
Faculty of Liberal Arts & Professional Studies

Professional Communication 

in a Canadian Context

Introduction to Communication

Internationally Educated Professionals Bridging Program



Faculty of Liberal Arts & Professional Studies

Objectives

• To understand how communication works

• To recognize barriers to communication

• To consider differences in communication

• To assess the costs of miscommunication

• To recognize the importance of audience
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What is communication?

• Communication is the process by which 

information is exchanged between a sender 

and a receiver
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How does 

communication work?

• Effective communication conveys

• The right message

• To the right person

• In the right way

• At the right time
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What can go wrong?

• Flow

– Direction, volume, speed

• Medium

– Method, language, style, culture, assumptions

• Timing

– appropriateness 
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Flow - considerations

• Communication flows downward, upward, 
and horizontally

• Formal communication
– Lines of authority affect flow

• Filtering

• “mum effect”

• Conflicting roles

• Informal communication
– Grapevine/water cooler
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Medium

• Method

• Language

• Style

• Culture

• Assumptions
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Method - considerations

• Face to face communication provides more 

information

– Audio and visual cues - tone, facial expression, 

body language

– Synchronization - immediate, two-way,real time 

response

• Computer-mediated communication

– Text-based - limited to content

– Delayed and one-directional



Faculty of Liberal Arts & Professional Studies

Information Richness
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Language - considerations

• Verbal

– Do you speak the same language?

• Technical terms, jargon, acronyms

• Dialect differences, vocabulary issues

– Non-verbal

• Body language

– Facial expression, gestures, gaze, touch, proximity

• Environment

– Props, artifacts, costumes
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Style - considerations

• Gender differences
– Male vs. female speech

• Confidence, image management, questions, apologies, 
feedback, ritual opposition, indirectness

• Power differences
– From the centre vs. from the edge

• Culture differences
– High vs. low context
– Non-verbal cues 

• facial expression, gestures, gaze touch

– Politeness
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High vs. Low 

Context Cultures
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Assumptions &

Considerations

• Never assume that

– People can read your mind (know what you mean)

– People have your expertise

– People share your beliefs

– You know the thoughts and intentions of others

– Your point of view is the only valid one
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Assumptions &

Considerations

• Always
– Confirm understanding

– Validate assumptions

– Clarify information

– Specify consequences
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The Costs of 

Miscommunication

The total cost of the 12 new office chairs

Model #1234 you ordered is $2904 + HST. 

A 12% discount applies. 

How much does each chair cost?
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Timing - considerations

• Is the audience ready for the communication?

• Is there enough time for the communication?

• Communicate within a reasonable timeframe

• Take some time to consider all aspects of the 

communication
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Audience is Everything

• Who needs to act/react to my message?

• What does the reader know/not know?

• What does the reader want to know?

• What does the reader need to know?

• What will motivate the reader to act?
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Key Learnings

• Communication is an interactive process

• Consider your choice of medium carefully

• Be aware of communication differences

• Recognize the importance of audience


