Guide to effective communication in org

ommunication always plays

avital role in success or fail

ure of an organization.
Though its role is not very evident
all the times. What level of effi-
ciency doesan organization achieve
and how its personnel are moti-
vated depends on the communica-
tiun skills of its management. In
order to get the job done and tasks
accomplished, management has to
communicate with subordinates.
Further, tokeep the organization in
touch with outside world, commu-
nication is necessary. Whatis tobe
disclosed and what is to be kept as
secret and how critical information
is distributed and disclosed highly
depends on skills and caliber of
management. Misunderstood mes-
sages can cause unbearable losses
for an organization.
Miscommunication can cause an
army to lose war and for a compa-
ny’sexecutive tomiss an important
order. To say, communication is
vital for success and onward work-
ing of an organization.

For the success of organization
communication plays major func-
tions in organization. First of all it
controls staff and keeps the activi-
ties coordinated. Through commu-
nication, management keeps it in-
formed about activities that are be-
ing going on inside the organiza-
tion. Ithelps managementin taking
timely decision and to rectify the
wrongs. Next, communication
helps in motivation of employees.
An effective manager can use his
skills to get most of the employees

and to utilize all human resources
of organization in the best way.
Motivation essentially requires ap-
proaching employees so that they
are ready to work at par for best of
organization. Assessing optimal
motivator and choosing the right
technique at right time can defi-
nitely impart a difference on per-
formance of organization. Next it
helps in exchange of information
between various departments and
between various authority levelsin
the organization. It is through this
exchange of information that works
can be coordinated and optimal per-
formanceis achieved. All functions
that communication plays in con-
text of an organization are critical
and important. If we ignore any of
them, organizational performance
is likely to be disturbed.

Now let us take some insight in
matter of communication. We ex-
plore whatis the basic communica-
tion model, what are elements of
communicationchannel. Andinthe
end we shall discuss how we can
make our communication more ef-
fective sothatitiseasily understood
and apprehended.

Letus first discuss the basicmodel
of communication. It consists of all
steps that lie between a source and
a receiver that result in transmis-
sion and apprehension of message.
A simplified model canbe described
as sender, channel, and receiver
That is to say a sender starts the
process of communication and trig-
gers some message. This message
reaches the receiver through some
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kind of transmission medium e.g.
air or wire. And a receiver who is
present to receive and apprehend
the message. However adeep pen-
etration into the situation reveals
some additional steps, Normally the
sender sends the message to the
channel after some kind of encod-
ing is done on the message. This
encoding is done in view of some
secrecy, requirement or it may be
done solely on the specific require-
ments of the channel of communi-
cation. For example our modem
encodes the messagein analog form
before injecting itinto the telephone
wire for transmission. When such
encoded message reaches the re-
ceiver it again has to decode mes-
sage so, that it is understood and
apprehended. If wedeeply observe,
encoding and decoding do takes
place everywhere. Ourbrain hasto
decode message to the format it
understands so thatitis understood.
Thisencoding and decoding makes
the message easy to transmit and
keepsitsecrecy. Next, after that the
receiver receives the message, it
issues some kind of feedback that
he has received the message. This
feedback may be expressed or im-
plied. This feedback gives the sender
of the message a reasonable assur-
ance that his message is well trans-
mitted and understood. Further it
helps toremove any kind of misun-
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These include poor encoding,
poor selectionof channel of com-
munication and the channel it-
self, choice of message content,
the noise in channel and the posi-
tion of receiver.

In practice, organizations have
created many communication
channels through which commu-
nication normally passes during
its course of transmission. Tosay,
organizations normally define
lines of communication in its or-
ganizational chart through which
information may pass in order to
facilitate coordination and con-
trol. These channels are well de-
fined and well maintained. Fur-
ther, some other channels of com-
munication do also exist in or-
ganization. To say, channels of
communication normally fall in
one of the two categories i.e. for-
mal as well as informal. Those,
which are defined by organiza-
tional chart, are formal channels
of communication and other are
informal channels. Formal chan-
nels of communication often fol-
low authority chain and are used
just for task related communica-
tion While informal channels of
communication are used for vari-
ety of purposes for example for
usual chatting between col-
leagues. But in some cases even
executive officers feed some kind
of information in informal chan-
nels of communication. An im-
portant informal channel of com-

travels in informal channels much
faster than itdoesthrough formalchan-
nels of communication. So if some im-
portant message is tobe delivered and
formalmodesof communication arenot
feasible for the purpose, informal chan-
nels are normally used even to pass
formal kind of information.

To promote efficient communica-
tioninorganizationitis essential that
due importance mustbe giventocom-
munication process so that messages
are well transmitted through proper
encoding and through proper chan-
nels. This requires commitment from |/
top authority position to the bottom |/
line of organization. Toensure proper
feedback loop, management must
promote two way communication.
Thatistosay, they should make their
employees toparticipate and suggest
inevery matter they have some know
how about. Further, one of the most
important issue is that the message
should be well tailored to fit indi-
vidual audience’s needs and position.
You should communicate the mes-
sage in the way and in contents the
audience are here tounderstand. Best
matched messages are likely to gen-
erate expected or desired response.

Although through entrance into |
cyber age, communication has
adopted new shapesandisall out witha
new look. Thereiscrosscultural commu-
nication as well as telecommunication.
However, basic understanding of con-
ceptsof communicationdefinitely does
a lot in managing our message to
make it more effective. L




