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Project Report 

Verbal Communication and Non-Verbal Communication 

Effective communication is the foundation of any successful organization, relationship, or interaction. 
Communication can be broadly classified into two categories: verbal and non- verbal. Verbal 

communication involves the use of words, language, and tone of voice to convey messages, while 
non-verbal communication involves the use of body language, facial expressions, and other visual 
cues to convey messages. In this report, we will explore the importance of both verbal and non-verbal 

communication, their key elements, and provide examples of each. 

Date : 

Verbal communication involves the use of words, language, and tone of voice to convey messages. The 
key elements ofverbal communication include: 

1. Clarity: The message should be clear and concise, avoiding ambiguity and confusion. 

2. Tone: The tone ofvoice can convey emotions and atitudes, and should be appropriate for the 
message and audience. 

3. Language: The language used should be simple, clear, and free ofjargon and technical terms that 
may be unfamiliar to the audience. 

4. Feedback: Verbal communication involves feedback, which çan be verbal or non- verbal, 
and helps to ensure that the message has been understood. 
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Examples of verbal communication include: 

- Face-to-face conversations 

- Phone calls 

-Video conferencing 

- Presentations 

-Meetings 

Non-Verbal Communication 

Non-verbal communication involves the use ofbody language, facial expressions, and other visual 

cues to convey messages. The key elements of non-verbal communication include: 

1. Body Language: Posture, gestures, and eye contact can convey confidence, interest, and 

attention. 

2. Facial Expressions: Facial expressions can convey emotions and attitudes, and can reinforce 

or contradict verbal messages. 

3. Eye Contact: Eye contact can convey interest, attention, and sincerity. 

4. Proximity: Physical proximity can convey intimacy, interest, and attention. 

5. Touch: Touch can convey comfort, support, and empathy. 

Examples of non-verbal conmunication include: 

-Body language 

-Facial expressions 
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- Eye contact 

-Proximity 

-Touch 

-Appearance and dress 

-Paralinguistic cues (e.g., tone of voice, pitch, volume) 

Conclusion 

Effective communication involves both verbal and non-verbal elements. Verbal communication 
involves the use of words, language, and tone of voice to convey 
messages, while non-verbal communication involves the use of body language, facial expressions, 
and other visual cues to convey messages. By understanding the key elements ofboth verbal and non 
verbal communication, individuals can improve their 
communication skills, build stronger relationships, and achieve greater success in their personal and 
professional lives. 

Recommendations 

1. Practice Active Listening: Pay atention to verbal and non-verbal cues, and respond 
thoughtfuly. 

2. Be Aware of Non-Verbal Cues: Pay attentionto body language, facial expressions, and other 
Visual cues. 

3. Use Clear and Concise Language: Avoid ambiguity and confusion by using simple, clear 
language. 

4. Provide Feedback: Encourage fecdback and respond thoughtfully to ensure that messages 
are understood. 

By following these recommendations, individuals can improve their communication skills, build 
stronger relationships, and achieve greater success in their personal and professional lives. 

xylark 

*Arts 
FOundala 

Khed Shivapur 
Pune-412205 

Sciencce & Cat 
PRCPAL Siyierk Fourdation's Arts-Science & Commerce Collega Khod-Shivapur Purne-412205 



Ref. 

Recognized by Govt. of Maharashtra 
Affiliated to Savitribai Phule Pune University 

Date: 

SKYLÄRK 

Place: 

Estd. Year 2009 

SR NO. 

FESOATIOSY 

Name of Speaker: Dalvi NH 

ARTS, SCIENCE & COMMERCE COLLEGE 
Khed Shivapur, Tal. Haveli, Dist. Pune -412205 

PUNCODE:CAAPC14750 
Coßege Code No. 880 
Exam, Code No. 200 

Name of Program: Ver bal ommuni aon anel Non- Verble 
Comwiaa! 

21 

2o S&ptembeK 204 

2 o14-2o 

20) 

Phone 
Email 

Cence & 

STUDENT NAME 

:9762745639 / 9545117123 
acsck2009@gmail.com ascoskylark@gmail.com 

Website: www.asccskylark.in 

Date 

Ats Scf enee cemmerte College 
College khe sapv 

Time: 

CLASS 

Baqe paurnima SandipE.B.Com Pasisma 

9 chavan vid ua RameshEX.A.Conh Undhyg 
choraghe shru+i shaadlFgconhstschtgahe 

D Ramble Rutuia 5uTya Hant 5. B.As karnble 

S)Ghag mayuri vay 

Sooha Asmita somnothle -.ATASameth 

8)andeoraiak 4a LolasSo stB.co kapalazo 

9) adear Rutika TanaiTKB-A RahkaTai 

SIGN. 

5hendRar kaal shrpaj TPR.Con Sele Shgeg 

12d saware TiTabai nayakTY.B.corm STili 
13) awhad olkar Anil 

L4) lpangare Tushar Timu Y-Bco T EY 

S) dkar suapnil shivai KR-As.Shii 

16) Sate Annata kashinath TGALSA oxh 

I) Chor Laxmnan Tanai 
18pay9udepaniRaj Subhashs.gAank ing 

9) |'9Ande wshad satHSh EB.A gishal 
Tupe Amit shant�Kymr EB� TAShen 
Manule Satish Anush EY.B.commS. Ankush 

22)Kuníeer Raiesh HisanF-YB.cazk R. kisom 
Shinde winod sunil E.XB.AS Suni 

Katuahakur Yogesh Rajeeule.Y-e.Al Ty. ajetv 
nde sidEhesh sandip sBA Ponàe 

nandhane Akash shanktr 58A. mA.san 



SR NO. 

33) 

STUDENT NAME 

27)Adel Has 5anaram Balasaheb SÀ A:S.Baasah 

28) Tcudhay evika AshoR s..AAD. A Shok 

23)Oimble risahgo Lahu sB.ConLah 

Gauhane vinas Ram s.8.co G Ran 

HAËare oan 

CLASS 

31) syQLoa dssany 

32) Bhalabae Tejas Sanjay 

alark FOunda 

SIGN. 

Pune-412205 

mandbre kumal shanaT..co kupa 

34) kalkade ARshay Raj endz 1Y.Bcanakeha 

35) Rhotpe suoriva mahan EX.&Conmupag 

36) Rhune iti ntosh E.YBconh Qd 
TYBA 

3) Wadkar Rutia Tanaji 
33) anamdar Anjum 5ayyad TYBA hSL 

3)shinde uishal sa Hsh EKBAhinde 

5X.g.CorhT 



VERBAL-To Nor VERBAL (omt muNfcTTDN 

Kylark, Fou dalio, 

Khed-Shssur 
Pune-412205 

Soience & Cone 

AINCIPAL 
Skylark Foundation's 

Arts-Science & Commerce College 
Khed-Shivapur Pune-412205 



{ "type": "Document", "isBackSide": false }


{ "type": "Form", "isBackSide": false }


{ "type": "Form", "isBackSide": false }


{ "type": "Document", "isBackSide": false }


{ "type": "Form", "isBackSide": false }


{ "type": "Document", "isBackSide": false }

