




2.2 Effective Communication Skills: 7C’s of Communication 

Communication takes place in every sphere of life. All types—oral, written and non-verbal 

reach its aim when it is effective. There are certain aspects which help a communication to be 

effective, all these begin with letter ‘C’, hence are termed as 7 C’s of communication. These 

are as follows: 

1. Credibility 

2. Courtesy 

3. Clarity 

4. Correctness 

5. Consistency 

6. Concreteness 

7. Conciseness  

1. Credibility: Credibility means reliability and sincerity. It means there should be 

mutual trustworthiness between sender and receiver regarding communication. The 

sender should have ample confidence over the subject matter and the receiver should 

rely on sender for an effective communication. 

2. Courtesy: Courtesy implies cordial and decent mannerism between sender and 

receiver. It means giving due importance and regards to other’s feelings. It does not 

only mean using ‘please’ and ‘thank you’, but it is sincere and genuine expression 

showing respect and care to develop goodwill. 

3. Clarity: Clarity of ideas indicates the meaning of the message.The sender should be 

clear with his idea to be communicated and he should transmit his message in clear 

sentences. Clarity in communication consists of following factors which are:                                                                                                                                    

a. simple and brief sentences                                   b. proper use of punctuation                   

c. providing concrete details                                d. proper, precise and familiar words                                 

e. simple and clear sentences                                  f.  logical sequencing 

4. Correctness: The correct use of grammar and appropriate words are essential 

requirement for effective communication. Moreover, the suitable tone in oral 

communication is another significant aspect. 

5. Consistency: The method of communication should be consistent. There should not 

be irrelevant digressions and deviation that may lead to confusion and 

miscommunication. There should not be many ups and downs in communication. 



6. Concreteness: Concreteness means use of concrete and specific expressions in 

communication. The sender should avoid use of vague and abstract expressions. 

Instead, specific facts and figures should be presented. 

7. Conciseness: Conciseness means use of brief and clear sentences in communication. 

The use of complex sentences leads to complexity and confusion. Hence, use of ‘to 

the point’ sentences should be used for effective communication.  

The apt use of these 7 C’s will definitely make the communication effective. 

 

 

 

 

7C’s of Communication:  

Credibility Reliability and sincerity Builds trust 

Courtesy Cordial and decent mannerism between sender 

and receiver 

Improves relation 

Clarity Sender should be clear with his idea and 

transmit his message in clear sentences 

Makes understanding easier 

Correctness Correct use of grammar and appropriate words  Builds confidence 

Consistency No irrelevant digressions and deviation  Introduces stability 

Concreteness Use of concrete and specific expressions Gives confidence 

Conciseness  Use of brief and clear sentences Saves time 

 

Modern Means of Communication (Video Conferencing, Email, Teleconferencing) 

 

In recent years, the mode of communication has changed all over the world. The spread of 

Information technology has boosted the use of modern means of communication in general public. 

People have transformed the conventional means to modern means for development.  

Modern means of Communication are: 

1. Video Conferencing 

2. Email 



3. Teleconferencing 

 

1. Video Conferencing: Video conferencing means communication between two persons by 

verbal and visual interaction. This method uses internet based computer resources to 

provide a real meeting like experience between two persons who are at a distance. 

Advantages of Video conferencing:  

1. It saves time of journey for actual meeting. 

2. It reduces expense of journey. 

3. One can arrange video conferencing with many persons in a single day. 

2. Email: Email stands for electronic mail. Email has efficiently replaced the traditional mode of 

letter writing. It is much convenient, economic and faster mode of written communication. It 

requires an internet connection and email addresses of sender and receiver. 

Advantages of Video conferencing:  

1. It saves time of sending written information. 

2. It is much economic than traditional letter writing. 

3. It is safe and protected.  

4. One can attach images and other documents also. 

5. It also provides storage for documents. 

3. Teleconferencing: Teleconferencing means communication among many persons who are at 

different places. It can use audio and audio-video modes for communication. This method 

uses internet based computer resources to provide a real meeting like experience among 

many persons who are at a distance. 

1. It saves time of journey for actual meeting. 

2. It reduces expense of journey. 

3. One can arrange video conferencing with many persons in a single day. 

4. One can pursue education or appear in interview through teleconferencing.   
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Preposition Chart 
 

 

Preposition How It’s Used Example 

Showing Time   

At exact times 
 
meal times 
 
parts of the day 
 
age 

at ​3pm  
 
at ​dinner  
 
at ​sundown 
 
at ​age 21 

By a limit in time 
 
in the sense of ​at the latest 

by ​sundown 
 
by ​the due date 

In seasons 
 
months 
 
years 
 
durations 
 
after a certain period of time 

in​ the summer  
 
in ​November  
 
in​ 1992 
 
in ​the same year 
 
in ​an hour 

On days of the week 
 
parts of the day where the 
day is named 
 
dates 

on ​Wednesday  
 
on ​Friday night 
 
 
on ​December 4th 

Ago a certain time in the past 2 years ​ago 

After a point in time that follows 
another point in time 

after​ the game; ​after ​the 
surgery 

Before a point in time that precedes 
another point in time 

before ​leaving; ​before 
breakfast; ​before​ 2004 

During something that 
happened/will happen in a 
specific period of time 

during​ the night; ​during 
war 

For over a certain period in the for​ ​2 years 
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Preposition Chart 
 

past 

Past telling the time ten ​past​ six (6:10) 

Since from a certain period of time since​ ​1980; ​since ​the 
accident 

Throughout something that 
happened/will happen 
continuously in a specific 
period of time 

throughout ​the year; 
throughout ​the ordeal 

To telling time 
 
from an earlier time to a 
later time 

ten ​to ​six (5:50) 
 
1pm ​to ​3pm 

Until up to a certain point in time 
 
how long something is going 
to last 

until ​the end; ​until ​sunrise 

Up (to) from an earlier point to a 
later point 

up (to) ​now 

Showing Place   

At an object’s settled position or 
position after it has moved 
 
meeting place or location 
 
point of direction 
 
a target 

at ​the airport; ​at ​the 
ceremony 
 
at​ home; ​at​ the desk 
 
turning ​at​ the intersection 
 
throwing the snowball ​at 
Lucy 

By close to 
 
alongside of 

by ​the school  
 
by ​the window 

In in an enclosed space 
 
in a geographic location 
 
in a print medium 

in​ the garage; ​in​ ​an envelope 
 
in​ San Diego; ​in​ Texas 
 
in​ a book; ​in​ a magazine 
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Preposition Chart 
 

On for a certain side 
 
for a river/lake 
 
for a floor in a house 
 
for public transport 
 
for television, radio 

on ​the left 
 
London lies ​on ​the Thames 
 
on ​the floor 
 
on ​a bus 
 
on ​the air; ​on ​TV 

About around or outside of 
 
at but not exactly on 
 
related to 

about ​town 
 
about ​five feet tall 
 
about ​my father’s business 

Above suspended higher than 
something else 
 
superior to 

above ​the door 
 
 
above ​me in rank 

After  pursuit 
 
a point further from an 
earlier point 

chasing ​after ​the robbers 
 
the corner ​after ​the big 
house 

Against leaning on 
 
opposite to or facing 

against ​the door 
 
against ​the wall 

Along tracing the length of, without 
emphasis on the ends 

along ​the hallway; ​along 
the river 

Among in the company of (three or 
more) 
 
in a crowd 
 
the end of a long list 

among ​friends 
 
among ​the masses 
 
among ​other things 

Around location of something  
 
explaining a period of time 

drive ​around​ the block 
 
around​ 3 o’clock 

Before in the front in terms of space before​ the emperor; ​before 
God 
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Preposition Chart 
 

Behind on the back side of a point in 
space 

behind​ the car; ​behind​ her 
smile 

Below something lower than or 
underneath something else 

below​ the stairs; ​below 
expectations 

From in the sense of ​where from a ​flower ​from the garden 

Into enter a room/building go​ ​into​ ​the kitchen/house 

Onto movement to the top of 
something 

jump ​onto​ the table 

Over covered by something else  
 
“more than”  
 
“getting to the other side”  
 
overcoming an obstacle 

put a jacket ​over​ your shirt 
 
over​ ​16 years of age 
 
walk ​over ​the bridge 
 
climb ​over​ the wall 

Through something with limits on 
top, bottom and the sides 

drive ​through​ the tunnel 

Towards movement in the direction of 
something (but not directly 
to it) 

go 5 steps ​towards​ ​the house 

Other Important 
Prepositions 

  

About for topics, meaning ​what 
about 

we were talking ​about​ ​you 

At For ​age she learned Russian ​at ​45 

By who made it 
 
rise or fall of something 
 
travelling (other than 
walking or horseriding) 

a book ​by ​Mark Twain 
 
prices have risen ​by​ ​10 
percent 
 
by​ ​car, ​by ​bus 

From who gave it a present ​from​ ​Jane 

In entering a car/taxi get ​in ​the car 

Of who/what did it belong to a page ​of​ the book 
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Preposition Chart 
 

 
what does it show 

 
the picture ​of ​a place 

Off leaving a public transport 
vehicle 

get ​off ​the train 

On walking or riding on 
horseback 
 
entering a public transport 
vehicle 

on​ ​foot,​ ​on​ horseback 
 
get ​on​ ​the bus 

Out of leaving a car/taxi get ​out​ ​of the taxi 

 
 
For more information on using prepositions, see the following resources: 
Beason, Larry and Mark Lester. ​A Commonsense Guide to Grammar and Usage​, 6th ed. 
Azar, Betty S. and Stacy A. Hagen. ​Understanding and Using English Grammar​, 4th ed. 
Johnston, Ted and Joe Old. ​English Beyond the Basics​, 2nd ed. 
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