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The Art Of Communication 

 do not have to convince you about the importance of communication, specially if you have ever 
struggled with an intimidating or boring book. Unless the writer communicates in the proper 
manner, it is impossible for anyone to enjoy his creation. 

In the field of writing, communication is the 
art of expressing information in such a way 
that it captures the reader's attention and 
produces the desired results. This kind of 
communication requires more than using 
simple words. We will definitely talk a lot 
about using words, but even before that you 
should consider the role of your personality in 
communication. 

 

For genuine and successful communication, 
you should be sincere and a man of 
conviction. Further, you should know your 
audience and should have a genuine desire to 
help them. Let me explain: 

I-Conviction:  If you do not write with 
conviction on different issues, your writings 
will dissipate into a good for nothing 
acrobatics. Instead of communicating a clear 
cut message, your writing will soon become 
themeless and immediately the readers will 
reject you. 

2-Sincerity:  Being sincere is different from 
having a conviction.  

One might have a clear conviction about any 
number of issues, but  

that does not guarantee that one will sincerely 
want others to be convinced as well. There are 
many who know the truth but who have no 
desire that others also discover truth. Unless a 
writer is sincere, he will not be able to 
influence and change his readers.  

3-Know The Audience: A person 
changes his tone, vocabulary and attitude 
even when he discusses one and the same 
subject with different people. A child cannot 
enjoy an adult vocabulary, nor can an adult 
accept a childish vocabulary or expressions 
coming from other adults. 

The purpose of all writing is communication 
with the reader. And for the sake of correctly 
relating it with your readers, it is necessary for 
you to know beforehand who they are. You 
should then use language and expression that 
suits this group of people. 

4-A Genuine Desire To Help The 
Reader: If you have ever struggled with 
science textbooks, then you know the 
difference. All textbooks are written for 
students, but only few writers write them in a 
way that makes the subject alive to the 
students. Some of them write merely because 
they want to produce a textbook while others 
write because they want to help the student, 
and that makes all the difference. 

Unless you are possessed with a genuine 
desire to help the reader, you will not be able 
to put things at his level. Your writing will be 
neither easy nor persuasive.

I
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Contrary to what many think, using 

complex language, where simpler 

choices exist, is a sign of 

incompetence, inferiority complex, 

or an unresolved mind. 

 

If a given idea can be expressed 

in two ways, a simple one and a 

complex one, then you should 

always choose the simpler 

expression. 

In additional to 

your personality, 
you should train 

your language too for achieving effective communication. The study of language and communication 
is so vast a subject that one will never be able to exhaust it. However, instead of giving a 
comprehensive discussion, we will introduce the most important features that you should develop at 
this stage. 

Every beginner in the field of writing should strive to make his language simple, natural, and 
accurate. 

I-Use Simple Language:  Many writers 
believe that the more tough or complex their 
language, the more superior their writing 
would be. However, they are greatly 
mistaken. Of course, if they are writing to 
show off their abilities then they might use 
any type of language, but if they are writing to 
be read then they must 
keep themselves simple.  

If a given idea can be 
expressed in two ways, a 
simple one and a complex 
one, then you should 
always choose the simpler 
expression. This will 
captivate your audience, 
will communicate the 
subject better and what's 
more, it will bring you 
untold amount of loyalty 
from them. Believe me, 
reader-loyalty is very 
important for a writer to enjoy demand from 
editors and also for getting a good price for 
his writings. 

Contrary to what many think, using complex 
language, where simpler choices exist, is a 
sign of incompetence, inferiority complex, or 
an unresolved mind. A writer who uses 
complex and hard to understand language 
does so either because of his incompetence, 
or to hide his weaknesses. Such writers never 
go far. 

Complex expressions and highly technical 
vocabulary does have a place in scholarly 
journals, but no beginner is going to write for 
such publications. Further, even in such  

publications the editors and readers abhor 
writings that are unusually difficult. 

Further, complexity is not 
the same as ambiguity. 
Even if a complex 
expression becomes 
necessary, it should be kept 
straight forward and not 
ambiguous. Since your 
expressions are the result 
of your thinking, 
ambiguous expressions are 
obviously the sign of sloppy 
thinking. No sloppy thinker 
can ever become a writer 
of substance. 

Not only you should use  
simple expressions, but you should also use an 
easy vocabulary. All languages offer you 
simple as well as difficult words to express the 
same or similar ideas. You should always 
choose the simpler word unless there is a 
compelling reason to choose the difficult one. 
Beginners in this field should even try to 
restrict themselves to the "common 
vocabulary". Lists of such words are available 
for English and also for many other languages. 
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2-Use Natural Language:  Most people 
speak without becoming conscious about 
their language. This makes them "natural". On 
the other hand, the same people become too 
conscious when they write, and this makes 
their writing tense, choppy and jerky. The 
smooth motion of a well designed car versus 
the jerky motion of a tractor is a good analogy 
for comparing natural expressions with jerky 
ones. 

Your language should show the same 
smoothness of flow in writing that you exhibit 
in the day to day conversation. Written 
language might at times be more serious or 
polished, but that is no excuse for rendering it 
unnatural or artificial. Good writing should 
sound as natural to the reader as a 
spontaneous conversation does to the 
listener. 

One should not mistakenly think that simple 
language is automatically natural. While 
simplicity is an important part of naturalness, 
it is not sufficient in itself to make one's 
language natural. You must consider the 
subject matter, the capacity of the listener, 
the urgency of all task, etc. and then express 
in a way that is natural in this situation. 

Remember, all successful communication 
takes place in a natural manner. The way a 
nursing mother talks with her infant, a lover 
talks to his beloved, a grandson talks to his 
grandpa, and the way a policeman talks to a 
criminal are all different from each other, yet 
are natural in their particular settings. In the 
same way your language should be natural for 
the occasion for which you write. 

 

3-Use Accurate Language:  Careless 
use of language can make a person inaccurate 
and ambiguous. All ambiguity produces 
communication handicaps, but one does not 
notice this kind of handicaps while engaged in 

oral conversation. Even if a person tends to be 
ambiguous in conversation, mutual interaction 
and questions raised by the listener often 
clarify what the speaker wants to 
communicate. However, mutual interaction is 
impossible in written language and therefore 
you cannot escape with ambiguities. 

 

 

You should write in such a way that listener 
should not have to strain to understand your 
meaning. Nor should he have to guess or 
interpret the intended meaning to arrive at a 
conclusion. Consider the following statement, 
for example: "At the age of thirty my father 
revealed this secret to me." Can you deduce, 
without uncertainty, who was thirty years old, 
the father or the son, when this incident took 
place ? A definite deduction is not possible 
here. This illustrates the problems created by 
ambiguous statements. 
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Since words are the ultimate 

building blocks for all written 

communication, you should 

definitely take up a vocabulary-

building program. A richer 

vocabulary will help you to express 

your ideas accurately using simple 

words. 

You must take care of several things to make 
your language accurate, and the first is the 
vocabulary you use. You must meticulously 
avoid ambiguous vocabulary. Only a regular 
and critical reading of other's writings will 
help you to recognize ambiguous words. 
Reading articles related to language usage is 
also very helpful.  

Consider the word "typical" for example. The 
word "typical" means something that is 
"common". But most English-speaking Indians 
use this word to refer to something that is 
"peculiar". Therefore if you use this word in an 
article without adequate explanation, most of 
the readers will interpret you just the opposite 
of what you intend to convey. To be safe, you 
should substitute another word for it. 

Not only should you avoid using ambiguous 
words but should also avoid ambiguous 
phrases. We have already given you an 
example in the statement that begins with, 
"At the age of thirty...". Consider another 
example, picked up from the Classified 
Advertisement columns of a newspaper:  

 

• "Needed adoptive parents for a dog, 
by a man, with a dozen offsprings". 

The meaning hinges precariously upon the 
two commas placed in the sentence. If the 

second of these is lost (as it often happens 
during composing), the statement will look 
like: 

 

• "Needed adoptive parents for a dog, 
by a man with a dozen offsprings". 

Here it is difficult to decide whether the man 
or the dog is blessed with half a dozen 
offsprings. A non-ambiguous restatement is 
given below: 

 

• "A man needs adoptive parents for his 
dog which has a dozen offsprings." 

Another care to take is to eliminate ALL hasty 
generalizations. Statements like, "All 
politicians are cheats" and "All lawyers are 
liars" should not find a place in your writing. 
Hasty generalization makes you unreliable, 
ambiguous, and unbelievable. It is the mark of 
an impulsive person. Use only those 
generalizations that can be supported with 
plenty of data. For example, you can safely say 
that crows are black, elephants are strong, 
and tigers are ferocious. But claiming that 
"fairer people are more intelligent" or "dark 
people tend to be cruel" is neither right nor 
motivates accurate thinking. 

Since words are the ultimate building blocks 
for all written communication, you should 
definitely take up a vocabulary-building 
program. A richer vocabulary will help you to 
express your ideas accurately using simple 
words. You should not be content with 
labelling a person (who has difficulty with 
knowledge) as "fool" when you could choose 
from "innocent, ignorant, fool, idiot, imbecile, 
or unteachable". You compromise with 
accuracy when you label every pleasing 
woman as "beautiful" when you could have 
chosen from a range like, "good-looking, 
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You should keep increasing your 

word power throughout your 

active life. It is not to show off and 

dumbfound others, but to increase 

your comprehension and improve 

your powers of expression. The 

more your vocabulary, the clearer 

will be your thinking and the more 

accurate will be your expression. 

attractive, seductive, 
charming, homely, sweet, 
or beautiful" to make your 
description more 
accurate. 

When a choice of 
synonyms like the one 
above is given to people, 
many of them exclaim 
with surprise. They say 
they didn't know that so 
many words were 
available to choose from ! 
Clearly, the problem is not with language or 
vocabulary, but with people who are not 
willing to master it. 

You should keep increasing 
your word power 
throughout your active life. 
It is not to show off and 
dumbfound others, but to 
increase your 
comprehension and 
improve your powers of 
expression. The more your 
vocabulary, the clearer will 
be your thinking and the 
more accurate will be your 
expression. At the same 
time, the more your ability 

to express in words simple for the average 
reader. 

 

 

In this lesson we are studying "communication". One is successful in the task of communication 
when one is able to convey information in such a way that if captivates the audience and produces 
the desired effects. I have told you so far that for successful communication you must develop 
sincerity, conviction and a genuine burden to help your readers. Also, you should know who your 
audience is. In addition to all the above, you should use appropriate language. 

Using correct language includes using simple, 
natural, and accurate expressions. I have 
already given you several suggestions about 
how to make your writings simple, natural, 
and accurate. The next thing -- to enhance 
communication -- is to use an attractive 
presentation. 

You should use an attractive presentation to 
capture their attention. It is true that the 
increasing literacy levels is producing many 
new readers every day, but this does not 
mean that they will automatically read 
anything and everything presented to them. 
Even though there is now a large number of 
literate people in our country, we should  

realize that more and more printed matter is 
competing with each other every day to get a 
share of their time and money.  

The first thing which captures their 

attention is the title of your writing. 

Whether it is a brief article or a multi 

volume book, the title is the starting 

point. 

By the time you become a successful writer, a 
still larger number of publications will be 
chasing the same market which is not growing 
at the same rate. Consequently, only those 
publications will get read that are attractive 
enough to capture their attention. 
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The first thing which captures their attention is the title of your writing. Whether it is a brief article or 
a multi volume book, the title is the starting point. If it is attractive, your writing gets a second 
glance. If it is uninteresting, then you lose the potential reader even if you have created a 
masterpiece. Consider the following pairs of title. Each pair shows two ways in which the same 
article or book has been titled. 

 

 

• A Collection Of Proverbs 

• Wisdom Of The Ages 

 

• A Guidebook To Encourage Everyone 

• Yes, You Can Do It ! 

 

• Developing An Awareness About The Aborted Fetuses 

• Children -- Things Thrown Away ! 

 

• An Account Of The Sins Of Omissions And Commission In  Government Offices 

• Wickedness In High Places ! 

 

 

Each pair above talks about the same subject, but in each one the second title is more catchy. Making 
your titles attractive is not very difficult. Spend a little time to think up a good, attractive, or catchy 
way of expressing it and the job is half done. The remaining half of the task is to make the body of 
article equally attractive. 

The text of your article should be written in such a way that it keeps your reader awake and glued to 
it till the end of your writing. This is not impossible, but it does require regular effort from you. You 
will learn a lot about it in forthcoming lessons, but the best thing to do till then is to read and reflect 
upon the writings of those who have already mastered the art. 
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If your writing is to communicate 
with people, not only has it got to be 
attractive, but should also be of some 
interest to the intended audience. 
(Many Crusaders write upon subjects 
in which no public interest is seen. But 

such activity belongs to the experienced writer, and you will study this kind of writing only at a more 
advanced stage). 

So much printed material is competing for the 
reader's attention today that only what 
touches upon their concerns will be picked up 
and read. Every generation and every 
community of people have their own needs, 
interests, problems and 
pains. Any writing that 
touches upon these 
subjects will, obviously, 
get immediate attention. 
The rest will, in all 
probability, get ignored. 

Have you ever noticed 
how the common man 
reacts to a philosophical 
monograph ! He does not 
touch it. Even the name 
"philosophy" is enough to 
scare him away. Yet when 
a philosopher spots the 
same book, his eyes 
sparkle and his face 
betrays excitement. The 
difference can be 
explained by one's relation to the subject. 
What's related to one's needs gets attention, 
but what's of no immediate concern gets 
rejected even if it is written in the most 
brilliant manner. 

Subjects related to spiritual, social, academic, 
nationalistic, or personal concerns always 
capture people's attention. Subjects of 
immediate interest like entertainment, 
politics, political crisis and hobby development 
also get immediate attention from people. 

Subjects that require long-term involvement 
from the readers also capture attention, if 
chosen with insight. For example, subjects like 
managing one's finances, overcoming 
depression, becoming socially attractive, and 

capturing the attention of 
people, always manage to 
catch reader attention. 

Even in this materialistic 
world plenty of people will 
take interest in spiritual 
and moral  

themes if the subjects are 
presented properly. Many 
articles on spiritual themes 
are finding place in 
present-day secular 
publications because they 
have some substance, and 
are written in a 
professional manner. Since 
man's quest for spirituals 
is never-ending, this theme 

will never go out of demand. 

Different audiences have different immediate 
concerns. The housewife is worried about 
nutrition, the teenage boy about acceptance 
by peers, the teenage girl about her excess 
weight, and the newspaper editor about the 
important news of the day. What is food to 
one might be poison to the other. Therefore 
you should know your audience first, lest you 
end up praising to horrified vegetarians the 
benefits of meat eating. 
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A beginner in the field of writing 

might find himself struggling to 

discover subjects for writing, but if 

you implement the suggestions 

given in this course you will 

discover lots of interesting topics. 

The best thing to know your audience and 
their interests is to study the publications for 
which you write. Study their emphasis, the 
direction of the editorials, letters to the 
editor, and -- most important 
-- the guidelines to authors 
issued by those publications. 
Once you identify the 
audience, it will be relatively 
easy to identify subjects that 
interest them. 

A beginner in the field of 
writing might find himself 
struggling to discover subjects for writing, but 
if you implement the suggestions given in this 
course you will discover lots of interesting 
topics. In fact a time will come within three to 
five years of writing when your diary will be 
flooded with so many suggestions and topics 
that you will not be able to do justice even to 
half of them. 

Once you are submerged in reading and 
writing material, it will be good to choose a 
few fields for concentrated writing. Do not try 
to become a jack of all trades because soon 

you will be reduced to a 
master of none. With 
that you will lose your 
market appeal as well as 
value.  

Further, if you do not 
focus upon a few areas, 
the direction of your 
writings will disperse so 

much that your name will not be attached to 
anything. Do not underestimate the 
importance of such an attachment. If others 
can associate your name with at least a couple 
of subjects, your writings will be read with 
greater eagerness. 

 

 

No one-way communication in 
the world can last very long. 
Some sort of mutual interaction, 
howsoever little it might be, is 
necessary to keep the relationship 

alive. Since all writing is communication, a certain minimum interaction with the readers is essential. 
Unless this mutual communication is there, the writer has no way of knowing whether his writings 
are relevant and whether people are benefited by these writings. 

A two-way communication between the 
writer and his audience is easier said than 
done, but there are many tried and proven 
methods to overcome this difficulty. The 
easiest way is to keep an eye on the "Letters 
To The Editor" and similar columns where 
feedback from readers is published. If any of 
your writings touches their needs, helps or 
motivates them, they will mention it. You 
should watch such feedback for quite some 
time because sometimes people start writing  

to the editor only after reading several of your 
writings, or even several months after a 
particular writing helps them.  

Researches estimate that for each person who 
writes to the editor, there are ten to fifty who  

want to do the same but do not find it 
possible. This means that each letter 
represents at least ten to fifty of your readers 
who have similar feelings. If it is a letter of 



 
 

T h e  A r t  O f  C o m m u n i c a t i o n  

 

Page 11 

appreciation, good; if it expresses disapproval 
or hostility, consider whether you did 
something wrong. Above all this, try to see 
what else they want to read from you. 
Sometimes the clue might be hidden in a 
single phrase buried somewhere in that letter. 

Some editors, especially those of small-
circulation or newly published publications, 
will be very happy to pass on information 
about reader-response to you. The best way 
to get this information is to write a polite 
letter of enquiry to the editor after a few of 
your writings are published by his publication. 

Another way to interact with your readers is 
by reading about their problems and 

aspirations. Read all letters, feedback, and 
comments published in the periodical of your 
choice. Study what they say and what 
problems and pains hurt them most. Then see 
whether your present writings touch upon 
these subjects, or whether you might be able 
to write something significant on those topics. 

Last, but not least, keep your eyes and ears 
open to people. Even social conversation or a 
passing compliment paid by a friend (about 
one of your writings which he happened to 
see) can give you a lot of information. 

Keep striving. Communication is your ultimate 
aim, and that you must do if you want to be a 
successful writer.
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Assignments 
Trinity School of Christian Journalism Textbook -- 2 

We accepted you as a student only because the initial tests and analysis demonstrated that you are a 

person with sufficient creativity and talent to write. WE ARE NOW GOING TO TRAIN 

YOU TO USE THESE TALENTS TO BECOME A SUCCESSFUL WRITER. 

 

Please complete the following assignments as soon as possible and at the same time 

move to Textbook 3. 

I--I am sure that you have started keeping a diary for noting down interesting 
quotations, data, and other information that will be useful to you in future. 

2--Please go carefully through either your newspaper or thorough any other periodical 
of your choice and note down the following things:  

A--Some titles that are very attractive 

B—Write down a few lines from an article, story, or from news that is written in an unusually 
attractive way. (Five to ten sentences will be sufficient). 

C--Read the Letters To The Editor column of any magazine and reproduce five to ten sentences from 
one letter that shows how the reader has responded to the writings of an author. 

 

 

 

Would You Spare 5 Minutes For Us 

Did This textbook help you? If yes, would you please introduce Trinity Christian Journalism courses 

(http://www.EChristianAuthor.Com) to at least five potential Christian communicators? Remember, 

Trinity faculty members spent thousands of hours to create this course, but decided selflessly to give 

it away free. You can reciprocate by passing on the blessings to others. It takes only 5 minutes to 

introduce this program to your friends! 
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Come, Let Us Go Back To The Bible! 
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