Chapter 3

NON-VERBAL COMMUNICATION

Man cannot but communicate; even if he is silent, his body
speaks. |

: ejements, LUse ol H[:..u -

To enable the learner to perceive the role of body languae, voc

and time in oral communication and to help him imbibe the skills of using them effecuvely

for success both in his career and life.

A form of communication in which words are not ased is called non-verbal communication. Anthropoio-
non-verbal means for hundreds of years before he developed a system of

ation. Nature did not bestow the gift of speech on animals and even

today they communicate only non- verbally. For example, you can easily understand whether a dog 15
friendly or hostile by observing i(s body movements. Similarly, if an elephant raises its trunk and rushes
towards you with a loud trumpet, you can make out that it is coming to attack you. Despite sophisticanon
attained in the system of linguistic comnmunication, men, like animals, continue to use non-verbal means
f communication with great effect. In fact, many of these means are instinctive, natural and spontanc-
ous. Some of these are culture-specific, and some are aniversal in nature. Consider for example, smile

as 2 means of communication. The smile of a Russian child expresses the same feelings as that of an

American child: comfort, wellness, friendliness and liking.
Before we discuss the nature and types of non-verbal communication,

communication. In general, non-verbal communication 1s:

gists point out that man used
linguistic symbols for communic

let us distinguish it from verbal

e less structured than verbal communication;

e spontaneous and often unplanned; and

e complementary to speech.
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1S therelore, necessary to nmdderstand their 1ole and aigmlii Al e
here are numerons meang of non verbal comimunication. Here, we shall discuss the major ones and

SNCC how Iht“}' contnbute to the effectiveness of verbal coimmunicalion | £t us gIOUp thcm il’llﬂ the fol

lowing four categones

MEANS
1. KINESICS (The language of body)

e Personal appearance
e Facial expression
e Lye contact
e Movemend
e VPosture
e (esture
2. PARALINGUISTICS (The language of voice)
e Quality
e Volume
e Pace
e Pitch
e Pronunciation
e Pauses
3 PROXEMICS (The language of . pace)
e [ntimate space
e Personal space
e Social space
e Public space
4. CHRONEMICS (ihe language of time)
[ et us now look at the variou, means one by one to understand their role in communication.

Kinesics (The Language of Body)

In face to face interaction, body ianguage plays an important role. We begin to form an impression
about a speaker as soon as we see him. The way he is dressed, the manner in which he moves, stands, or
sits—all these give a significant clue fb his personality, that is, the kind of person he is. It is only rarely
that our impression is belied when he speaks. A systematic study of the movement of human body in the

.
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| COmmUICAtoN 1s called kinesics. A Jot of research has been done in this area and the results

ned mn the Torm of books. Here, we shall briefly discuss the main aspects of the personality whach
hcant Irom the communication point of view.

Personail rance  T'he listeners would form their first impression about you from your personal

appcarance. Y ou should, therefore, consider this aspect of your personality as part of the message you

comumunicate. 1T you are properly dressed and look smart, you would induce among the listeners 2 recep-
e mood. Ihey would form a favourable impression and become eager to listen to you.

Apparc! oft proclaims the man’—this is what Shakespeare said centuries ago but the statement holds
good even woday. The choice of your dress should suit the occasion. In general, a sober, simple, neat,
formal and comfortable dress that you habitually wear would be all right for occasions such as personal
mmteracuon for 2 professional purpose, oral presentation, group discussion, interview, etc. If you are clean
and well-groomed, a feeling of trust and expectancy would be generated and you would exude confidence

L 3 ;‘ -

and speak or interact with proper poise. And thus you would have already marched a few steps on the

road 1o success in communication even before you start spfaking.

Focial Expression Face is the most expressive part of the body. Its mobile fcatures and the muscies
express 2 number of feelings and emotions. They are used for a faithful re lection of thoughts and true

feclings and sometimes also for a deliberate suppression of them. Thus, face 15 no! always the i‘nckex of
the mind Shakespeare’s statement supports this view: ‘One may smilc and smile and be a villain . |
The expression of certain basic emotions on the face 1s universal., For example, generally speaking,
xpanded lips and smiling eyes stand for happiness, pursed up lips, red eycs, and contracted eycb.ro-ws
for amger, contracied cyelids and closed lips for sorrow, raised eyebrows for disapproval or dishelief,
tiglicucd 1@w muscles for antagonism, eiC.
The L_:gmge +f the face is subtle and there are a variety of ways in which it can be manipulated.

. can communicate a number of feclings or even mixed feelings in quick succession. You

In fact, yo
$ould therefore be careful in reading the message being conveyed through the facial features. It would

he advisable to confirm it by referring to the accompaunying verbal message. |
When vou interact with a person or with a group, you should maintain a cheerful expression on your
ace. It must reflect your confidence and zeal. If you do so, you would be able to establish a quick rapport
with the andience and the going wouid D¢ easy.
Eye Confoct Eye contact is one of L most effective means of communicating non-verbal messages
and establishing rapport wii listeners. As you may be aware, €yes reflect several personality traits such
lligence, since—tv, coni:ence, conviction, elc. Raised looks indicate dominance and downcast
sest weakne - and submission. Rightly, therefore, they are said to be the windows of the inner
. direct eye-cutact often enables a speaker to overcome nervousness and self-consciousness.

should learn to use the = nuances of eye contact properly so as to make an effective and positive
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.mpact on the andience. When you have to speak before a group of people, look at them and pause for
2 while before you say anything. To start speaking as soon as one reaches the dais shows lack of poise
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and creates a poor impression on the audience.

While speaking. maintain eye contact with the entire audience, looking at one pair of eyes to another
around the room. But do not gaze or stare at anybody. Further, to look at the ceiling or outside through
2 window or at one section of the audience is a sign of rudeness or nervousness. If listeners feel that you
are ignonng them, it 1s most likely U}a[ they would turn a deaf ear to whatever you are saying.

-




and obtain the feedback—how th

a direct eye contact with you, the
# ]

necessary for you to change your

e when you walk to the dais and from your seat to the

speak, and when - | -
You mav h s o you move on the dais while speaking.
- y have had the occasion to listen to some good speakers. Did they rush when invited to take

their s ' -

fr():; 5:;:3:0‘2 gi]gedﬁij? Did they get up with a jerk before starting to speak? Did they move on the dais
' 1K€ a pendulum or forward and backward like a piston? If they did, do not emulate

. You can do better by avoiding such awkward body movements. A general

: : speed with an upright posture and with proper poise. This would enable you 0

reheve tcn§10n, helP you draw the attention of listeners and change the pace of presentation.

I there 1s a question—answer session after your talk, you should answer from the place you are standing.
You may, however, move a few steps towards the left or right side to get a little nearer (o the person who
d.Sde the question but do not 20 too close to the audience because this is a sign of being acgressive. When the
session 1s over, walk back to your seat gracefully and watch the rest of the proceedings with equipoise.

Posture Posture is the way you conduct yourself when you face an audience. The way you sit or stand
reveals a lot about you. It may show the degree of your alertness, sense of purpose, confidence and self-

puage. The audience would begin (o evaluate you even before you speak by observing your posture—the
way you sit on the dais, waiting to be called upon to speak. [f you sif 1 a relaxed manner and look straight
at the audience with a cheerful expression on your face, you would create a good initial impression. The
listeners are likely to become eager to hear you and your task of speaking would become easier. On
the other hand, if you play with your bunch of keys, pen, buttons, note-cards, etc., you would give the
impression of being nervous and ill-organised. Youi posture would generate a negative attitude towards

you and this may hinder the smooth flow of communication.
While speaking, keep your note-cards oo the lectern. If there is no lectern, hold them in your hand

without trying to hide them from the audience. If your,hands are free, let them hang on the sides or keep
them on the lectern. Never pu! them on your belly or in your pockets. Stand tall and upnght with your
chin parallel to the ground, pausc for a while, look at the entire audience and then start speaking. Do not
slump or lean on the lecicin. If therc is a mike, keep your mouth about eight inches away from it _

To get feedback, keep on observing the audience. If you find quite 2 number of persons leaning back-
ward and sitting with crossed «rms, you should change the strategy of presentation because such postures
indicate that they are not interested in listening to you. On the other hand, if they are leaning forward and
sitting with uncrossed arms, you can safely conclude that they are interested or eager to listen to you.
After you have finished speaking, walk back to your seat with the same grace which you reflected whea

you went to the podium to start speaking.

Gesture In the present content, the term gesture refers to the wﬂq~*h% “ Qe

as hands, arms, fingers, head, shoulders, etc., to convey, reinforce or illustrate meaning. If you ob
carefully, you can discern a regular pattern in the use of gestures. Speaking without any gesture
ficult. And if a person deliberately sits or stands like a sfatue while speaking, the impac

' ’r*“f':

would certainly be lost. ,4
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Paralinguistics (The Language of Voice)

A study of non verbal vocal cues thataccompany the delivery of speech is termed as paralinguistics. For
clfective communtcanon you should not only be proficient in using suitable words and body language
but also be competent enough to mampulate the nuances of your voice properly. As you know, voice 1S

a gift of nature but we need 1o be tramned in using it for a large variety of purposes. It is unique like the
personality of a person. That is why on phone we are able to recognise the persons we know by merely
hstening to their voice. You may have observed that an infant cannot understand the words spoken by

the mother but it can certaunly understand whether she is angry or loving. Sometimes we produce certain

sounds or speak nonsense words o express our joy and excitement. Our groans and shrieks clearly depict
pain and fear. Even amimals can sense the elemental moods by listening to our voice.

[n the production of voice, three most mobile speech organs that we use are lips, jaws and tongue.
When we exhale the air from our lungs through vocal cotds, these organs are used to produce different
sounds. Sometimes the hips are rounded, sometimes spread, sometimes closed, the mouth and the i jaws
are opened partially and sometmes fully, and the tongue is moved at different places or remams neutral

m the process. Lazy lip movements cause unintelligibility, a rigid jaw muffles the voice and an inactive
(ONZUC ( ‘hokes 1l

Like other parts of the body, speech organs need exercise. Some of these are given below:
e Bl your mouth wath air, roll it from one side to another and then release it after some time.
e louch the vanous parts of the mouth with the tip of the tongue.
e« Open and close the mouth in quick succession.

e Move your jaw from side to side.

« lostrengthen your throat muscles and vocal cords, roar hike a lion 3 to 5 times and utter 'Om’ 15 to
20 nmes

It you devote daily about five minutes on doing such exercises, you would soon discover the rich
vanely and resources of your speech organs und would be able to use your voice with great effect. I'I
pubh.. - speaking you would find it easy to project your voice and in dyadic communication to mampulate

et . e, S o i
It to your advantage. -

i mg looked at the nature and 'nportance of voice, let us turn our attention to its charaqtenstlcs
namely, quality, volume, pace, pitch, pronunciation, and pause.

Quality The term quality rei s tu those characteristics which distinguish one VOlce from the other. A
voice with good qualit. sounds pl=assul and causes a pleasurable sensation among the listeners. If the
. quality 1s bad, it may excreise a icgative impact and even irritate the audience. - |
" The quality of voice is dc rermined by the resonating mechanism of the voice, ﬂlﬂ h. IM shapt
)~ size of the throat, mouth and nose cavity, action of the vocal m,m d thm ity, and the 1
ner of using the resonating chambers. Some persons are ﬁM ol el T SN +4
all of us can improve the quality of our voice by ﬂw
physical features but certainly modify the manner of
exercises mentioned earlier in this chapter can prove w
good voice denotes, to some extent, a well-balanced g
and professional settings. ¢
A few common faults from which some people st
ing to your voice whether you have any such fllm

- W gy T
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P Throatiness, which results from flt't'p resonance in the thaeoat

27  Breathiness, which occurs because of the passage of wo much air heough the vocal conds

-
b
(-
-
N
I

3 Nasalisation, which 1s caused by releasing some air through the nose 1 the

sounds.
4 Harshness, which results from inhibited flow of air from the vocal cords

5. Being muffled, which is caused by the lazy movement of jaw, wagee aad Lg

6. Hoarseness, which 1s caused by the inflammation of larynx

To get rid of the last one, you require medical advice bul e st ive problems can be overcome by
determined and sustained efforts. Even persons of great renown such as Abraham Lincola and Winston
Churchill had to struggle hard to cultivate their voice to become great orators

Volume Volume is the degree of loudness or softness of the voice. It is determuned by the amplitude of

-.-_-.-._-
'*'_'I'

the vibration of vocal cords. The range of volume, which diffefs from person to person, may be broadly
divided into the following four levels:

e Very high (Level 1)

e High(Level2) '+~ ¢ M

e Low (Level 3) O - *;
e Very low (Level 4)

We generally keep our volume at level 2 while speaking to a lare= 2r vp (cl \ sroom lecture, oral pre-

sentation, etc.) and at level 3 while interacting with one person ¢r a sr2 =74 of persoas. One speaks
at level 1 in special situations such as calling somebody from = ior 3 dis aace, speaking in a Gt of rage,

etc. Level 4 is used when we talk to a person in a solemn gdhc"_ng - © somebody sitting or standing
very close to us or when we want to confide a secrct io somebody. and in other sumalar situabons. But

variations in the volume are made according to situations. wha-.. =« be the level. Ftl speaking a a proper
volume we have to take into account factors such as backgiound noise Ies . .

a'h

speaker may lower the volume to convey soinething Spcaal to the andicace or sometimes 1o silence h 1
private commentators in the audience.

While changing the volume, care should be taken to ensure that pitch and quality of the voice do not

change. For example, while speaking at level 1 the voice would become harsh and grating if we change
the pitch and quality as well; it is, therefore, necessary to control the volume in such a way that it

remains clear and audible at all levels. if you speak louder than necessary, ﬂqﬂwd
boorish and if the volume is too low, you may give the impression of being nervous and tod. Adjust-

ing the volume to the requirements of the situation is one of h*d an effective speaker. While
speaking to a large group, observe specially the last row of listeners. '”“ them %m
looking puzzled or giving some other signs of strain, you m*n lume. Ar i’#ﬁﬁ

front row listeners leaning backwards, looking dazed or umitatec
if the venue of your speech is open and uncovered, the volume hi

And remember that controlled variation of the volume that we h scussed is essential whether
you speak with or without the aid of a pnkc f_ fj‘;l;:";;.f'.‘ AR

Pace Pace refers to the spe

1 F ‘11 LD w18
e T —————— . e S

the duration of sounds, the numbcr of stressed syllahh e
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speec
speech was writien
Pauses are alsq used for several Aher pratpr rims oot s B lpliowing

e to emphasise a povn,

e to dramatise an 1dea,

e to separate one umi of though fromn e Ahers

o to signal the beginming of a speech,

o to signal the end of a speech; and
e to silence the pnvatc cornmertatons, if vy, sy e s,

s Aid et ks

K pex ko shont. Proper tming of pauses is an
WWMW i used effectively, they can help you
gather your thoughts and move from ome o) fhe ofher besides cgdling you choose the right words and

construct proper sentences to express thermn. And i e lsteneys ey can gve tuwe 0 grasp your ideas. If
sometimes your pauses are long, do nof pamic. Nokndy cxpects you 10 memor- = e speech and deliver
it in one continuous flow without any pause. Maoreover, W 2 spedker, e ler gth 71| a [ 2use appears to be
greater than it actually is. Take care not 10 vocalise Jouy panses 0 acliag < € purposes. Avoid time-
fillers such as um, eh, ah, etc_. and cxpressions hike lon’t 2, Got ¥ 1 me 20, O K., Well, You know,

etc. Frequent use of specch manncrisms such as these can wiiae % \siene:; and obstruct the smooth :
flow of communication.

A systematic study of the use of space m face o’z . o Gow i calied Preyemics. Habitual use of
space in a particular way reveals, 1o some exie” ', 2 per.o0's poisonality. bb“w&m
of space is an indicator of power and status. Fox =v.mpie, fien an employee interacts with his boss,
the distance between them is more then what it s W, ~e a9 officer of egual rask talks 10 him. The office
ofmommummm&*dpum&“ﬂ-ﬁm
anytwomtaioauasnhkdytobcn iz “-“Mh -

JUS 'H‘u.jll"'
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leq.-xbcm vou and the adience

somebody in the audience. Bm : 'udladomge
while sitting, you may lean a lnttle 10 use the space avask
mbtlcmanmranddntmc-lyiashl#d“

As in the use of body language, there e socio-¢
in personal interaction, we [ndiags tend 10 stand closer iofhe @
man may feel embarrassed or even smmoyed if you go 400
into their personal territory is considered 1o be 2 sign

Smmmmmumﬁ. |
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hm“ ‘“ Prrvah) »0(.  he e extemds inan Person i hwich iﬁ‘#w_—{ h,;“ !ﬂc[-( Within this
place WmoOnNg nx mlwr ol & l.l_ll-li}, OV TS POUSES and close relatives ( Mhers

zone mteraction lakoes
N TIES IR TLAY ll LN, sUuCch as 1o con gratuinte, 1o g msode on 10 share lnyt"!w; ;

eriler this 700N only in
at of excuement he interad Lion s characion s ] by a4 hamdshake a "Jl on the back., 2 hug, arms

(TN
‘ round the neck, cngaging looks and inbimate whispers. LDuUsLe ¢ 13 used 10r dis ussion

F IﬂL][H“‘kD“I“ |||d"$| and Tor . lLH!; stgnthicant Jecisions at lh( 1[\‘ ':"lfvc' S
Personal Space 11 streld ches trom one and a half feet to four feet. This zone is suitable for interaction

A M

among fniends, u)lluguu and dyadic communmnicanon between employees. lg business. thes zone 1 also
used for small gmu[) mecetings and personal interviews. Since the Listeners are close by, the discussion

s often marked by warmth, fnendliness, spontaneity and interpersonal fellowship.

Social Spoce  This zone ranges from 4 feel 10 12 feet. It 1s suitable for large group meetings, bricting

sessions, large group interviews, et¢. Because of the presence of 4 greater number of people, the discus
sion tends to be formal. It does, however, facihtate participation of more people in the dlulnlm That

s why social space is most frequentl) used zong for group interactions in proiessional HOns
king of the

TN W .

The decisions taken and the results armved at in such interactions regulate the 3\ to-day we
organisation and at the same time help it move in new directuons for further deved ment.

Public Space The range of this space 1s beyond 12 feet up to 30 feer Jiibe ag M2y ul. If the audience
s large and outside the natural heanng range, a microphone is used o amp /| fy the vosce of the speaker
Public space is used for conferences, conventions, public mee:, ags. i Siace the distance between the

speaker and the audience is long, the pamugams are less inva,veu in 1o event. The speaker Ainds it dif-

T ——

ficult to establish and maintain eye contact with the entire aucticoce 2ad is thus unable w get mmediate

feedback. That is why speech events in this siation are otien used for dissemination of information of
general intergst and persuasion of people (o a puticulin view pumt o course of ackon.

-

Chronemlcs ('I' he Language of Time)

the value of this statement. Unprcccdcmr.d adwuu esan mfm |
importance and patterns of its utthsation in busine s orgammm
and speedy transmission of messagcs churactense modern m
oral work culture has greatly accelerated the pace of bunm d ps
Today respect for others (ime 1s a mark o prolessIOrf
your duties, arrive al meetings on ime, complete your presentation
ive a clear signal of being disciplined, well-organised and sy
ho Talk more than necessary on phone, indulge in goulpu
by them do not realise the value of ime and this may prove detr
tarnish the image of the organisation to which they | _.;_;i'
There are socio-cultural variations in the use of time ﬂ
time conscious than in India and some Laun countnes. ex

business meeting would meet with general cwmpprom
may not mind a few minutes delay.

wi B -
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