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Intoduction

¢ Communication involves more than
spoken or written words. For example,
when Lois Lane arrives punctually for a
job’ Interview wearing a conservative blue
Suit and when she leans forward to
anNSWer questions in' an animated Voice,
she IS sending messages to the
INtErVIEWEr. TThese nenverball messages
willTbe ebserved and registered, justias
NEF WOKAS! are INtERPRELEE andl PrOCESSEM,
PV the InterviIEwer: [Learning! ter recegnize
andrtorcontrel nenVerbal CUES IS ImpPoLtant
(O the sticcesshitiFfcommunIcators.




Continued ...

¢ Some authorities consider nonverbal
signals to be even more important than
words. In experiments testing the
communication of feelings (such as
approval or disapproval off another
individual), psychologist Albert Mehrabian
found that bedy, movements and tone of
VOICE CONVEYEd 93 PERCENT Of a MEeSSade.
e actlaliwoerds conveyed only: 7: PELCERL.
WhEethervoeurare communicating fieelings
Or Ideas (anad most MESSAades contain
PELHY; 2 NUMBER GIFNERVERRAINAELOrS are
G WORKS



Paralanguage—How the Voice
Communicates

¢ [he way in which a message Is
spoken is often as important as what
IS said. Paralanguage describes the
vVocal qualities, suchr as tone,
Inflection, volume, emphasis, and
pPIteh, off spoken messade. Notice
AW the significance of the fellewing
MEssade shifits accerding te: the word
emphasized:




¢ Although the words are the same, the
receiver perceives different messages
When voice emphasis changes.
Paralanguage often reveals the emotions,
CONSCIOUS and Uncoenscious, underlying our
WOKAS. Dynamic speakers: and successiul
PUSINESS |leaders capitalize on
paradlanguade tor rEINTOrCE thElr WoKAS:
BECaUSE thelF Voelce patterns complement
CREIFWERAS, they aveld sending connilicting
MESSAJES:



Kinesics— How the Body

CcCommunicates

¢ Body Language, the best-selling book by
Julius Fast, popularlzed the conce,at of
nonverbal communication. It wouldl be
Inaccurate, however, to suggest that
SPECIFIC p05|t|ons and movements are
infallible indicators off Underlying
motivation. Such simplicity, of COUrSE,
PElIES realltY Although we may: ot be
able to; catalog eVER/ADOEY MOVEMERNL and
Indicaterits nidden meaning, we should e
aware that faClal eEXPrESSION) EVE CONLACE,
POStURE, and gestUrES) ExErt arsignificant
Effiect On VIEWEN



Facial Expression

& Experts estimate that we can make and recognize
nearly 250,000 distinct facial expressions. lhe
MOSt COMMON EXPrESSIONS are Interest,
enjoyment, surprise, distress, shame, contempt,
anger, and fear. In conversations, facial
EXPrESSIONS are a principal source off feedback.
Alert communicators display: and interpret facial
EXPrESSIONS accurately; they modify: their
MESSAJES) Lo Produce the effiect they intend.  Eor
example, the appearance of fFoWns, Yawns, Or
SMIEKS N thE fACESI B lIStENERS 1N thE audiENGE
shouldisignalr ClarksKent, al salesi representative;
ter alterthis presentation’ beCalSE NE'S NOL
ePEAININGE NISTAESIFed resulG:



Eye Contact

¢ Often described as the "windows of the
soul,” eyes are the most expressive
element in face-to-face communication.
Among Northi Americans, individuals who
maintain direct eye contact are usually
considered to be open, honest, and
trustworthy. “Shifty™ eyes suggest
dishenesty; and a downwardigaze may: be

INCEFPrEtec
INTERIGKILY,
diffictlt to
WhHhoNS Uha
MUSt BE e

as a sign

0)|< o) +'|0)o]
MEMBErREE

O SUbMmISsIon,

O htmilitys IRt thistcllture IS
1aVe CONMAENCE! 1N al SPEaKENR

VoeUNRrthereyes It
O COURSE; that the

INtErPrEtatoRrOMUEC
communicationNs cultlrerdependent.
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Posture

¢ [he way you stand and hold your
body also sends messages about
your selff confidence. Stooped or
bowed shoulders may: signal that you
are burdened, selff conscious, lacking
confidence, submissive, beaten,
guilty, or afiraid. A straight back With
sguared shoulders typifies strength
and responsipility.: Hunchea
shoulders suggest anxiety on
WEaKINESS,:



2

¢

Gestures

Some hand gestures are recognized and easily
Interpreted.

For most North Americans a circle formed with
the Index finger and thumb signals satisfaction,
shaking the Index finger indicates a warning, and
showing the palm symbolizes a peaceful greeting.
@ther gestures are not sor easily: transiated. Do
crossed arms mean I willfnet Iet Vot in=? DeEes
FUBBING thE NESE WIth a inGER FEPrESENL
disapproeval? [Dees

PAtting the halr mean approVal?Z Dees ferming a
Ssteepleswithrtheiingertipsiindicater SUPERIORIGY?.
e nterpretation o these gestlreEsfandrotNers
depends greatiy onrthersitiationrandialse) on the
cUltUReE:



Image—How Appearances
Influence Communication

¢ [he Iimage an individual projects and the objects
surrounding that person can communicate
nonverbally. Clothing, for example, tells a great
deal about an individuals status, occupation,
self-image, and aspirations. A researcher testlng
the perceptions of individuals conducted an
EXperiment in WiRich twormen  dressedi in
INEXPENSIVE and exXpensive clothing on' alternate
days. lheir taski Was! te) enter stores; off alll typPES
and select merchandise. When it was time: tor pay,
they searched thellr pocketsiandiannetnced that
they hadiert theirmwalletstat-nheome: Inen they,
tried ter pay. by, checks When dressedin
eExXpensive clothing, thermenrwere ablertorcash
EWIGEras many: ChECKS as they didiWheER Wearing
INEXPERSIVE CIOENES:




¢ Clothing apparently communicated a
nonverbal message indicating worth,
Integrity, and trustworthiness.
Afppearances definitely affect perceptions.

ouU look successful, you are often
percelved to be successful.

¢ In addition te clothing, a person's
POSSESSIONS Send messages. In a business
office, the condition of an Individual's
desk, ‘the appearance (‘or lack) off personal
decoratlons the Kind off paintings on; the
WelllEple quallty O the fUrnItUrE) and the

1abIts and mterests <le

OPINIGNS), CONSCIGUS anEG

~11~I nr\n\lorhnl ~liiAnc~

5O0OKS OF magazmes IREVIEW suggest the
OCCUpPantis status), Woerk Nabits,Fpersenal

ucann anad

pErSenality traits: AN OhficENiSiter forms

Uncoenscious, from



Proxemics—How Space
Influences Communication

¢ Proxemics refers to the amount of space that
individuals naturally maintain between each
other. Sociologists report four territorial zones:
Intimate space (up to 50 cm), personal space
(30-75 cm), social space (120 to 200 cm ), and
public space (300 cm or more). When our
territorial space IS invaded, We resent and resist
the intrusion. BUSINESS ConVversations may: take
pPlace N persenal o sociall space, bUut NEVEr In
INtiMmate space. Meetings arertsually, conauctediin
PUBlIC Space: Althoughreffective commURICators
propakly colld Not Name thESE OURZORNES; thEY
IRStinctvVelV URderstand andrehseRve spatial
FEqUIREMERTS:



¢ Manipulation of space illustrates another
form of nonverbal communication. The
arrangement of furniture in an office, for
example, communicates a variety: of:
Information about the occupant. Richarad
Snyder, human resources director, places
a Vvisitor's chair close to his desk,
suggesting that he Is open, approachable,
and genuinely’ interested inf getting te
KRNEW. RIS Visiters persenally. ©n the other
1and) Victoria Santos, Branchrmanader:,
912 CES VISIEORS: ChaIRS acress the reem
iFom NER deski and Keeps) ar coffiee tablenn
FORt O the chalrs: e nenverhal
MESSade IS that she Isidistant, alooef, and
URIRtERESTEARIVISITORS,




Nonverbal Communication

Summary

¢ Ideas and feelings are communicated by
more than the words we speak or write.
Messages are also sent nonverbally: by

posture, and gestures),
(clothlng, OBJECES, an

a

OV, PrOXEMIECS (spatlal re
BEcoming aware off nonverbal signails
IEIPSHyeUNImpPreVEVoUFability torcontio!

paralanguage (how the voice sounds), by
KInesics (facial' expressions, eye contact,

DV, iMmage

DPEArances), and
ationships);

these elements in your ewn
communication: You canralsSornecome
moere skilled at deciphering nenverbal
CUES) thusfenhancing YouFcomprenension

orithe total MESSages
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