communication

LECTURE NINE
THE COMMUNICATION EQUATION 
What you hear 
Tone of voice
Vocal clarity							40% of the message
Verbal
Expressiveness 

What you see or feel
Facial expression
Dress
Posture
Eye contact
Touch
gesture
Other non verbal cues 
Words ….. 








COMMUNICATION NETWORKStimulus


Receiver 
Decoder
Feedback
The Medium
The channel
The message
Sender
encoder


Practice Questions
1. What is communication?
2. Examine two definitions of communication and discuss the salient points.
3. What are the basic functions of communication?
4. “Communication exhibits certain characteristics which make it distinct from other human phenomena”. Discuss these characteristics in detail.
5. “Individuals hold certain assumptions about communication. These assumptions have influenced how individuals perceive it; and these perceptions have also tended to affect various individuals approaches to communication” (Burgon and Ruffner [1978] ). How apt is this statement?
6. Explain the following terms in relation to communication chain and components.
a. The stimulus 
b. The message 
c. The channel
d. The feedback
e. The source or sender
f. The medium
g. The receiver
h. The noise
7. Language and communication maybe assessed to be inseparable. Explain this statement with adequate and appropriate practical examples.
8. “If we were supposed to talk more than listen, we would have been given two mouths and one ear” (Mark Twain). To what extent is listening superior to talking in effective communication?
9. What are the individual factors that could affect the way a person ‘sends’ or ‘receives’ a message?
10. Explain the importance of effective communication
11. How appropriate could non-verbal cues reinforce the understanding of a message?
12. What are the barriers to effective communication?
13. Explain writing/reading skills; speaking/listening skills as essential communication skills.
14. What is feedback? What are negative and constructive feedbacks?
15. Why are many authors reluctant to provide feedback?
16. What are the characteristics of effective feedback?
17. Differentiate with copious examples verbal and non-verbal communication.
18. With relation to the custom and tradition of your people explain 5 body language signals that are used to pass information?
19. What is telepathy?
20. Explain intra and interpersonal communication.
21. Why is it that most of the time we misunderstand each other in communication?
22. What are the examples of self-communication?
23. Explain the following
· Aggressive communication
· Passive communication
· Assertive communication
· Poor communication
24. Explain the advantages and disadvantages of
· Oral communication
· Written communication
25. Explain 
· Vertical communication
· Horizontal communication
· Diagonal communication
26. Differentiate between rumours and grapevine.          


LECTURE TEN
LANGUAGE AND COMMUNICATION
10.0 Introduction
Language and Communication Defined
Language and communication are closely connected and this close connection is so self-evident that one can safely say that the two concepts are inseparable. Language serves as the vehicle of communication. Let’s consult a couple of authorities to confirm this claim. Among the various definitions of language given by Oxford Advanced Learner’s Dictionary, the first and foremost has it as “The System of communication in speech and writing that is used by people of a particular country or area”. Similarly, Macmillan English Dictionary for Advanced Learner’s defines it as “The method of human communication using spoken or written words”. These definitions readily reveal the link between languages and communication. That the word communication is key to, and consistent with the two definitions, clearly lends credence to this assertion of interrelationship between language and communication.
Objectives
At the end of the lecture, students should be able to:
1. define language and communication;
2. discuss the functions of language and communication, and
3. explain the characteristics of language.
Pre-test
What is the relationship between language and communication?
CONTENT
Communication, by definition, can be regarded as the sharing or transmitting of one’s ideas, some information, feelings, thoughts, etc. with others. Communication, however, goes beyond just the transmission of ideas or information. To communicate in the real sense of the term requires that the message contained therein is taken in and well understood by those to whom it is directed. And this assertion is apparently in agreement with Shirley Taylor’s definition of communication as “giving, receiving or exchanging information, opinions or ideas by writing, speech or visual means, so that the message communicated is completely understood by the recipient(s). In a nutshell, the effectiveness of communication, in any form, rests entirely on its impact on the audience and how far it has succeeded in eliciting some expected response from the recipient or the recipients.
2.2	The Functions of Language in Communication 
	As a means through which information, ideas or opinions, feelings, thoughts, etc., are transmitted or exchanged, communication inevitably involves the use of language. As a matter of fact, language plays extremely crucial roles in the art of communication. Yes, without language, communication can hardly, if at all, be successfully carried out. The functions of language in communication include the following:
1. Language, above other functions, serves as the tool with which communication is carried out. 
2. Language can establish and even enhance relationship between the communicator and his or her audience. Establishing a solid relationship between the speaker/writer and the listener/reader facilitates a better appreciation of the message in transmission. On the other hand, failure to achieve a good relationship in the exchange process can lead to a loss of communication and this could occur as a result of the use of unsuitable and inaccurate language.
3. In any business dealing, language is used to keep records of all transactions. These would include the transactions between a given organization and another, or between one person and another. It could as well be an interaction between members of staff within an organization. It is appropriate that every official deed is adequately documented for reference purposes and such documentation involves the use of language. Record keeping is not restricted to business or market situation. Every activity of societal significance requires record keeping and this is done with language. 
4. Language performs textual function. The expression of one’s thoughts through a textbook or a text message involves the use of language. Needless to say, the language use in a medium like any of the above mentioned must be such that the reader(s) can identify with, otherwise communication gets lost and the audience makes no sense of the message. 
5. Language is used for the purpose of persuasion. In this case, the communicator attempts to convince the listener or the reader that a particular idea, goal, or course of action is the best among several alternatives, using, in most cases, emotionally appealing language capable of swaying people’s thinking. Advertisers are especially renowned for persuasive function of language. They often thrive on loaded language and persuasive techniques to project their products to the public. Loaded language involves the use of words that reveal the speaker’s or the writer’s opinion about something with a view to influencing the listener or the reader to embrace the same. As a tool designed to control people’s thinking, loaded language essentially appeals to emotions rather than intellect and advertisers employ it in place of facts to win consumers’ interest for a particular product.
6. Language is also employed for aesthetic purposes. In literary works such as poetry, drama, and novels, the language use is as important as the message itself. Indeed, poetry projects primarily the beauty of language above the message it carries in most cases. In this case some critics conclude that the ‘how’ is more important than ‘what’ is said. Effective manipulation of language can easily and successfully divert the reader’s attention away completely from the message to the technique.
7. Language is also used for the purpose of identification of members of a group or association. Through the use of language, we can differentiate the learned person from an unlearned. We can also differentiate somebody from one profession from a person in another profession.        

The Functions of Communication in Language
Communication has a number of functions in language. As the heart of every organization, communication creates, or should create, a natural understanding and agreement between the speaker or writer and the listener or reader. In order to achieve this however, specific purposes should be identified and adhered to. These purposes which form the functions of communication are as follows:
1. Transmission of Information. It is an obvious fact that the basic function of communication is transmission of information. In business organizations where communication is especially crucial, information is constantly passed across both internally (within the management and the members of staff of the organization) and externally (between the organization and its clients or even the general public). We live in an information age with a considerable increase in the amount of information to be attended to in a business setting. A good communication skill will enable the management and staff of an organization not only to make fast, effective decisions based on the information received, but also help them to be able to find, assess, process and communicate information efficiently and effectively. With this, the company can cope effectively with the challenges of this information age. Business proposals, memoranda, communiques, company bulletins, circulars, etc., are examples of informative function of communication in an organization.
2. Communication often plays a crucial role in conflict resolution. An effective communication can create an enabling environment for a peaceful coexistence among the workers in a given organization; it also fosters amicable relationship between a business organization and its management and by extension, any existing union in connection with the organization. This is also applicable to government in relation to labour union and other various unions that constitute pressure groups in the country. Disagreements often arise between these various groups as a result of conflicting interests. Effective communication can bring about a quick resolution of such conflicts as parties involved reach a compromise. 
3. Warning signs are used through communication. A situation whereby specific instructions or warnings are given concerning certain circumstances always involves communication. Examples of such instructions/warnings include signs of Zebra Crossing, Pedestrian Crossing, Pelican Crossing, Slow Down, Dangerous Bumps Ahead, Road Diversion, Out of Bounds, Non Staff, No Parking, No Stopping, No Waiting, Keep Moving,  No Hawking, No  Begging, etc. In some cases, instructions or warnings are given signs or symbols to enable the illiterate members of the society get the message. A picture of a skull usually symbolizes danger that can lead to death or destruction. All of these are forms of communication.
4. Communication serves as an instrument of persuasion. This persuasive function of communication is often found in advertisements, propaganda bulletins, sermons, and political speeches. In using communication as a tool for persuasion, the speaker or writer seeks to convince the listener/reader to agree with an idea or opinion and, in most cases, take certain action in line with the communicator’s opinions. For the reason that this kind of communication always puts forth a debatable subject or ideas, it requires a great deal of efforts to succeed in influencing the audience to agree with the speaker/writer on whatever issue involved. For instance, about 10 candidates might be contesting for the position of the president of a country. Each of the contestestants will be expected to persuade the electorate on why he/she should be considered as the best among other contestants, using language that creates a serious, unemotional tone, or expressed attitude.        
5. Interaction and Integration. It has already been established that communication enhances peaceful coexistence and amicable relationship. Interactive and integrative function of communication seeks to strengthen such sense of brotherhood. And this in turn promotes a peaceful coexistence and amicable relationship among a people. This kind of communication can be noticed in village meetings of those concerned, interactive sessions of a group or professionals, exchange of cards among friends and occasions in which people are brought together to enjoy fellowships of some sorts.
6. Communication can also help in dealing with emotional situation. When people express their feelings – frustration, disillusionment, world view, fear, anger, nostalgia, disappointment, shock etc – through some artistic medium, they engage in what is known as cathartical function of communication. Cathasis, as a function of communication, creates an avenue for pouring out of one’s emotions to bring about the desired relief and sense of satisfaction.
7. Recreational function of communication. This involves relaxation and entertainment. Entertainment is necessary in a business organization to ease the tension and break from the monotonous routine normally associated with workplace. 
All work and no play “they say “makes jack a dull boy”. A life of endless routine at work can easily lead to the problem of low morale in the members of the staff. On the other hand, recreational activities organized from time to time, tend to boost workers’ morale and motivate them to work harder for increase in production output.  
8. Communication also has a regulatory function. And by this is meant the documentation of a people’s values, cultural heritage, constitutional and criminal codes, professional ethics, etc., as a guide to ensuring an orderly society. The records in which all these regulations are contained involve communication.
Characteristics of Language
Language is a tool of communication and as a concept in academic endeavour, it is only natural that certain qualities and features of it be investigated and identified. 
One characteristic of language is that it is system based. This means that it is a product of an organized group of sounds all of which combine to project a meaningful message. Although all living creatures consisting of human beings and non-human beings are capable of communicating, the use of words in language is however a gift possessed by humans alone. It is only human beings that have the capacity to express thoughts and feelings in words either through speech or writing. The systematic characteristic of language is concerned with the conventional arrangement of words to form groups as well as rules and regulations guiding various words classes or parts of speech, and the various functions performed by different word classes.
Another characteristic feature of language is arbitrariness. According to Oxford Advanced Learner’s Dictionary, the word arbitrary is defined thus: “(of an action, a decision, a rule, etc) not seeming to be based on a reason, system or plan and sometimes seeming unfair”. In absolute agreement with this definition, the arbitrary quality of language implies that language is used purely on the basis of conventional rules that lack any system or mutual plan. As such there is nothing to suggest a link between a given linguistic form and what it names. No one can point any logical connection between “a large pink bird with long thin legs and a long neck, that lives near water in warm countries” and the label ‘flamingo’. Nor is there anything about the word ‘cap’ that captures a reason it should be so called. A cap is called a cap simply because it has been decided to be called so and we all continue to call it so in response to the dictate of convention. Another name could actually be given it and we would not be wrong if we call it that name, after all, a cap has different names in other language. This is also true of all other words.
Dynamism is yet another characteristic of language. Language, as used by humans is not static but rather keeps changing with time. Many of the words we are familiar with and use today were unknown to our forefathers. This is so because the level of knowledge then was relatively low and many things have been invented that were not in existence then. The constant increase in knowledge often brings about formation of new words and so the language continues to acquire more and more words. These new words are formed about the same way that words have always been formed. They are sometimes coined from appropriate roots and prefixes from the Latin and Greek such as astronaut which means space traveller coined from (astro -start + naut - sailor; literally star sailor). A new word is occasionally formed from the first letters of words in a descriptive phrase. Apart from the coming in of words into the language, a change can occur when some old words are used in new ways thereby acquiring new meanings.
Closely connected to this quality of language is displacement. Displacement characteristic of language creates an avenue for the language user to make reference to things and places not part of the present setting and the origin or the existence of which we have no knowledge. Thus the user of the language can effectively discuss subject about the past, present, future, the immediate and the far remote places and even abstract objects.
Also, language is reciprocal in nature. The reciprocal characteristic of language implies that at least two people are often involved in a typical language use situation. It is mostly an act of exchange rather than one way delivery. Where there is speaker(s), there is expected to be listener(s) and a piece of writing is targeted at a reader or readers. Language is said to have fulfilled its role as a vehicle of communication when the listener or the reader understands the message. Note however that there is an exception to this reciprocal rule of language. When language is used for broadcast, for instance, it does not require a response except on special phone-in programmes whereby the audience can respond instantly by making comments or asking questions about the subject under focus, through telephone.      
Creativity and productivity constitute yet another characteristic of language. Despite the fact that there are laid down rules that govern the use of any language, the users, yes the skilful users, often possess the potentials to manipulate language to suit some personal purpose and create a desired effect or impact on the listener(s) or the reader(s).
Language is also culture dependent. One can hardly divorce culture from language. According to A.I. Asiwaju “culture is what gives order and meaning to the linguistic, social, political, economic, aesthetic, religions and philosophical modes and organization of a people, nation or ethnic group”. The culture of a people is often reflected in their language and the acquisition of a language often facilitates understanding and appreciation of its culture.
Language is inborn in the sense that the ability to communicate using words or at least, uttering some sounds, is innate to everybody. However, the possession of the skilful use of language especially in writing is something to be learnt and acquired. 
Discreteness is another characteristic feature of language. The discrete characteristic of language is all about the individuality and independence of the various sounds of the language. Every sound has a unique pronunciation different from all others and failure to recognize and follow this will definitely lead to a loss of communication as the listener(s) will most likely hear something other than what is said.

Post-test
1. Discuss some of the functions of language and communication.
2. Explain some of the characteristics of language.








LECTURE ELEVEN
GOOD WRITING AND EXCELLENT COMMUNICATION
11.0. Introduction
Writing as a  Representation of Self
The English Language consists of four different  language skills – listening, speaking, reading, and writing. If this is the sequence of their acquisition, as language scholars have made us to understand, then, writing is therefore the fourth language skill. It is the last language skill to be learnt by the second language user of English. A thorough knowledge of English would have been got from listening and reading before  the language user can effectively put down his knowledge in a written form.
Objectives
At the end of the lecture, students should be able to:
1. link good writing to excellent communication, and
2. master the correct spellings of commonly misspelt words.
Pre-test
How does effective writing aid good communication?
	
CONTENT

Writing is an important factor in communication, especialy written conmmunication. This is because it is the process through which letters and other symbols are printed on a surface, especialy with a pen or pencil. Different thoughts, ideas and information are transmitted from one person to another through this medium of communication (writing). Since individuals differ in both looks and perceptions, they express themselves in writing uniquely. Also, their experience and exposure affect, to a large extent, the way they express themselves through writing.
Thus, writing is a representation of self. It reveals the mind-set and thought processes of an individual. If two individuals are given a topic to write on , both would employ unique styles based on their experience in the use of the English language. Whereas one may employ simple straight-forward sentences with simple words, the other may decide to use compound and complex constructions with compound words. Also, an individual that has developed his vocabulary to a large extent would find it really easy to express himself in writing. However, an individual with less vocabulary power would find it difficult expressing himself in writing. Instead of using effective and appropriate words and expressions, he would use phrases and longer expressions to say what he means. This would hamper communication between him and others.
It  is, therefore, important for every user of English to master the necessary skills required in communicating through writing. Besides  vocabulary, other requirements for effective communication through writing  are grammatical accuracy , adequate punctuation marks, good and corect use of spellings, utilization of figures of speech and parables, coherence and clarity. When all these are in place in an individual’s writing, then he/she would have no difficulty passing across his actual message to his listeners or readers. He/she would have also succeded in making an image for himself as his style would be unique and easily identifiable by all.
The Role of Spelling in Communication
Spelling deals with the combination of  letters  which  form  words. Communication , which is the transmission of messages from one person to another, requires words for its effectiveness. There are many words in English which have difficult spelling because there is usually no direct relationship between  sound and letter. This is not so in our local languages. Therefore, anyone that hopes to communicate effectively must master such problematic spellings.

Strategies for Mastering Spelling
The fact that English has some problematic spellings has led some scholars to design  some strategies which can help the learner of English to overcome this challenge. However, there are basic hints that an individual needs that can aid him in mastering English spellings. Some practical steps needed to acquire good spelling habits are:
a) A reader/ listener should carefully observe the difficult word.
b) He should try to pronounce it.
c) He should try to spell the word from memory.
d)  He should cross-check the spelling in a good dictionary.

Some Words that are mostly mispelt in English are listed below:
	Accelerate 
	Fulfil 
	Quiet 

	Across
	Grandeur
	Receive

	Accommodation,
	Grammar
	Receipt

	 Aggregate 
	Hindrance
	Reference

	Attempt 
	Harass
	Repetition

	Attainment 
	Illegible
	Remuneration 

	Agreeable
	Imminent
	Restaurant 

	Apalling
	Irregular
	Satellite

	Assassinate
	Isosceles
	Sincerely

	Ameliorate
	Liaison
	Skilful

	Argument
	Lieutenant
	Souvenir

	Argue
	Lonesome
	Soliloquy

	Adivice (N)
	Maintain
	Sovereign

	Advise (v)
	Maintenance
	Technique

	Beginning
	Manoeuvre
	Terrible

	Benign
	Manoeuvring
	Tomorrow

	Catarrh
	Marvellous
	Twelfth 

	Cigarette
	Mimic
	Unnecessary

	Cemetery
	Monastery
	Vengeance

	Conscience
	Mischievous
	Vacuum

	Conceive
	Miscellaneous
	Villain

	Curiosity
	Ninth
	Writing 

	Committee
	Occurrence 
	Weird

	Conceit
	Occur
	Wield

	Condemn
	Occurred
	Yacht

	Deteriorate
	Occasion
	

	Dilemma
	Omission
	

	Diarrhoea
	Precede
	

	Deceit
	Proceed
	

	Deterrent
	Playwright
	

	Disservice
	Pronounce
	

	Exaggerate
	Pronunciation
	

	Embarrass
	Predecessor
	

	Embarrassment
	Privilege
	

	Exuberant
	Pneumonia 
	

	Favourite
	Psychology
	

	Fluorescent
	Queue
	

	Forty
	Quite
	



An  individual can decipher the spelling of most words from observing a number of their regular occurrences, such occurrences have been taken as spelling rules which can guide anyone that encounters confusing words or spellings. These rules are discussed below.
1. Noun and Verb Forms of Words
Some words are pronounced  alike but they have different spellings for nouns and verbs. Whereas the spelling with “C” is for the noun, the one with “S” is for the verb. Examples are:

Noun                        Verb
Advice                       advise 
      Licence                      license
      Practice                      practise
     Prophecy                     prophesy

2. Instances where the letter “e” is doubled in words.
The “e” letter is doubled into “ee” in some words beginning with “suc-”, “ex-”, and “proc-”. Examples are succeed, exceed, proceed. However, in some cases, the “e” letter is reflected in words  such as: secede, supersede, recede, precede, concede, intercede.
3. Suffixes in words ending in “e” that is not pronounced and some words that end in an “e” that is silent (not pronounced ) behave differently in the presence of different suffixes.
a)  The “e” letter is maintained in the new word if the suffix begins with a consonant. e.g.:
Arrange + ment        = arrangement
Hope      + full          = hopeful
Sincere   + ly            = sincerely
Pronounce+ ment   = pronouncement
Fate+ful                   = fateful

However, there are some exceptions to this rule as seen in words such as duly, truly, argument, wholly.
b) When the suffix begins with a vowel, the “e” is dropped. Examples are:
Argue +   ing              =arguing
Come +  ing               =coming
Decide +  ing             =deciding
Dance  + ing              =dancing
Fate + al                     =fatal
Increase + ing            =increasing
Determine +ation    =determination
There exists some words, however, where the “e” is retained as in 
                      Sale  + able         = saleable
                      Rate  + able        =  rateable.
c) Generally, nouns ending in “e” which are added to the suffix “ing” do not drop the “e”. Examples  are :

Hoe +  ing          =  hoeing
Canoe + ing       = canoeing 

d) In words ending in “ce” or “ge” the “e” is kept e.g.

Service + able    = serviceable
Notice +able     = noticeable
Courage +ous   = courageous
Manage  + able  = manageable

4. Words Ending in “-ic’ or “-ac”

In some words which end in “-id “-ic” and “-ac”, “k” is added before the suffixes “-ing”, “-ed” or “er”.  Examples are:

Mimic – mimicked
Panic  -panicking, panicked
Picnic – picnicked, picnicker
Traffic – trafficking, trafficker
Bivouac-bivouacked, bivouacking

5. Using the “ei” and “ie” conbinations
In some words, after the letter” c”, “ei” is used, as seen in these words.
Ceiling, deceive, deceit, receive, receipt. In some other words, “ie” is used as in believe, achieve, siege, chief. However, there are some exceptions to these rules as seen in words like:
species, protein, seize, counterfeit, weird.

6. Words ending in “-y”, and “-ie”
Usually, in words ending in “y” preceded by consonants, the “y” is changed to “i” before any suffix. This is with exception to the sufix “-ing” Examples are given below.

	Cry
	Cries 
	Cried 
	Crying 

	Satisfy
	Satisfies
	Satisfied
	Satisfying

	Try
	Tries
	Tried
	Trying

	Dry
	Dries 
	Dried
	Drying

	Glorify
	Glorifies 
	Glorified
	Glorifying 

	Intensify
	Intensifies
	Intensified
	Intensifying 



In verbs that ends in “-ie”, the “ie” combination is changed to “y” before attaching the “-ing” suffix
 Die – drying
Lie –lying 
Tie –tying 
Vie- vying
An exception to this rule is seen in the word drye-dryeing.
7. When to Double Letters
The final consonant of a word is doubled before attaching “-ing”’-ed”, and other suffixes begining with vowels in certain situations
a) When the word contain a short vowel, e.g.
Sap          sapping      sapped
Tap          tapping
Hop         hopping
Pat          patted
Man        manned
The short vowels in English are //, /ae/,/e/ , /u/ ,/ /, //, /e/. The long ones are /i:/,  /a:/, /u:/, /:/, /e:/.
Thus, in an instance where the vowel in  the word is a long one or a diphthong, there is usually no vowel to double. For instance,
                                   Hope -    hoping
                                    Boil -     boiling
b) Where the stress falls on a short vowel at the end of a two syllable word as in :
begIN          -  begin (ning )
comMIT     -  commit (ted)
fulFIL          - fulfil (led),fulfil (ling)
oCCUR        -   occur(red)
preFER          - prefer (red)
However, if the stress occurs elsewhere, then the consonant is not doubled. Consider the folowing examples:
BEnefit                 -   benefited
GAllop                    - galloped
HAppen                   - happening
Offer                       -    offering  

Exceptions to this rule are seen in words like handicapped, kidnapped, worshipped
c) When the word ends in “l” preceded by a short vowel,e.g.

Cancel   -   cancelled /cancelling
Travel   -   travelled / travelling
Counsel   -   counselled / counselling
Propel   - propelled /   propellinmg

8.  The treatment of double “ll” in compond words.
Some compound words are formed by joining simple words that end in double “ll” to them. When the compound words are formed, the double”ll” are made single. Examples are:
All   + ready   = already
All   + together   =altogether
All   + ways  =  always
Full   + fill   = fulfil
Skill   + full   = skilful
Duty   + full  = dutiful
Faith   + full   + faithful
Well   + come   = welcome
Well   +  fare   = welfare
Note: There is a differences between ‘all rerady’ and ‘already’ as well as ‘all together’ and ‘altogether’. The difference lies in thier meanings.

9. Forming Adjectives from Nouns Ending in “-our”
Some adjectives can be formed from nouns that end in “our”. When this is done, the “u” is usually dropped. Let us consider the following examples:
Noun             Adjective
Glamour   -    glamorous
Humour    -     humorous
Vigour   -      vigorous 

An exception to this rule is seen in adjectives which are formed from nouns by adding the suffix “-able”, as in : honour   -   honourable
10.  Attaching the negation prefixes “dis” – and “un”
Sometimes words formed by attaching the prefixes dis- and mis- can be problematic.  There is  usually no problem if there is no “s” at the beginning of the original word. In the case of the  dis- or mis- , they are just attached to the word as in:
Dis  - approve   =  disapprove
Dis  - appoint   =  disappoint
Mis  - place     =   misplace
Mis – appropriate  = misappropriate
However, a double “s” is required if the word to which the prefix appears begins with an “s” as seen in the following examples:
Dis   -  service   =   disservice
Dis   -  satisfy    =   dissatisfy
Mis   -spell        =  misspell
Similarly, words without “n” in the original form do not pose any problem. You need to add ‘un’ before such words. Examples are: 
Un   +   happy   =unhappy
Un   + faithful   = unfaithful
Un   + kept   = unkept
But if the word begins with an ‘n’ there will be double n’s . For example
Un   + necessary   = unnecessary
Un   +  named   = unnamed
Un   + nerring = unnerring 

Post-test
1. Discuss the role of spelling in communication
2. Explain some of the strategies for mastering spelling.













LECTURE TWELVE
THE ROLE OF CAPITAL LETTERS AND PUNCTUATION MARKS IN COMMUNICATION

12.0.  Introduction
Human beings communicate through two major forms -  speech and writing. Whereas speech employs variations in tone of the voice, pauses, gestures and facial expressions to add force and meaning to what is being said; writing employs punctuation  marks to achieve the same purpose. Therefore, puntuation marks serve a great function in written  communication. Punctuation marks can otherwise be termed grammar’s traffic policeman.  

Objectives
At the end of the lecture, students should be able to:
1. explain the role of punctuation marks and capital letters in communication, and
2. discuss the dos and don’ts of capitalisation.
Pre-test
What is the importance of capital letters and punctuation marks in communication?
CONTENT
The construction of good sentences depends to a large extent on the use of good language and the correct observation of punctuation  marks. This is because punctuation marks serve the purpose of controlling the users of the English language to observe breaks or pauses while speaking or writing. Punctuation   marks refer to the various signs which speakers or writers use to observe, pause, direct questions,  as they like , in sentences, clauses and phrases.
A sentence that is not well punctuated  can spell doom both to the writer and the auduence or reader.  We shall discuss the different punctuation  marks in English which skilled writer needs  to  communicate excellently well to his reader or audience. These are the full stop, the exclamation  mark, the question mark,  the comma, the colon, the semi-colon, the dash, the parenthesis, the aprostrophe, the quotation marks, the hyphen,  the brackets, the  ellipsis, etc. The use of capital letters will be discussed first.
1.  The Use of Capital Letters
Capital leters are the alphabets that are written in the upper case as A,B, C. The use of capital leters in expressions carry some special meaning, hence it is necessary to discuss its proper use.
a)  Capitalise the first letter of the first word of a sentence or entries in a column. e.g.
i. The students worked very hard
ii. –    Account
· Briggard                            
· Clasp                                            words in a column
· Drummer
· Empathise


b) Capitalise proper nouns ( names of persons, places and organisations)
e.g.   Chinua Achebe
         Lagos State
        Ondo State University
       United Africa Company (UAC)
      First Bank of Nigeria Plc.
     All People’s Party

c) Capitalise the first leter of the first word in a direct speech, even if it does not begin the sentence. e.g
i.  The man said, “ Take the book away.”
ii. She asked her friend, “Are you going home”

d)  Capitalise  official titles 
e.g.   The Registrar
         President Umaru Musa Yar’ Adua
         Professor Lawal
        Pope John Paul 11

e) Capitalise the first letter of the first word of every line of poetry.
e.g    Nightfall comes like dreaded  disease.
         Seeping through the pores of a healthy body.

f) Capitalise trade  names which have not  become  so common as to be taken as types of articles rather than just makes and brands. e.g.  Cocacola, Lux Beauty Soap, Imperial  Leather. 

This is  different from those names which have become very common : aspirin, cellophane

g) Capitalise a commmon noun that is used in a special context e.g.  the Great War (of 1918), the Civil War (of 1970), the Channel (English Channel).

h) Capitalise the first leters of some School subjects or courses e.g

Economics
Modern Benin History
Anthropology of Art

i) Capitalise some  words in a sentense to show emphasis. e.g
The landlord asked the tenant to pack out of his house IMMEDIATELY.

j) Capitalise the first letter (s) of the words  in the salutation and the first leter of the complimentary close or correspondence e.g

Dear Sir or madam } salutation
My Dear Father

Yours faithfully
Yours sincerely         } complimentary close

k) Capitalise the first leters of the names of religions, adherents, language, etc
e.g   Christianity
        Christian
        Islam
        Moslem / Muslim
        Hausa

When not to capitalise
a) Do not capitalise titles which do not refer to any specific individual
e.g      The congregation consisted of leturers, doctors, lawyers, and bankers.

b) Do not capitalise points of the compass, except they refer to a region or a  political or economic bloc
e.g    James is traveling west of the country.
        They are on vacation in the east           } without capital letter

He won a seat in the Northern Region.
Eventually, the South won over the East Bloc  after a protracted, cold war} with capital letter

c) Do not capitalise season of the year.
The seasons are wet or raining season, dry season, harmattan period, spring, autumn, fall, winter, summer and farming seasons
e.g . Farmers  love  the  raining  season. 

d) Do not capitalise the first letters of the names of diseases and foods, unless they contain a proper noun or a proper adjective.

e.g. There  is an outbreak of cholera epidemic.
       The men were treated to a Nigerian dish of egusi soup and semovita.

e) Do not capitalise the first letters of conjunctions, prepositions or the indefinite and definite articles of names and titles of books, poems, etc, unless they begin the names of such book titles, etc.

e.g.  I have read Chinua Achebe’s Arrow of God.

2. The Full-stop or the Period ( . )
The full-stop marks the end of a sentence that does not end with a question mark( ? ) or an exclamation matk (! ). It performs several functions . It is used to:
a) Indicate the end of  declarative or imperative sentences.
e.g. ( i )  Hardwork is the key to success.
       (ii ) See me at once.  

b) Mark abbreviated names and titles.
e.g. C.N.N, Wed., A.S.U.U., Prof., U.N.O., B.A.
                 It is important to note that the full-stop may not be used in some cases when the abbreviations  have become well known and accepted.  Most of such abbreviations 
                end with the last letter of the full words. 
                Examples of such abbreviations are Mr., Mrs., Dr., etc.
c) Also when the abbreviations  form  an acronym, the full stop may be omitted, e.g. UNICEF, FIFA, ASUU, UNESCO.

3.  The Exclamation Mark ( ! )
It is used to mark the end of interjections and exclamations, showing emotions of joy, anger, contempt or pleasant surprises.

e.g.  Interesting !
        Absolute nonsense!
        How naughty he has become !
        What a beatiful day!

4. The Question Mark (? )
The question mark is used to end interrogative sentences ( i.e. questions).

e.g.  Should I  go home ?
        Where are the books ?
          He drugged the boy ?

It must be stated that the question mark is not used for indirect questions ( i.e. questions in reported forms. ) e.g.
             The teacher asked why the students were disturbing.
             The manager demanded to know why production had to stop.
The question mark is also used to indicate uncertainty as in :
              Ade was born in 1980?

5. The Comma ( , )
The comma is used to indicate a short pause in the following situations:
a) Giving additional information
e.g. Mr. Okon, our new lecturer, is from Abia State
b) Setting off “Yes “ and “ No”
e.g. Yes, this was his first attempt at escaping.
       No, it was not his first attempt.

c) Marking off subordinate clauses at the begining of the sentence.
e.g. As there was power outage, the children retired to bed early.

d) Separating the year from the months or day
e.g. The child was born on August 5, 2002.

e) Joining long independent clause by co-ordinating conjunctions such as “or” “but’ ‘and”.
e.g. The girls will pay, or they will not be allowed into the hall.
        The mother asked the girls to tidy the house, but they disobeyed her.

f) Marking off vocative expressions ( i.e. expressions used in addresing people)
e.g. Let me advice you, do not count your chicks before they are hatched.

g) Separating words, phrases and clauses within a sentence.

e.g. ( i ) Mrs Tade bought apple, rice, beans, and a pair of shoes at the market.
       (ii ) Students are adviced to be studious, work very hard and be self disciplined.
       (iii ) Teachers conduct different kinds of research, teach their students,counsel 
                different  people and evaluate those they have taught.

h) Used after the salutation or concluding greeting in correspondence
e.g. Dear Ma, Dear Mr. Bolu, Yours faithfully,etc.

6. The Colon( : )
The colon is used to observe a longer pause than  the comma and semi-colon. It is used in the following situations:

a)  For  introduccing a list or  a series,

          e.g. (i )  the man bought the following items: a suit case, a pair of shoes and a perfume
                 (ii ) The company sacked some of its personnel: Mr. Smith Stone, administrative
                        manager;   Mrs Mariam Hassan, operations manager; and Chief Okey Okonare ,   
                        general manager.

b) For introducing direct or indirect speeches
e.g The pastor admonished members of the congregation thus: ‘Turn from your evil ways’.

c)  For introducing the time of the day,
e.g . All students are required to be in school at 8:00a.m.

d) For separating chapter and verse of the Holy scriptures,
e.g.  The pastor took his sermon from Genesis 10:5. (i.e. Genesis chapter 10,verse 4.)

e) For introducing additional information which modifies an earlier ideas,
e.g. Success comes through hardwork: this fact is not accepted by many individuals.

f) For showing emphasis of a word or a phrase,
e.g. There is one thing he does not joke with: food.

7. The semi-colon ( ;)
This is used to indicate a longer pause than the comma. It is used;
a) To separate co-ordinate clauses of compound sentences,
e.g.  The student had lessons all day; they did not play at all.

b) To separate phrases and clauses which occur in a series and which already have internal commas,
e.g. The old man, too tired to wait at the end of the seminar, boarded a taxi home; but he could not get the rest he badly needed, because his grandson became ill.

c) To separate conjuctive adverbs - also, however, furthermore, consequently, therefore, nevertheless, etc, from the other part of the sentence, where the conjuctive adverbs join independent clauses.
e.g. Many families suffered a great deal of hardship during the global economic meltdown, however, they looked forward to better days ahead.

8. The Dash ( --- )
It is a strong, emphatic punctuation  mark. It can be used in  place of commas or parentheses. It is used to mark off explanatory or appositional expressions and show some hesitation . It is also used to introduce a series. e.g.
        ( i ) The lawyer elected him their representative - a move many applauded.
        (ii ) He is an individual of many parts - sculptor, musician, orator and designer

9. The Parenthesis (    )
This is called round brackets. Parentheses serve the same  purpose as the comma and dashes. The parenthesis is used to mark off words or structures that are just for additional bits of information and without which the sentence retains most of its sense. e.g  Phonetics (the study of the production of speech sounds) is not liked much by many students.

10.  The Apostrophe ( ‘)
It is used in the following ways:
a)  To indicate that some letters have been omitted e.g . I won’t go to class.
b) To indicate the possessive case e.g. This is Ade’s book.
c) To form the plural of figures and letters e.g Corruption was not rampant in Nigeria in the 80’s

11. Quotation Marks ( “        “)
This is otherwise called invented commas. They are used to show:
a)  the exact words of a speaker e.g. Mary said. “I  am fed up with the situation in this country”
b) specific words and structures which may have acquired special meaning e.g. 
You will find such delicacies as “roundabout” and “cargo meat” in the typical resturant. 
                  c ) titles of poems, newspapers, articles, unpublished works and films. e.g  I have studied the 
                        poem  “ Nightfall in Soweto”
12.  The Hyphen (   -  )
The hyphen is used for joining compound words, as in self-employment, president- general, sister- in- law, bye- law, well-known. It is also used for attaching prefixes to words as in unAfrican, co-operative; and to divide a word at the end of a line, as  in inteligent-ly

13. The Sure Brackets  [              ]
These are used to enclose what we would want to include in a quotation:
e.g.  He argued, ‘life has become a lot easier’ [based on the new minimum wage announced by the president].

14. The Ellipisis ( ....)
This is also called omission mark. It is used to indicate the ommission of words. When the ommision occurs at the end of the sentence, another dot is added, producing the following sequence ( .... ) e.g (i ) A noun is a name of a person ... and events.
                 ( ii ) An adverb is a word that modifies a verb, an adjective ....
Note that there are three dots in the first ellipsis while a fourth dot is added to represent full stop in the second ellipsis.
Post-test
1. Explain the uses of any five punctuation marks.
2. Discuss some of the dos and don’ts in capitalization.

   
























LECTURE THIRTEEN

THE SIGNIFICANCE OF VOCABULARY TO COMMUNICATION

13.0.  Introduction
The vocabulary of a language refers to the words in that language. Words combine to from phrases, clauses and eventually sentences. Communication, whether spoken or written, employs different kinds of sentences, from simple, through compound to complex and compound-complex sentences.
Thus, the importance of vocabulary development in communication cannot be over-emphasized. All  users of the English language need to build theirr vocabulary  so that they can effectively communicate with one another. Any individual that has a limited vocabulary power is very likely to have  diffculities  communicating any kind of information to his listeners or readers.

Objectives
At the end of the lecture, students should be able to:
1. explain the significance of vocabulary to communication, and
2. explain the various methods of vocabulary development.

Pre-test
What is vocabulary development?

CONTENT

METHODS OF DEVELOPING VOCABULARY

There are different methods of developing vocabulary, some of which are discussed below

1.  LEXICAL RELATIONS

This refers to the relationship that exists between or among words. It could be a relationship of sameness in meaning, opposite in meaning, etc. Thus , lexical relations could be in forms such as synonyms, antonyms, homonyms, meronyms, hyponyms and paronyms. A student that familiarises himself with such words would develop his vocabulary to a great extent and this would reflect in his usage of the English Language. 

a) Synonyms 
   Synonyms are words that are similar in meaning. Examples of synonyms are: 
               Start: commence
                  Go: leave
It has been argued that there are no true synonyms, hence we have synonyms which are substitutable in certain sentences and those that are not. For instance, the words “found” and “discover” are substitutable in this context:
       Ada found the book in the class.
      Ada discovered the book in the class.
However, they are not subtitutable in this context:
         Soboyejo discoverd radium in 1898.
         Ogbonna found it demeaning to wash dishes.



b) Antonyms
Antonyms refer to words with opposite meanings. The state of being an antonym is  called antonymy. 
Examples of antonyms are:
True and false
Life and death
Long and short 
Sharp and blunt
Wide and narrow
Implicit and explicit
Entrance and exit
Begin and end
Heaven and hell
Buy and sell
Cruel and kind
Before and after
Front and back
c) Homonyms
Homonyms are words with the same spelling and pronunciation but different meanings. Examples of homonyms are left (opposite of right and past tense of leave), suit  (a law case or a set of clothes) and hawk ( a bird or a verb meaning to sell)

d) Meronyms 
This refers to a semantic relation in which a word is a constituent, part of or a member of something. It is otherwise termed a part of relation and it is represented by a hierarchy of superordinate and subordinate terms. This can be illustrated in a tree diagram.Animal
elephant
lion
goat  
Dog 

                    


                         

                                                                                                             Plants
shoot
flower
stames
Petal
root
hair
Cap
Cap
Bud
blade
Leaf
Stalk

 



                                                                                                        
                                                                                                            
                                                                                          
                  

e) Hyponyms
A hyponym is a relationship in which the meaning of one word is included in the meaning of another. Hyponyms are, therefore, words with a particular meaning that is included in the meaning of a more general word

elephant
lion
Cat
goat   
Animals

                                      

                 
                                    
                                                      
f) Paronyms
Thes are words which are almost  homonyms but which have slight differences in spelling and meanings. Examples of paronyms are conjective- conjecture, junction –juncture.

2. Morphological Resources
Morphology  is the study of the structure of words as well as the study of the rules governing the formation of words in a language. This is different from syntax in the sense that  whereas syntax is concerned with how words are arranged into different constructions to become a sentence, morphology is the study of the internal structure of words. One of the important concepts  in morphology is the morpheme which is the smallest unit of speech or writing that has grammatical meaning. For instance, the “girl” has one morpheme but the word “girls “ has two morphemes. Other examples are :
educate ( one morpheme)
education ( two morphemes )
educational  ( three morphemes)

A student that knows the above rule would  improve his vocabulary because he would know how to use different morphemes in different contexts .

Morphological resources, therefore, refers to the different forms of words which are available to the writer in order to aid his formatiom or construction of different expressions. Generally, words are formed in diffrent ways. Some are formed by the addition of prefixes or suffixes to bases while some are from  the roots.

Words formed by adding prefixes to the bases are:

Prefix                                     Base                                  New Word
Im-                                        possible                             impossible
In-                                            take                                intake
Semi-                                      circle                               semi circle
Dis                                         honest                              dishonest

Words formed by adding suffixes to the  bases are:

  Base                                            Suffix                              New Word
Govern                                          - ment                            government
Beauty                                           -ful                               beautiful
Same                                              -ness                           sameness
Game                                               -s                              games
A  root   is the core ( the basic part ) of a word that reflects its own sense, to which other parts (e.g prefixes and suffixes ) can be attached to form other words. This means that a root is the part of a word from which its other forms are derived. A root is sometimes called a base. For example,  come (root) gives rise to 
         comes, coming, came (derived).
The root carries the primary meaning of a word. Learning the roots of words would help the  user of English to easily decribe words and ascribe sensible meaning to them even if the words are unfamiliar. This would strengthen the learner’s vocabulary because the more he uses this approach the more his language skils will improve, especially in reading, writing and speaking.
Examples of roots and some of their derived words are given below:
             ( i)     play – root
 plays, playing, played, playful (derived)
             ( ii )develop – root
development, developed, developmentally (derived)
            ( iii ) beauty –root
beautiful, beautifully, beatification (derived)
           (iii)educate –root
educative, education, educational, educationally (derived)
3.  Contextual Resources
Usually, a word is not used alone but in relation to other words which facilitate the understanding of its meaning. These other words occur in the context in which a particular word has been used. Contextual resources, therefore, refer to words which surround certain words that give the reader a clue of thier meanings.  Contexts, therefore, aids vocabulary development in the sense that when a reader understands some words in a sentence, it would help him to decipher the meaning  of a difficult word in that same sentence because of the way it has been used. 

There are different kinds of contexts.

a. Contexts with Similar Words

This relates to determining the  meaning of an unfamilar word from a similar word or expression in the context in which it is used. For example, on a sulty day, don’t drink hot liquids.
       The word “sulty” can be taken to mean something that is hot, because one would not enjoy taking hot drinks on such days. Another example is:  Some members of staff were not indemnified for thier losses in the fire, because they carried no insurance.
From the context above, we can guess that the  meaning of ‘indemnified’ is  ‘compensated’. The similar word that gives us the clue is “insurance”
b. Contexts with Contrasting Words
This relates to determing the meaning of a word by finding a clue from an opposite word or a contrasting idea. For example:
Profit and loss are two situations that a business should always be prepared for.
The word “profit” has a contrasting word in the sentence which would help in determining its meaning. That word is ‘loss’ hence, profit may be taken to mean gain.
c. Contexts with Intelligence Guess
This means a context that yields the meaning  of an unfamiliar word through clues other than a similar word or a contrasting word. For example:
    Children love ripe pineapples because they have an ambrosial flavor .
 An intelligent guess made at the meaning of “ambrosial” would be ‘extremely pleasing to smell or taste’ or ‘delicious’.
d. Mixed Contexts
It refers to contexts of all the types discussed above. For example:
 He had promised to write for her, but he walked off without her, oblivious  of his promise.
“Oblivious”, from the above context, means “forgetful”

4.  Classical Resources

The vocabulary of any language is made up of the words that exist in that language. The English language has a dynamic vocabulary because its constituent words have various origins.  Among the origins is Anglo-saxon which forms the basic vocabulary of English, hence words from this origin are otherwise called native English words. There are other sources of English words which are derived or borrowed from classical languages such as Latin, Greek and French. Other words have been borrowed from different languages of the world like Arabic, Chinese, Dutch, Hawaiian, Hindi, Italian and Spanish. Thus, clasical resources refer to the words in English which were borrowed from classical languages or languages of ancient civilization. An English user of such words would understand the words better if he knows how these words were originally used in thier ‘homes’

a . Resources  from Anglo- Saxons
This forms the bulk of what is termed Native English or Old English. Some words derived from this origin are nouns indicating family ties and people (father, mother, son,etc.), common nouns ( cat, donkey, water, food, etc); numbers ( one, ten, thousand,etc ); verbs ( go, hire, do, touch, etc); adjectives ( little, strong, sluggish,etc.);adverb ( aboard, soon, sometimes,etc); prepositions ( above, within, below,etc), conjunctions (where, because, through,etc); prefixes ( a-, with-, be-, etc) and suffixes ( -some, - ship, -ling,etc.).
b. Resources From Latin
Latin ( the Roman language) was the first of the borrowed languages to enter the Englih vocabulary. It entered mostly through the influence of the church. It has been said that fifty percent (50%) of the English vocabulary is made up og Latin words.
Some words from Latin that came in through the influence of the church are clegy, fountain locust, temple, monk, num, catechrist, janitor and candle. Some prefixes from Latin are a-, ab-, -ad, while some suffixes from Latin are de-, -ate, -ous, -ible, -able. Certain roots have Latin as their origin of such roots are fract, crop, flect,and tact.

c. Resources From French

Some English words with French origin are: jacket, pleasant, chauvinist, bourgeoisie, entrepreneur, martinet, valet, finesse, malaise, adieu, cliche, resume, impasse, mirage, liasion, regime, baton, boutique, vogue, flamboyant.

d. Resources From Greek

Words derived from Greek include: grammar, philosophy, prophet, anaemic, logic, school and rhetoric. Affixes with Greek origin are bio-, chromo-, dys-, hyper-, homo-, -scope, -tomy.

e. Resources From Italian

Ballerina, violin, calvary, etc. are some words with Italian origin

f. Resources from Spanish

English words with Spanish origin include stampede, mosquito and ratio

g. Resources from Dutch

Examples are yacht, frezht and cruise.



h. Resources from Arabic

Words with this origin include algebra, hazard, manathana and alkali.

i. Resources from Hindi

Bungalow, shampoo and jungle are examples of words with this origin.

j. Resources from Chinese.

These include tycoon, tea and soya.
Post-test
1. Discuss lexical relationships with examples.
2. Discuss some of the resources from which English got its vocabulary.


The C’s of Communication
Communication, which is a process, is the transfer of information from one point (sender) to another (receiver). For this process to be effectively achieved, there must be certain constructs in place. These constructs are called the seven”Cs” of communication because they all begin with the letter ’C’.  They are   the felicitious condition that must be met before communication can be said to have taken place.

1.  Concreteness
Conceteness in communication means that the message should be verifiable. In other words, the stimulus for the exchange of idea should have existed.

2. Conciseness
This construct deals with the idea that the message should be brief, precise, logical and coherent in its organisation and presentation. Therefore, unnecessary details, cliches and vacuous expressions must be deleted from the communication process.

3. Correctness 
This does not necessaryly mean the same thing as truthfulness of a statement, Rather, it means that the situation and atmosphere must be correct. The place and antecedent must also be appropriate.

4. Clarity
Basically, this construct states that a message must be clear and must not be ambiguous. Confusing and long awkward sentences must be avoided in the communication process.  In this regard, the relationship between the subject of a sentence and its verb must be clearly stated. Also, there must be a limited use of technical jargon and other specialised terms which are peculiar to your area of specialisation when  you are communicating with people outside your field.

5. Courtesy
This is an important factor in communication. It reveals that the sender or encoder should endeavour to employ words and expressions that do not criticise (unfairly) the integrity of the receiver or decoder. The sender’s complementary gesture must match his spoken words, otherwise communication would not be effective.  Examples of expressions showing courstesy are “Thank you for your letter..., and kindly let me know your response......

6. Completeness
Communication should be complete in form. Usually, a message is organised into different units or components. Communication is not complete when a component idea is  missing as one party or participant would not get the complete message. In a letter, for example, when the salutation or the complimentary close is missing, the reader would not get the full message.

7. Consideration
This construct deals with sincerity which is the bedrock of a communication process. The well being and state of the decoder must be considered when the encoder is choosing his expressions and channel. For instance, the choice of vocabulary which an agricuturist would use in communicating with local farmers would be different from the one used by a university lecturer with his students. Also, the channel employed in both would be different.
Practice Questions
1. Spelling is an important factor in communication.
Discuss this and explain the various strategie necessary in mastering spelling.
2. Punctuate the following expressions appropriately:
a)  The preacher insisted on .... before an adherent can enter heaven.
b) Many innocent people died during the nigerian civil way
c) Overwhelmed by guilt the rascal ran away from home.
d) The project was energy sapping.
e) The messenger said you will be re-deployed
f) He was born in january
g) i do not know  if  i will be there.
h) All students are to report to the principal at 9.45a.m.
i) On Friday 13th Febuary 1976 General Murtala Mohammed was assassinated.
3. Synonyms and Antnonyms are methods of developing vocabulary. Explain.
4. What is the difference between Meronyms, hyponyms, and paronyms?
5. Give ten examples of homonyms?
6. Discus morphological resources and how they can develop one’s vocabulary.
7. Contextual resources and classical resources are ways of developing one’s vocabulary. Discuss
8. Communication is incomplete without certain constructs. Discuss.
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