Unit-V
	Non-verbal Communication
	Difference between Verbal and Non-verbal Communication

	
	Physical Appearance-“Do Looks really Matter?”

	
	Body Language Practice with Story-telling activity

	
	Tips for improving Non-verbal communication



What is Body Language?
The key to success in both personal and professional relationships lies in the ability to communicate well, it’s not the words that you use but your nonverbal cues or “body language” that speak the loudest. Body language is the use of physical behavior, expressions, and mannerisms to communicate nonverbally, often done instinctively (unintentionally, spontaneously) rather than consciously.
Whether you’re aware of it or not, when you interact with others, you’re continuously giving and receiving wordless signals. All of your nonverbal behaviors—the gestures you make, your posture, your tone of voice, how much eye contact you make—send strong messages. They can put people at ease, build trust, and draw others towards you, or they can offend, confuse, and undermine what you’re trying to convey. These messages don’t stop when you stop speaking either. Even when you’re silent, you’re still communicating nonverbally.
Importance- How body language matters at the workplace
Since body language is a natural, unconscious language that broadcasts our true feelings and intentions, our nonverbal signals should match up with the words we are saying, as they increase trust, clarity, and rapport. When they don’t, they can generate tension, mistrust, and confusion.
Whether anyone is leading a presentation at a meeting, chatting with co-workers in the hallway, or talking to boss in his or her office, nonverbal communication affects the interaction. Nonverbal communication also plays a role in social settings like lunches, office parties and after-work activities. 
In fact, approximately 93% of communication is nonverbal, while words account for only 7%. Tone of voice makes up 38% of communication, and body language and facial expressions constitute 55%
Types of Effective Nonverbal Communication at Work
Our facial expressions, gestures, posture, and tone of voice are powerful communication tools. Successful interactions at work depend on both - seniors and their team’s ability to use and read body language. A manager communicating positive nonverbal cues when speaking with employees can increase employee morale, as well as their job performance. 
The many different types of nonverbal communication or body language include:
1. Appropriate facial expressions: The human face is extremely expressive, able to convey countless emotions without saying a word. Facial expressions are universal. The facial expressions for happiness, sadness, anger, surprise, fear, and disgust are the same across cultures. You can show you’re paying attention to your colleagues while listening, by holding a slight smile, nodding occasionally and maintaining good eye contact.
2. Commanding posture and presence: These are reflected in the way a person sits and stands, as it creates a dynamic presence and an attitude of leadership. Employees convey messages by their sitting posture, whether they are leaning back comfortably in their chair or sitting rigidly on the edge of their seat. When standing, be sure to stand up tall and straight to send a message of self-assurance, authority and energy.
3. Purposeful Gestures: Gestures are interlinked in our daily lives. You may wave, point, request (beckon), or use your hands when arguing or speaking animatedly, often expressing yourself with gestures without thinking. Avoid distracting mannerisms such as finger-pointing, fidgeting, tapping, playing with hair, wringing hands and twisting a ring.
4. Strong eye contact: This is your primary tool for establishing nonverbal connections with others, as eye contact conveys interest, involvement and emotions. People often attribute trustworthiness to those who speak while maintaining eye contact.
5. Touch. We communicate a great deal through touch. Think about the very different messages given by a weak handshake, a patronizing pat on the head, or a controlling grip on the arm, for instance. In business, the handshake is the only appropriate expression of touch, so it is imperative to have a good one.
6. Space. Have you ever felt uncomfortable during a conversation because the other person was standing too close and invading your space? We all have a need for physical space, although that need differs depending on the culture, the situation, and the closeness of the relationship. You can use physical space to communicate many different nonverbal messages, like affection, aggression or dominance.
7. Voice. It’s not just what you say, it’s how you say it. When you speak, other people “read” your voice in addition to listening to your words. Things they pay attention to include your timing and pace, how loud you speak, your tone and inflection, and sounds that convey understanding. Think about how your tone of voice can indicate sarcasm, anger, affection, or confidence.
Ways to improve nonverbal (Body Language) communication at workplace. / How to fix bad body language.
Nonverbal communication is important in the workplace because it affects the work environment. If nonverbal skills are poor, one might communicate negatively thereby making co-workers not showing trust in you. Hence to improve nonverbal skills, we must first identify the areas we are lacking.
1. Maintain eye contact: Making direct eye contact, shows that you are interested in what the person is saying/asking. For eg; interviews. Good eye contact shows that you are confident in what you want to present. Staring should be avoided to check for unwanted miscommunication.
2. Use facial expressions correctly: Facial expressions convey emotions. For e.g. A sympathetic response can help make a serious situation easy.
3. Be considerate in using personal space: A person who is behaving aggressively is probably standing close to another person. One must be respectful of the personal space of others.
4. Mind your posture: Swinging your leg back & forth while sitting in a meeting or tapping hand on the table shows you are impatient. Sit up straight & face while others are talking. Tightly crossed arms & legs shows that either you are afraid of the people in a conversation or you are too defensive & ready for an argument. Change the sitting posture incase you need to participate or convince other person in any conversation.
5. Weak handshake: Shaking someone's hand is often one of the very first impressions we have of another person. If your handshake is weak, you are sending the message that you too are weak. Be firm in your handshake, but avoid the kind of death grip that actually causes pain.
6. Tone & Sound: If your voice is weak, you may appear to be weak, too. Practice speaking in a way that is strong and confident. Avoid speaking in high pitched voice. Learn to speak calmly, whether you agree or disagree with someone at workplace.
7. Faked smile: Far worse than not smiling at all, is faking a smile, which will label you as being insincere & fraud. Let your smile emerge naturally and don't force it.
8. Playing with your smartphone: Make a point of putting away your electronic gadgets and direct your full focus on the other person. It will a direct message that you respect other person’s presence.
9. Blinking eyes: When you continuously blink eyes during a conversation you are giving a message that you are nervous & anxious. make a conscious effort to slow it down when you communicate with others.
Know the difference between Verbal & Nonverbal communication.
	Verbal
	Nonverbal

	Verbal communication is the use of proper words and language to convey a message.
	Non-verbal communication is the use of body language to convey a message.

	Messages have a clear beginning and the end, and are expressed in a linear fashion. 
	Non-verbal communication is continuous i.e constant motion and relate to context.  

	Verbal communication is used consciously.   
	Non-verbal communication is used subconsciously.

	Verbal communication is exclusive to users of a particular language dialect. 
	Non-verbal communication is universal and recognized across cultures.

	In verbal communication, the message is easily conveyed and understood by the recipient. 
	In Non-verbal communication, recipient can easily miss either some part or the whole message.      

	Verbal Communication is fast when compared to nonverbal communication
	Nonverbal communication is comparatively slow.  

	It uses a single channel of communication, the human voice, which speaks a single word at a time.  
	It uses multiple channels of communication including entire body, facial expressions and tone of voice.  


Advantages & Disadvantages of nonverbal communication – The two sides of the same coin.
	Advantages
	Disadvantages

	Nonverbal communication helps us to express our feelings and convey our messages without using words.

	There is greater possibility of distortion of message because nonverbal symbols and cues differ in meanings from culture to culture, from country to country and from region to region.

	It is very helpful to illiterate people.

	Nonverbal communication is not effective when communicating parties are close or near each other.

	It can be very attractive as it is based on visual, picture, graph, sign etc.
	Nonverbal communication is quite vague and imprecise.

	Nonverbal communication is universal; it is used all around the world.
	Long conversations and necessary explanations are not possible.

	All nonverbal cues have almost instant effect as the receivers perceive them quickly.
	Difficult to understand and requires a lot of repetitions.

	Gestures and facial expressions may be used to restate or emphasize a particular point.

	Many people do not prefer to communicate through non-verbal communication with others. Nonverbal communication does not follow any rules, formality or structure like other communication.









