
“Essentials of Communication”.

In Section 1 of this course you will cover these topics:
Planning The Document

Acquiring A Healthy Writing Attitude

Producing The Document
Topic : Planning The Document

Topic Objective:

At the end of this topic student would be able to:

 Understand the types of documents

 Understand the importance of making the connection

 Understand the importance of establishing the Flow

 Understand the importance of providing the Reinforcement

 Understand the importance of zero time planning

Definition/Overview:

Types of Document: There are a number of different kinds of documents, including technical

(and other) subject papers, proposals, articles, and books, to name a few. So, if we are going

to work our way through document planning within a single chapter in a little book, we had

better find some common ground. What is the common factor among all documents? Yes, I

know they are printed (or at least portrayed as such on a screen). Nice trybut thats not it. The

common denominator among all documents is that they each tell a story.

There are a number of different kinds of documents, including technical (and other) subject

papers, proposals, articles, and books, to name a few. So, if we are going to work our way

through document planning within a single chapter in a little book, we had better find some

common ground. What is the common factor among all documents? Yes, I know they are

printed (or at least portrayed as such on a screen). Nice trybut that's not it. The common

denominator among all documents is that they each tell a story. I once made this point to a

group I was addressing, and one individual in the crowd became quite confrontational:

"That's not right/' he said, "I can think of lots of documents that do not tell a story.""Such

as?" I queried. "Such as technical specifications, or product descriptions," he replied.

"Really," I responded. "Why don't you describe some of the details of these 'storyless'
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documents? Maybe we can find a story hidden within the details." "Well, I can't really recall

the details," he admitted. Right, and that's the whole point. You can indeed create a storyless

document, and it will have precisely the ef- feeton its readers as the one my friend in the

audience remembered (or actually didn't remember): nobody will recall its contents.

Storylessdocuments are like seedless fruitfor immediate consumption but nothing more

beyond that. They are shallow, boring, useless, meaningless driveland that is being polite

about it. Given, then, that good documents tell stories, what do we know about a story,

especially one that is effective, memorable, and convincing? The answer is easy: it has a

beginning and an end, which are connected by a smoothly flowing rhetoric that is well

supported by necessary facts and details. Well what do you knowconnection, flow, and

reinforcement! Now where have we heard about these principles before? These principles are

especially important in document planning, because the document must stand on its own.

Unlike a presentation or discussion, the author will not be there to clarify or elaborateunless it

is such a brilliant piece of work that he or she gets to go on tour and autograph it at

bookstores. What's there is there, and that's it. Now let's look at our three principles in more

detail, in the context of document planning.

Key Points:

1. Making the Connection

Making the connection is paramount, and I cannot overemphasize this point. It is the basis for

all other activities in planning or preparing the document. Making the connection is to a

written document (or any form of communication) what glue is to a model airplane: without

it everything will fall apart. So how do we make the communication connection in planning

our document? The answer is simple: we must understand our readers and what we want to

tell them. Half of this notion is sometimes lost on us as technologists. We certainly

understand our subject and want to tell someone about it, but we often fail to discern what

readers may find interesting in the subject. This can result in writing that is both incomplete

and confusing to readers, and approaches the whole issue from the wrong direction. When

making the connection, we do not start with our subject and then decide how to connect it to

our readers. Rather, we start with our readers' needs or desires and decide how to connect our

subject to them. This requires additional effort. We have to understand the readers' needs to

decide how our subject may be properly connected. This means we may have to research our

intended readership before deciding on the connection. It is always worthwhile. I have seen
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countless business, technical, book, and article proposals (including my own) turned down

because they failed to make the connection. Editors and publishers know the importance of

this connection, and that is why we have to describe our target audience when we write a

proposal to publish something. Many writers do not know this, but now that you do, we can

proceed with more particulars of the connection. Given that we do our research and have a

connection firmly in mind, how should we plan to present it? For example, let's say we are

going to submit a technical paper to a medical symposium on immunization deficiency

disorders, and we know that the medical professionals are simply dying to get their hands on

anything that will strengthen patients' immune systems. Let's also assume that we have

devised a genetic technique that we know will provide such strengthening, because we have

absolutely tested it to death; we are microbiologists engaged in genome research and simply

adore finding new things to do with genes. A really great place to make the connection is the

title of the work. That's pretty logical isn't it? It's the first thing someone will read. So what is

a good title? Consider this:

1.1 Advanced Genetic Research: The Key to Improving Human Immunity

Making the connection is paramount, and I cannot overemphasize this point. It is the

basis for all other activities in planning or preparing the document. Making the

connection is to a written document (or any form of communication) what glue is to a

model airplane: without it everything will fall apart. Oh no, a titling disaster! But it

made the connection between immunity and genetic research, so what's the big deal?

The big deal is that it did not make the connection from immunity to genetic research.

The review panel takes one look at this title and says, 'Terrific, another bunch of

genome zealots trying to shove their stuff down our throats." A much better title

would be

1.2 Improving Human Immunity through Genetic Research

Now this is better. This title gets the job done because it begins with the readers'

interest (human immunity) and follows to the idea we are presenting (genetic

methods). But this title is a little dullsort of passive-voicey and not much of an

attention-getter. We really need to think of something that catches the readers' interest

as well as makes the connection. Consider this one: "IMMUNITY

ADVANCEMENTS THROUGH GENETICS (IMAGEN)" Niftya veritable coup
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d'etat in titling. We start with the needs (immunity), connect to the idea (genetics),

even assert the benefit (advancements), and also form the acronym IMAGEN with

some of the letters of the key words (IMmunity Advancements through GENetics).

What more could we ask for? We made the connection and got ourselves an acronym

that implies something will be achieved that one can only "imagine" (IMAGENwe

don't have to be too fussy about spelling things correctly when crafting an acronym).

The acronym is helpful because we will be able to refer to the technique simply as

IMAGEN throughout the work, thus avoiding repetitions of a long, boring

description, and giving the technique a hopeful and optimistic flavor. The important

point is that we made the connection from the readers' interest to our idea, and not the

other way around.

2. Establishing the Flow

Where else do we make the connection in a document? All over the place, such as in

prefaces, introductions, or summary remarks in sections or chapters, but we do this in a

logical, flowing manner. The purpose of the flow is to implement the connection. As I said

earlier, it is the mechanism of the connection. Documents do differ in format, and some, such

as proposals, may have a very rigid format to which we must adhere. So what? Flow is not

format. Rather, flow is the way we achieve the connection, using a format as the structural

framework. Let's consider an example of flow planning. In a technical paper or maybe a

proposal, we would generally follow a sequence of stating the problem, describing our

research objectives, discussing our approach, presenting the actual or expected results, and

giving a summary. Given this general format, the flow among major sections of the document

would look something like this:

2.1. The Problem: We assert the readers' needs or interest, add sufficient details to

convince readers we understand the problem, and briefly summarize the benefit of our

solution. This tells the readers we are interested in and knowledgable of their needs

and has something of value to offer. Note the immediate presentation of the

connection (from their problem to our solution)? This will stimulate readers to

continue reading for more details.
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2.2. Research Objectives: We describe our objectives and explain how they will

serve to solve the problem. Do you see the beginnings of a flow here? (Achieve the

objectives to solve the problem.)

2.3. Approach: We describe how our approach (tasks, techniques, and results) was

designed to achieve the objectives. The flow continues. (The approach was designed

to produce results to achieve the objectives to solve the problem.)

2.4. Results: We elaborate on our results, making sure we ''close the loop." That is,

we describe how these results pertain to solving the problem. "Flow, flow, flow your

boat. . . ." (Results from the approach did or should achieve the objectives to solve the

problem.)

2.5. Summary: We simply remind readers that our understanding of the problem led

to the proper objectives and that we

o Designed an approach to

o Produce results to

o Achieve those objectives. Return of the flowthe sequel.

3. Providing the Reinforcement

Once we have articulated the connection and flow, in the form of a semi-elaborated script, we

are ready to insert the technical nuances. Now it's time to chase the cat off the large books

and bring some solid technical matter into play. I call these critical technical points

reinforcement because they are the real foundation of what we are writing. We established

the connection and flow in the readers' point of view, to keep them interested. But even the

most interested readers will quickly tire of a shallow and unsupported dissertation.

We plan the reinforcement by adding the particular technical points to any non-elaborated

flow points left within the script. As I just mentioned, these flow points, along with the flow

elaboration, serve to focus the technical writings. Using this technique, we will not have

disparate, out-of-context technical dissertations. As long as the technical contributors

participate in the planning, and subsequently make their points, the document will be

cohesive, interesting, and to the point. It will tell the story of a connection from the readers'

needs to an idea in a fluid and focused manner, making the key technical points along the
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way. Readers will feel fulfilled, satisfied, and even entertained if our writing skills are good.

It will be a successful document, regardless of its specific subject matter.

4. Zero Time Planning

Our discussions to this point speak of the essentials of document planning, assuming we have

time to carry them out. But what about the panic state? In other words, how on earth do we

plan a document when some sage (usually someone who has a certain degree of influence or

authority over us and does not do his or her own planning very well) demands a document

and there is no time for planning? My advice here is simple: tell them to take a hike (do it

mentallyit will make you feel better) and then assess your situation and resources. Maybe you

can derive this document from a similar one, or paste together some existing documents,

providing you have the appropriate permissions to use them for this purpose. Having done the

planning or scripting for these existing works, you may visualize ways to write some

additional "glue words" and at least form some semblance of cohesiveness. Above all, don't

skip the planning altogether. Unplanned documents are pure chaos. You would, in most

cases, be better off not producing the document at all than assembling or writing it

unplanned. However, this point is almost always lost on some folks who procrastinate and

then demand instant results. Schedule your time, do your best, and most important, make sure

the person who requested the document on such an unrealistic schedule knows what to

expect. Excellent writing is a craft. It is a communication art form not unlike painting;

rushing will result in a paint-by-the-numbers effect, whereas allowing time for the planning

as well as the painting itself will certainly result in a thing of beauty, and occasionally a

Rembrandt. The same goes for writing. Now that we have looked at the aspects of planning,

it is time for us to start thinking about attitude, which is what a good communicator needs to

cultivate before actually starting to write. We'll do just that in the next chapter.

Topic : Acquiring A Healthy Writing Attitude

Topic Objective:

At the end of this topic student would be able to:

 Understand what is writing.
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Definition/Overview:

Writing: Writing is the representation of language in a textual medium through the use of

signs or symbols. It is distinguished from illustration, such as cave drawing and painting, and

the recording of language via a non-textual medium such as magnetic tape audio.

Writing began as a consequence of the burgeoning needs of accounting. Around the 4th

millennium BC, the complexity of trade and administration outgrew the power of memory,

and writing became a more dependable method of recording and presenting transactions in a

permanent form.

Key Points:

1. Writing

Writing, more particularly, refers to two things: writing as a noun, the thing that is written;

and writing as a verb, which designates the activity of writing. It refers to the inscription of

characters on a medium, thereby forming words, and larger units of language, known as texts.

It also refers to the creation of meaning and the information thereby generated. In that regard,

linguistics (and related sciences) distinguishes between the written language and the spoken

language. The significance of the medium by which meaning and information is conveyed is

indicated by the distinction made in the arts and sciences. For example, while public speaking

and poetry reading are both types of speech, the former is governed by the rules of rhetoric

and the latter by poetics.

A person who composes a message or story in the form of text is generally known as a writer

or an author. However, more specific designations exist which are dictated by the particular

nature of the text such as that of poet, essayist, novelist, playwright, journalist, and more. A

person who transcribes, translates or produces text to deliver a message authored by another

person is known as a scribe, typist or typesetter. A person who produces text with emphasis

on the aesthetics of glyphs is known as a calligrapher or graphic designer.

Writing is also a distinctly human activity. It has been said that a monkey, randomly typing

away on a typewriter (in the days when typewriters replaced the pen or plume as the preferred

instrument of writing) could re-create Shakespeare-- but only if it lived long enough (this is

known as the infinite monkey theorem). Such writing has been speculatively designated as
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coincidental. It is also speculated that extra-terrestrial beings exist who may possess

knowledge of writing. The fact is that the only known writing is human writing.

Topic : Producing The Document

Topic Objective:

At the end of this topic student would be able to:

 Understand who is writer?

Definition/Overview:

Writing, more particularly, refers to two things: writing as a noun, the thing that is written;

and writing as a verb, which designates the activity of writing. It refers to the inscription of

characters on a medium, thereby forming words, and larger units of language, known as texts.

It also refers to the creation of meaning and the information thereby generated. In that regard,

linguistics (and related sciences) distinguishes between the written language and the spoken

language. The significance of the medium by which meaning and information is conveyed is

indicated by the distinction made in the arts and sciences. For example, while public speaking

and poetry reading are both types of speech, the former is governed by the rules of rhetoric

and the latter by poetics.

Key Points:

1. Writer

A person who composes a message or story in the form of text is generally known as a writer

or an author. However, more specific designations exist which are dictated by the particular

nature of the text such as that of poet, essayist, novelist, playwright, journalist, and more. A

person who transcribes, translates or produces text to deliver a message authored by another

person is known as a scribe, typist or typesetter. A person who produces text with emphasis

on the aesthetics of glyphs is known as a calligrapher or graphic designer.

Writing is also a distinctly human activity. It has been said that a monkey, randomly typing

away on a typewriter (in the days when typewriters replaced the pen or plume as the preferred

instrument of writing) could re-create Shakespeare-- but only if it lived long enough (this is
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known as the infinite monkey theorem). Such writing has been speculatively designated as

coincidental. It is also speculated that extra-terrestrial beings exist who may possess

knowledge of writing. The fact is that the only known writing is human writing.

In Section 2 of this course you will cover these topics:
Planning The Presentation

Acquiring The Successful Presentation Attitude

Conducting The Presentation
Topic : Planning The Presentation

Topic Objective:

At the end of this topic student would be able to:

 Understand the basic definition of presentation.

 Understand that What part persuasion plays while preparing presentations?

Definition/Overview:

Presentation: Presentation is the process of presenting the content of a topic to an audience.

A presentation program, such as OpenOffice.org Impress, Apple Keynote or Microsoft

PowerPoint, is often used to generate the presentation content.

Key Points:

1. Persuasion

Persuasion technology is technology which can be used for presenting or promoting a point

of view. Any technology designed and deployed for those purposes can be considered a

persuasion technology. Such aids are regularly used in sales, diplomacy, politics, religion,

military training and management, and may potentially be used in any area of human

interaction. Persuasion technology is related but not identical to "persuasive technology",

which focuses on the use of computers to change attitudes and behaviors.

Generally, persuasion technology is used to augment a human face-to-face or voice

interaction, particularly in a selling or other situation where the persuader or 'seller' seeks to

gain an edge on the recruit or 'buyer'. In this general sense, 'sellers' can be those promoting
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any particular idea, and 'buyers' anyone they attempt to recruit. Political or religious views

can be (and often are) promoted using the same general methods and technologies.

Topic : Acquiring The Successful Presentation Attitude

Topic Objective:

At the end of this topic student would be able to:

 Understand Preparing to Present.

 Understand the issues related to presentation preparation

Definition/Overview:

Presentation: Presentation is the process of presenting the content of a topic to an audience.

A presentation program, such as OpenOffice.org Impress, Apple Keynote or Microsoft

PowerPoint, is often used to generate the presentation content.

Key Points:

1. Issues

Some observers argue that two outstanding issues are preventing videoconferencing from

becoming a standard form of communication, despite the ubiquity of videoconferencing-

capable systems. These issues are:

1.1 Eye Contact: It is known that eye contact plays a large role in conversational

turn-taking, perceived attention and intent, and other aspects of group communication.

While traditional telephone conversations give no eye contact cues,

videoconferencing systems are arguably worse in that they provide an incorrect

impression that the remote interlocutor is avoiding eye contact. Telepresence systems

such as the Polycom RPX have cameras located in the screens that reduce the amount

of parallax observed by the users. This issue is also being addressed through research

that generates a synthetic image with eye contact using stereo reconstruction.

1.2 Appearance Consciousness: A second problem with videoconferencing is that

one is literally on camera, with the video stream possibly even being recorded. The
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burden of presenting an acceptable on-screen appearance is not present in audio-only

communication. Early studies by Alphonse Chapanis found that the addition of video

actually impaired communication, possibly because of the consciousness of being on

camera.

The issue of eye-contact may be solved with advancing technology, and presumably

the issue of appearance consciousness will fade as people become accustomed to

videoconferencing.

Topic : Conducting The Presentation

Topic Objective:

At the end of this topic student would be able to:

 Understand What is PowerPoint?

 Understand What role confidence plays during presentation?

 Understand What role dignity plays during presentation?

 Understand Videoconference

 Understand Technology

 Understand Echo Cancellation

 Understand MultipointVideoconferencing

 Understand Impact on the General Public

 Impact on Business

Definition/Overview:

Microsoft PowerPoint is a presentation program developed by Microsoft. It is part of the

Microsoft Office system, and runs on Microsoft Windows and the Mac OS computer

operating systems. The Windows version can run on the Linux operating system, under the

Wine compatibility layer.

PowerPoint is widely used by business people, educators, students, and trainers and is among

the most prevalent forms of persuasive technology. Beginning with Microsoft Office 2003,

Microsoft revised the branding to emphasize PowerPoint's place within the office suite,
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calling it Microsoft Office PowerPoint instead of just Microsoft PowerPoint. The current

versions are Microsoft Office PowerPoint 2007 for Windows and 2008 for Mac.

Key Points:

1. Confidence

Confidence is generally described as a state of being certain, either that a hypothesis or

prediction is correct, or that a chosen course of action is the best or most effective given the

circumstances. Confidence can be described as a subjective, emotional state of mind, but is

also represented statistically as a confidence level within which one may be certain that a

hypothesis will either be rejected or deemed plausible. Self-confidence is having confidence

in oneself when considering a capability. Overconfidence is having unmerited confidence--

believing something or someone is capable when they are not. Scientifically, a situation can

only be judged after the aim has been achieved or not. Confidence can be a self-fulfilling

prophecy, as those without it may fail or not try because they lack it, and those with it may

succeed because they have it, rather than because of an innate ability.

Choking refers to losing confidence, especially self-confidence, just at the moment when it is

needed most and doing poorly as a result e.g. in sports. This is found as a common plot

device in literature and film, and is usually devised to result in a total alteration of a

character's life.

2. Dignity

Dignity (also called augustness) is "the state of being worthy of honor or respect". The

inherent worthiness of human beings is known as human dignity and is different than dignity.

3. Videoconference

A videoconference (also known as a video-teleconference) is a set of interactive

telecommunication technologies which allow two or more locations to interact via two-way

video and audio transmissions simultaneously. It has also been called visual collaboration and

is a type of groupware. It differs from videophone in that it is designed to serve a conference

rather than individuals.
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Usually when someone is referred to as 'confident' they are referring to self-confidence. Self-

confidence is faith in one's own abilities. One who is self-confident is not necessarily loud,

brash, or reckless.

Confidence as a psychological quality is related to, but distinct from, self esteem. Confidence

may be considered to be made up of a number of components. For example, Confidence Club

defines confidence in terms of 5 components: 'social confidence', 'physical presence', 'stage

presence', 'status confidence' and 'peer independence'.

Losing confidence is no longer trusting in the ability to perform. It may be reasonable as the

result of past failure to perform, or unreasonable, because one "just has a feeling" about

4. Technology

Dual plasma display videoconferencing system. The screen on the left is primarily used to

show people during the conference or the user interface when setting up the call. The one on

the right shows data in this case but can display a 2nd 'far site' in a multipoint call.

The core technology used in a videoteleconference(VTC) system is digital compression of

audio and video streams in real time. The hardware or software that performs compression is

called a codec (coder/decoder). Compression rates of up to 1:500 can be achieved. The

resulting digital stream of 1s and 0s is subdivided into labelled packets, which are then

transmitted through a digital network of some kind (usually ISDN or IP). The use of audio

modems in the transmission line allow for the use of POTS, or the Plain Old Telephone

System, in some low-speed applications, such as videotelephony, because they convert the

digital pulses to/from analog waves in the audio spectrum range.

The other components required for a VTC system include:

 Video input : video camera or webcam

 Video output: computer monitor , television or projector

 Audio input: microphones

 Audio output: usually loudspeakers associated with the display device or telephone

 Data transfer: analog or digital telephone network, LAN or Internet

There are basically two kinds of VTC systems:
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Dedicated systems (manufactured by companies such as Polycom, Sony, Tandberg, and

Radvision Ltd.) have all required components packaged into a single piece of equipment,

usually a console with a high quality remote controlled video camera. These cameras can be

controlled at a distance to pan left and right, tilt up and down, and zoom. They became

known as PTZ cameras. The console contains all electrical interfaces, the control computer,

and the software or hardware-based codec. Omnidirectionalmicrophones are connected to the

console, as well as a TV monitor with loudspeakers and/or a video projector. There are

several types of dedicated VTC devices:

 Large group VTC are non-portable, large, more expensive devices used for large rooms and

auditoriums.

 Small group VTC are non-portable or portable, smaller, less expensive devices used for small

meeting rooms.

 Individual VTC are usually portable devices, meant for single users, have fixed cameras,

microphones and loudspeakers integrated into the console.

Desktop systems are add-ons (hardware boards, usually) to normal PCs, transforming them

into VTC devices. A range of different cameras and microphones can be used with the board,

which contains the necessary codec and transmission interfaces. Most of the desktops

systems work with the H.323 standard. Videoconferences carried out via dispersed PCs are

also known as e-meetings.

5. Echo Cancellation

A fundamental feature of professional VTC systems is acoustic echo cancellation (AEC).

AEC is an algorithm which is able to detect when sounds or utterances reenter the audio input

of the VTC codec, which came from the audio output of the same system, after some time

delay. If unchecked, this can lead to several problems including 1) the remote party hearing

their own voice coming back at them (usually significantly delayed) 2) strong reverberation,

rendering the voice channel useless as it becomes hard to understand and 3) howling created

by feedback. Echo cancellation is a processor-intensive task that usually works over a narrow

range of sound delays.
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6. Multipoint Videoconferencing

Simultaneous videoconferencing among three or more remote points is possible by means of

a Multipoint Control Unit (MCU). This is a bridge that interconnects calls from several

sources (in a similar way to the audio conference call). All parties call the MCU unit, or the

MCU unit can also call the parties which are going to participate, in sequence. There are

MCU bridges for IP and ISDN-based videoconferencing. There are MCUswhich are pure

software, and others which are a combination of hardware and software. An MCU is

characterised according to the number of simultaneous calls it can handle, its ability to

conduct transposing of data rates and protocols, and features such as Continuous Presence, in

which multiple parties can be seen onscreen at once.

MCUs can be stand-alone hardware devices, or they can be embedded into dedicated VTC

units.

Some systems are capable of multipointconferencing with no MCU, stand-alone, embedded

or otherwise. These use a standards-based H.323 technique known as "decentralized

multipoint", where each station in a multipoint call exchanges video and audio directly with

the other stations with no central "manager" or other bottleneck. The advantages of this

technique are that the video and audio will generally be of higher quality because they don't

have to be relayed through a central point. Also, users can make ad-hoc multipoint calls

without any concern for the availability or control of an MCU. This added convenience and

quality comes at the expense of some increased network bandwidth, because every station

must transmit to every other station directly.

Standards

The International Telecommunications Union (ITU) (formerly: Consultative Committee on

International Telegraphy and Telephony (CCITT)) has three umbrellas of standards for VTC.

 ITU H.320 is known as the standard for public switched telephone networks (PSTN) or VTC

over integrated services digital networks (ISDN) basic rate interface (BRI) or primary rate

interface (PRI). H.320 is also used on dedicated networks such as T1 and satellite-based

networks;
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 ITU H.323 is known as a standard for transporting multimedia applications over LANs. This

same standard also applies to older implementations of voice over IP VoIP. In recent years,

the IETF's Session Initiation Protocol (SIP) has gained considerable momentum in practice

for these two services.;

 ITU H.324 is the standard for transmission over POTS, or audio telephony networks. 3G-

324M is a 3GPP implementation for video call on 3G mobile phones.

In recent years, IP based videoconferencing has emerged as a common communications

interface and standard provided by VTC manufacturers in their traditional ISDN-based

systems. Business, government and military organizations still predominantly use H.320 and

ISDN VTC. Though, due to the price point and proliferation of the Internet, and broadband in

particular, there has been a strong spurt of growth and use of H.323, IP VTC. H.323 has the

advantage that it is accessible to anyone with a high speed Internet connection, such as DSL.

In addition, an attractive factor for IP VTC is that it is easier to set-up for use with a live VTC

call along with web conferencing for use in data collaboration. These combined technologies

enable users to have a much richer multimedia environment for live meetings, collaboration

and presentations.

7. Impact on the General Public

High speed Internet connectivity has become more widely available at a reasonable cost and

the cost of video capture and display technology has decreased. Consequently personal video

teleconference systems based on a webcam, personal computer system, software compression

and broadband Internet connectivity have become affordable for the general public. Also, the

hardware used for this technology has continued to improve in quality, and prices have

dropped dramatically. The availability of freeware (often as part of chat programs) has made

software based videoconferencing accessible to many.

For many years, futurists have envisioned a future where telephone conversations will take

place as actual face-to-face encounters with video as well as audio. Sometimes it is simply

not possible or practical to have a face-to-face meeting with two or more people. Sometimes

a telephone conversation or conference call is adequate. Other times, an email exchange is

adequate.
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Videoconferencing adds another possible alternative, and can be considered when:

 A live conversation is needed;

 Visual information is an important component of the conversation;

 The parties of the conversation can't physically come to the same location; or

 The expense or time of travel is a consideration.

Deaf and hard of hearing individuals have a particular interest in the development of

affordable high-quality videoconferencing as a means of communicating with each other in

sign language. Unlike Video Relay Service, which is intended to support communication

between a caller using sign language and another party using spoken language,

videoconferencing can be used between two signers.

Mass adoption and use of video conferencing is still relatively low, with the following often

claimed as causes:

 Complexity of systems. Most users are not technical and want a simple interface. In hardware

systems an unplugged cord or a flat battery in a remote control is seen as failure, contributing

to perceived unreliability which drives users back to traditional meetings. Successful systems

are backed by support teams who can pro-actively support and provide fast assistance when

required.

 Perceived lack of interoperability: not all systems can readily interconnect, for example ISDN

and IP systems require a bridge. Popular software solutions cannot easily connect to hardware

systems. Some systems use different standards, features and qualities which can require

additional configuration when connecting to dis-similar systems.

 Bandwidth and quality of service: In some countries it is difficult or expensive to get a high

quality connection that is fast enough for good-quality video conferencing. Technologies

such as ADSL have limited upload speeds and cannot upload and download simultaneously

at full speed. As Internet speeds increase higher quality and high definition video

conferencing will become more readily available.

 Expense of commercial systems - a well designed system requires a specially designed room

and can cost hundreds of thousands of dollars to fit out the room with codecs, integration

equipment and furniture.
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For these reasons many hardware systems are often used for internal corporate use only, as

they are less likely to run into problems and lose a sale. An alternative is companies that hire

out video conferencing equipped meeting rooms in cities around the world. Customers simply

book the rooms and turn up for the meeting - everything else is arranged and support is

readily available if anything should go wrong.

8. Impact on Business

Videoconferencing can enable individuals in faraway places to have meetings on short notice.

Time and money that used to be spent in traveling can be used to have short meetings.

Technology such as VOIP can be used in conjunction with desktop videoconferencing to

enable low-cost face-to-face business meetings without leaving the desk, especially for

businesses with wide-spread offices. The technology is also used for telecommuting, in which

employees work from home.

Videoconferencing is now being introduced to online networking websites, in order to help

businesses form profitable relationships quickly and efficiently without leaving their place of

work.

Although it already has proven its potential value, research has shown that many employees

do not use the videoconference equipment because they are afraid that they will appear to be

wasting time or looking for the easiest way if they use videoconferencing to enhance

customer and supplier relationships. This anxiety can be avoided if managers use the

technology in front of their employees.

In Section 3 of this course you will cover these topics:
Planning For The Meeting

Acquiring A Meeting Attitude

Participating In The Meeting
Topic : Planning For The Meeting

Topic Objective:

At the end of this topic student would be able to:

 Understand the concept of meeting.

 Understand Meeting Types.
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 Understand Meeting Frequency Options.

Definition/Overview:

Meeting: In a meeting, two or more people come together for the purpose of discussing a

(usually) predetermined topic such as business or community event planning, often in a

formal setting.

In addition to coming together physically (in real life, face to face), communication lines and

equipment can also be set up to have a discussion between people at different locations, e.g. a

conference call or an e-meeting.

In organizations, meetings are an important vehicle for personal contact. They are so

common and pervasive in organizations, however, that many take them for granted and forget

that, unless properly planned and executed, meetings can be a waste of time and resources.

Because of their importance, a career in professional meeting planning has emerged in recent

years. In addition, the field of Meeting Facilitation has formalized with an internationally-

recognized "Certified Professional Facilitator" designation through the International

Association of Facilitators (IAF)

Key Points:

1. Meeting

In a meeting, two or more people come together for the purpose of discussing a (usually)

predetermined topic such as business or community event planning, often in a formal setting.

In addition to coming together physically (in real life, face to face), communication lines and

equipment can also be set up to have a discussion between people at different locations, e.g. a

conference call or an e-meeting.

In organizations, meetings are an important vehicle for human communication. They are so

common and pervasive in organizations, however, that many take them for granted and forget

that, unless properly planned and executed, meetings can be a terrible waste of precious

resources.
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Because of their importance, a career in professional meeting planning has emerged in recent

years. In addition, the field of Meeting Facilitation has formalized with an internationally-

recognized "Certified Professional Facilitator" designation through the International

Association of Facilitators (IAF)

2. Meeting Types

Meetings may be divided into many categories:

 Status Meetings, generally Leader-led, which are about reporting by one-way

communication;

 Work Meetings, which produce a product or intangible result such as a decision

 Staff meeting - typically a meeting between a manager and those that report to the manager

(possibly indirectly).

 Team meeting - a meeting among colleagues working on various aspects of a team project.

 Ad-hoc meeting - a meeting called together for a special purpose

 Management meeting - a meeting among managers

 Board meeting - a meeting of the Board of directors of an organization

 One-on-one meeting - a meeting between two individuals

 Off-site meeting - also called "offsite retreat" and known as an Awayday meeting in the UK

 Kick-off Meeting - is the first meeting with the project team and the client of the project to

discuss the role of each team member

 Pre-Bid Meeting - is a meeting of various competitors and or contractors to visually inspect a

jobsite for a future project. The meeting is normally hosted by the future customer or

engineer who wrote the project specification to ensure all bidders are aware of the details and

services expected of them. Attendance at the Pre-Bid Meeting may be mandatory. Failure to

attend usually results in a rejected bid

2.1 Meeting styles

 Stand-up meeting

 Breakfast meeting

 Off-site meeting

 Lunch meeting
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3. Meeting Frequency Options

Since a meeting can be held once or often, the meeting organizer has to determine the

repetition and frequency of occurrence of the meeting. Options generally include the

following:

 A one-time meeting is the most common meeting type and covers events that are self-

contained. While they may repeat often, the individual meeting is the entirety of the event.

This can include a 2006 conference. The 2007 version of the conference is a stand-alone

meeting event.

 A recurring meeting is a meeting that recurs periodically, such as an every Monday staff

meeting from 9:00AM to 9:30 AM. The meeting organizer wants the participants to be at the

meeting on a constant and repetitive basis. A recurring meeting can be ongoing, such as a

weekly team meeting, or have an end date, such as a 5 week training meeting, held every

Friday afternoon.

 A series meeting is like a recurring meeting, but the details differ from meeting to meeting.

One example of a series meeting is a monthly "lunch and learn" event at a company, church,

club or organization. The placeholder is the same, but the agenda and topics to be covered

vary. This is more of a recurring meeting with the details to be determined.

Topic : Acquiring A Meeting Attitude

Topic Objective:

At the end of this topic student would be able to:

 Understand Form of meeting

 Understand Meeting Frequency Options

Definition/Overview:

The Form of Meeting: A meeting usually means everyone is together in the same room at

the same time and this is the major situation in which facilitation is practiced. With the

introduction of modern telecommunications the field has grown to embrace other forms of

meetings:-

 Same time same place - the traditional meeting in a room with all parties present.
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 Same time different place - the teleconference with either all parties on separate telephones or

some in separate rooms with speaker phone connection. The internet chat also falls in this

category.

 Different time same place - a meeting focusing on a notice board and poster display which

allows individuals to add comments as they pass.

 Different time different place - meeting via a web link such as discussion groups.

Key Points:

1. Meeting Frequency Options

Since a meeting can be held once or often, the meeting organizer has to determine the

repetition and frequency of occurrence of the meeting. Options generally include the

following:

 A one-time meeting is the most common meeting type and covers events that are self-

contained. While they may repeat often, the individual meeting is the entirety of the event.

This can include a 2006 conference. The 2007 version of the conference is a stand-alone

meeting event.

 A recurring meeting is a meeting that recurs periodically, such as an every Monday staff

meeting from 9:00AM to 9:30 AM. The meeting organizer wants the participants to be at the

meeting on a constant and repetitive basis. A recurring meeting can be ongoing, such as a

weekly team meeting, or have an end date, such as a 5 week training meeting, held every

Friday afternoon.

 A series meeting is like a recurring meeting, but the details differ from meeting to meeting.

One example of a series meeting is a monthly "lunch and learn" event at a company, church,

club or organization. The placeholder is the same, but the agenda and topics to be covered

vary. This is more of a recurring meeting with the details to be determined.

Topic : Participating In The Meeting

Topic Objective:

At the end of this topic student would be able to:

 Understand the concepts of meeting
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 Understand the issues related to the meeting.

Definition/Overview:

Meeting: A meeting system is any systemic means of improving meetings, workshops or

conferences. They are particularly important in consensus decision making and deliberative

democracy, but they have always been recognized as important to judicial procedure and

parliamentary procedure, down to the level of the town meeting or below.

There are many such systems, of which one of the best-known is probably Robert's Rules of

Order, which is applied in parliamentary debate and corporate meetings in many English-

speaking countries. Also well-known is the cross-examination debate applied in both criminal

law and civil law. Much innovation in meeting systems has come from objection to these two

basic models, notably because both reflect an adversarial process.

When used in political or economic contexts, meeting systems are very often associated with

a voting system. When used in matchmaking or other sexual/romantic contexts, a meeting

system is considered a dating system. These are discussed in other articles.

Key Points:

1. Issues

Some observers argue that two outstanding issues are preventing videoconferencing from

becoming a standard form of communication, despite the ubiquity of videoconferencing-

capable systems. These issues are:

 Eye Contact: It is known that eye contact plays a large role in conversational turn-taking,

perceived attention and intent, and other aspects of group communication. While traditional

telephone conversations give no eye contact cues, videoconferencing systems are arguably

worse in that they provide an incorrect impression that the remote interlocutor is avoiding eye

contact. Telepresence systems such as the Polycom RPX have cameras located in the screens

that reduce the amount of parallax observed by the users. This issue is also being addressed

through research that generates a synthetic image with eye contact using stereo

reconstruction.
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 Appearance Consciousness: A second problem with videoconferencing is that one is literally

on camera, with the video stream possibly even being recorded. The burden of presenting an

acceptable on-screen appearance is not present in audio-only communication. Early studies

by Alphonse Chapanis found that the addition of video actually impaired communication,

possibly because of the consciousness of being on camera.

The issue of eye-contact may be solved with advancing technology, and presumably the issue

of appearance consciousness will fade as people become accustomed to videoconferencing.

In Section 4 of this course you will cover these topics:
Understanding A Communication Culture Gap

Writing For Any Readership

Presenting To Any Audience
Topic : Understanding A Communication Culture Gap

Topic Objective:

At the end of this topic student would be able to:

 Understand the concept of cross-cultural communication.

 Understand the concept of Global Rise of Cross-Cultural Communication Studies

 Theories related to the concepts of cross cultural communication.

Definition/Overview:

Cross-Cultural Communication: Cross-cultural communication (also frequently referred to

as intercultural communication) is a field of study that looks at how people from differing

cultural backgrounds endeavourto communicate.

Key Points:

1. Global Rise of Cross-Cultural Communication Studies

While the study of cross-cultural communication is a long established field in the US, it is

fast becoming a global research area. As a result, cultural differences in the study of cross-

cultural communication can already be found. For example, cross-cultural communication is

generally considered to fall within the larger field of communication studies in the US, but it

is emerging as a sub-field of applied linguistics in the UK.
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As the application of cross-cultural communication theory to foreign language education is

increasingly appreciated around the world, cross-cultural communication classes can be

found within foreign language departments of some universities, while other schools are

placing cross-cultural communication programs in their departments of education.

2. Theories

The main theories for cross-cultural communication are based on the work done looking at

value differences among cultures, especially the works of Edward T. Hall, Geert Hofstede,

and Fons Trompenaars. Clifford Geertz was also a contributor to this field.

These theories have been applied to a variety of different communication theories and

settings, including general business and management and marketing. There have also been

several successful educational projects which concentrate on the practical applications of

these theories in cross-cultural situations.

These theories have also been criticised mainly by management scholars (e.g. Holden, Nigel)

for being based on the culture concept derived from 19th century cultural anthropology and

emphasisingon culture-as-difference and culture-as-essence. Another criticism has been the

uncritical way Hofstedes dimensions are served up in textbooks as facts. There is a move to

focus on 'cross-cultural interdependence' instead of the tradititional views of comparative

differences and similarities between cultures. Cross-cultural management is increasingly seen

as a form of knowledge management.

Topic : Writing For Any Readership

Topic Objective:

At the end of this topic student would be able to:

 Understand the concept of frame

Definition/Overview:

Frame: A frame in social theory consists of a schema of interpretation that is a collection of

stereotypes that individuals rely on to understand and respond to events.
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To clarify: When one seeks to explain an event, the understanding often depends on the frame

referred to. If a friend rapidly closes and opens an eye, we will respond very differently

depending on whether we attribute this to a purely "physical" frame (he blinked) or to a social

frame (he winked).

Key Points:

1. Frame

Though the former might result from a speck of dust (resulting in an involuntary and not

particularly meaningful reaction), the latter would imply a voluntary and meaningful action

(to convey humor to an accomplice, for example). Observers will read events seen as purely

physical or within a frame of "nature" differently than those seen as occurring with social

frames. But we do not look at an event and then "apply" a frame to it. Rather, individuals

constantly project into the world around them the interpretive frames that allow them to make

sense of it; we only shift frames (or realize that we have habitually applied a frame) when

incongruity calls for a frame-shift. In other words, we only become aware of the frames that

we always already use when something forces us to replace one frame with another.

Framing, a term used in media studies, sociology and psychology, refers to the social

construction of a social phenomena by media sources or specific political or social

movements or organizations. It is an inevitable process of selective influence over the

individual's perception of the meanings attributed to words or phrases. A frame defines the

packaging of an element of rhetoric in such a way as to encourage certain interpretations and

to discourage others.

A much cited example demonstrating the power of framing is provided by Kahneman and

Tversky in their research on heuristics. They gave experimental subjects the following

statement:

"Imagine that the U.S.is preparing for the outbreak of an unusual Asian disease, which is

expected to kill 600 people. Two alternative programs to combat the disease have been

proposed. Assume that the exact scientific estimates of the consequences of the programs are

as, follows: If Program A is adopted, 200 people will be saved. If program B is adopted, there
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is a one-third probability that 600 people will be saved and a two thirds probability that no

people will he saved. Which of the two programs would you favor?"

The results were as follows: 78 chose Program A; 22 chose Program B. However, when the

wording was altered so that the consequences remained the same but referred instead to the

number of deaths (e.g. If Program A is adopted, then 400 people will die), the results were

nearly reversed.

Topic : Presenting To Any Audience

Topic Objective:

At the end of this topic student would be able to:

 Understand the concept of frame

 Understand the concept of framing theory

 Understand the concept of frame-alignment a process to explain social movement theory

Definition/Overview:

Frame: A frame in social theory consists of a schema of interpretation that is a collection of

stereotypes that individuals rely on to understand and respond to events.

To clarify: When one seeks to explain an event, the understanding often depends on the frame

referred to. If a friend rapidly closes and opens an eye, we will respond very differently

depending on whether we attribute this to a purely "physical" frame (he blinked) or to a social

frame (he winked).

Key Points:

1. Framing Theory

Framing theory and frame analysis provide a broad theoretical approach that analysts have

used in communication studies, news, politics, and social movements (among other

applications).
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According to some sociologists, the "social construction of collective action frames" involves

"public discourse, that is, the interface of media discourse and interpersonal interaction;

persuasive communication during mobilization campaigns by movement organizations, their

opponents and countermovement organizations; and consciousness raising during episodes of

collective action."

Frame-analysis for social movements

Sociologists have utilized framing to explain the process of social movements. Movements

act as carriers of beliefs and ideologies (compare memes). In addition, they operate as part of

the process of constructing meaning for participants and opposers. Sociologists deem mass-

movements "successful" when the frames projected align with the frames of participants to

produce resonance between the two parties. Researchers of framing speak of this process as

frame re-alignment.

2. Frame-Alignment a Process to Explain Social Movement Theory

Snow and Benford (1988) regard frame-alignment as an important element in social

mobilization or movement. They argue that when individual frames become linked in

congruency and complementariness, "frame alignment" occurs, producing "frame resonance",

a catalyst in the process of a group making the transition from one frame to another (although

not all framing efforts prove successful). The conditions that affect or constrain framing

efforts include:

 "The robustness, completeness, and thoroughness of the framing effort". Snow and Benford

(1988) identify three core framing-tasks, and state that the degree to which framers attend to

these tasks will determine participant mobilization. They characterize the three tasks as:

 diagnostic framing for the identification of a problem and assignment of blame

 prognostic framing to suggest solutions, strategies, and tactics to a problem

 motivational framing that serves as a call to arms or rationale for action

 The relationship between the proposed frame and the larger belief-system; centrality the

frame cannot be of low hierarchical significance and salience within the larger belief system.

Its range and interrelatedness if the framer links the frame to only one core belief or value

that, in itself, has a limited range within the larger belief system, the frame has a high degree

of being discounted.
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 Relevance of the frame to the realities of the participants; a frame must seem relevant to

participants and must also inform them. Empirical credibility or testability can constrain

relevancy: it relates to participant experience, and has narrative fidelity, meaning that it fits in

with existing cultural myths and narrations.

 Cycles of protest; the point at which the frame emerges on the timeline of the current era and

existing preoccupations with social change. Previous frames may affect efforts to impose a

new frame.

 In Section 5 of this course you will cover these topics:
Meeting With Anyone Or Any Group

Conclusion

Topic : Meeting With Anyone Or Any Group

Topic Objective:

At the end of this topic student would be able to:

 Understand the concept of meetings

 Understand the concept of communication

Definition/Overview:

Meeting: In a meeting, two or more people come together for the purpose of discussing a

(usually) predetermined topic such as business or community event planning, often in a

formal setting.

In addition to coming together physically (in real life, face to face), communication lines and

equipment can also be set up to have a discussion between people at different locations, e.g. a

conference call or an e-meeting.

In organizations, meetings are an important vehicle for personal contact. They are so

common and pervasive in organizations, however, that many take them for granted and forget

that, unless properly planned and executed, meetings can be a waste of time and resources.

Because of their importance, a career in professional meeting planning has emerged in recent

years. In addition, the field of Meeting Facilitation has formalized with an internationally-
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recognized "Certified Professional Facilitator" designation through the International

Association of Facilitators (IAF)

Key Points:

1. Communication

There is much discussion in the academic world of communication as to what actually

constitutes communication. Currently, many definitions of communication are used in order

to conceptualize the processes by which people navigate and assign meaning.

Communication is also understood as the exchanging of understanding.

We might say that communication consists of transmitting information from one person to

another. In fact, many scholars of communication take this as a working definition, and use

Lasswell's maxim, "who says what to whom in what channel with what effect," as a means of

circumscribing the field of communication theory.

A simple communication model with a sender transferring a message containing information

to a receiver.

Other commentators suggest that a ritual process of communication exists, one not artificially

divorceable from a particular historical and social context.

Communication stands so deeply rooted in human behaviors and the structures of society that

scholars have difficulty thinking of it while excluding social or behavioral events. Because

communication theory remains a relatively young field of inquiry and integrates itself with

other disciplines such as philosophy, psychology, and sociology, one probably cannot yet

expect a consensus conceptualization of communication across disciplines.

Currently, there is no paradigm from which communication scholars may work. One of the

issues facing scholars is the possibility that establishing a communication meta-theory will

negate their research and stifle the broad body of knowledge in which communication

functions.
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Topic : Conclusion

Topic Objective:

At the end of this topic student would be able to:

 Conclude all the subjects covered in this book

Definition/Overview:

Overview: The first edition of this book was published in 2000 as The Essence of Technical

Communication for Engineers. The idea behind it was to provide effective communication

strategies for technical people such as engineers to employ in the course of their careers. It

included proven and reliable tricks and techniques for writing, presenting ideas, and

participating in meetings; basically covering all kinds of communication situations a

technologist was likely to encounter. After the original edition appeared, it became apparent

that its contents were applicable to a much broader scope of professionals than the title

implied. The tricks and techniques work just as well for scientists, architects, researchers,

doctors, and others as they do for engineers. So the title of the first edition, ''The Essence of

Technical Communication for Engineers," was really too constrained and did not represent

the book's true value across the breadth and depth of technologists.

Key Points:

1. Conclusion

In this part of the book, we will discuss the attributes of planning, attitude, and execution

necessary to produce a successful document. I had a difficult time deciding on the order in

which to present the three types of communication, so I tossed a three-sided coin, and the

written document won. No, not really. Actually I thought we should begin with the most

controllable situation, and then work toward the least controllable one. Lets face it: writing is

definitely the most controllable. You never had a document talk back or challenge your

opinion, did you? Also, since the element of unpredictability grows as control declines, we

can build on methods that work in controlled situations to derive methods that work in

unpredictable ones. This sounds terribly logical and well organized, doesnt it? If you would

www.bsscommunitycollege.in   www.bssnewgeneration.in  www.bsslifeskillscollege.in

31
www.onlineeducation.bharatsevaksamaj.net        www.bssskillmission.in

WWW.BSSVE.IN



rather believe the coin-toss rationale, just scribble out the previous sentence. By the way,

thats another nice thing about little booksyou dont feel guilty about scribbling in them.
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