               IMPORTANCE OF COMMUNICATION SKILLS 
  “If all my possessions were taken from me with one exception, I would hope to keep my   

    power of communication --- for by it I would regain all the rest.”  Woody Allen
What is Communication?

Communication is the method by which people share their ideas, information, opinions and feelings.

People sharing ideas, information, opinions and feelings may contribute to the operations of teams and the work of individuals.

Communication is a two-way activity between two or more people. There are various modes of communication, some of which are used more commonly in some workplaces than others.

· Transfer of information and knowledge from source to receiver.

· It’s the process by which the sender/ source reaches the receiver/ destination with thoughts, ideas, feelings, facts & values.

· Successful communication is said to be accomplished when the receiver not only receives the message but also accept, interpret and use it in the manner intended by the source

Communication is the art of transmitting information, ideas and attitudes from one person to another. Communication is the process of 
meaningful interaction among human beings.

IT’S ESSENCES:

· PERSONAL PROCESS 

· OCCURS BETWEEN PEOPLE 

· INVOLVES CHANGE IN BEHAVIOUR

· MEANS TO INFLUENCE OTHERS

· EXPRESSION OF THOUGHTS AND

   EMOTIONS THROUGH WORDS &  ACTIONS.

· TOOLS FOR CONTROLLING AND MOTIVATING PEOPLE.

· IT IS A SOCIAL AND EMOTIONAL PROCESS

IMPORTANCE OF COMMUNICATION

Communication can be considered as a personal process that involves the transfer of information and also involves some behavioral input. Communication is something people do. 

· Doing a good job presenting (writing) will earn you recognition and respect.

·  Becoming a good speaker rarely comes naturally.

· Make yourself get better at it by giving more talks!

·  Make yourself get better by analyzing what good speakers do.

· Work at it…it’s uncomfortable but worth it!

· It actually becomes fun!

What are the most common ways we communicate?
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Examples of communication

· Face-to-face conversation

· Telephone conversation

· A gesture

· A letter

· A sign

· A ringing alarm clock
COMMUNICATION PROCESS:
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BARRIERS TO COMMUNICATION:
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· Noise

· Inappropriate medium

· Assumptions/Misconceptions

· Emotions

· Language differences

· Poor listening skills

· Distractions

Communication Networks

Direction:

· Downward

· Upward

· Crosswise 

Networks:

· Formal vs. Informal
Key Communication Skills

· Listening Skills

· Feedback Skills

· Presentation skills

How to Improve Existing Level of COMMUNICATION? 

· IMPROVE LANGUAGE.

· IMPROVE PRONUNCIATIOON.

· WORK ON VOICE MODULATION.

· WORK ON BODY LANGUAGE.

· READ MORE

· LISTEN MORE

· INTERACT WITH QUALITATIVE PEOPLE.

· IMPROVE ON YOU TOPIC OF DISCUSSION,

· PRACTICE MEDITATION & GOOD THOUGHTS.

· THINK AND SPEAK.

ESSENTIALS OF COMMUNICATION -Dos

· Always think ahead about what you are going to say.

· Use simple words and phrases that are understood by every body.

· Increase your knowledge on all subjects you are required to speak.

· Speak clearly and audibly.

· Check twice with the listener whether you have been understood accurately or not

· In case of an interruption, always do a little recap of what has been already said.

· Always pay undivided attention to the speaker while listening.

· While listening, always make notes of important points.

ESSENTIALS OF COMMUNICATION- Don’ts

· Do not instantly react and mutter something in anger.

· Do not use technical terms & terminologies not understood by majority of people.

· Do not speak too fast or too slow.

· Do not speak in inaudible surroundings, as you won’t be heard.

· Do not assume that every body understands you.

Principles of communication

Communication is a two-way process of giving and receiving information through any number of channels.  Whether one is speaking informally to a colleague, addressing a conference or meeting, writing a newsletter article or formal report, the following basic principles apply:

· Know your audience. 

· Know your purpose. 

· Know your topic. 

· Anticipate objections. 

· Present a rounded picture. 

· Achieve credibility with your audience. 

· Follow through on what you say. 

· Communicate a little at a time. 

· Present information in several ways. 

· Develop a practical, useful way to get feedback. 

· Use multiple communication techniques. 

Communication is commonly defined as "the imparting or interchange of thoughts, opinions, or information by speech, writing, or signs,an act or instance of transmitting and, "a process by which information is exchanged between individuals through a common system of symbols, signs, or behavior ,exchange of information".

Communication is a process whereby information is encoded and imparted by a sender to a receiver via a channel/medium. The receiver then decodes the message and gives the sender a feedback. Communication requires that all parties have an area of communicative commonality. There are auditory means, such as speaking, singing and sometimes tone of voice, and nonverbal, physical means, such as body language, sign language, paralanguage, touch, eye contact, by using writing.

Communication is complex.  When listening to or reading someone else's message, we often filter what's being said through a screen of our own opinions.  One of the major barriers to communication is our own ideas and opinions.

Communication can be influenced by environmental factors that have nothing to do with the content of the message.  Some of these factors are: 

· The nature of the room, how warm it is, smoke, comfort of the chair, etc 

· Outside distractions, what is going on in the area? 

· The reputation/credibility of the speaker/writer. 

· The appearance, style or authority of the speaker. 

· Listener’s education, knowledge of the topic, etc. 

· The language, page layout, design of the message. 

Communication is usually described along a few major dimensions: Content (what type of things are communicated), source,sender or encoder (by whom), form (in which form), channel (through which medium), destination, receiver, target or decoder (to whom), and the purpose or pragmatic aspect.

Barriers in communication

No matter how good the communication system in an organization is, unfortunately barriers can and do often occur. This may be caused by a number of factors, which can usually be summarized as being due to:

Physical barriers are often due to the nature of the environment. Distractions like background noise; poor lighting or an environment that is too hot or cold can all affect people's morale and concentration, which in turn interfere with effective communication.

Psychological factors such as people's state of mind. Emotional or mental disturbances. Causes are anxiety, fear, anger, sadness etc.

Linguistic barriers is a science concerned with pronunciation, accent. The use of difficult or inappropriate words in communication can prevent people from understanding the message.

Poorly explained or misunderstood messages can also result in confusion. Different languages and cultures represent a national barrier, which is particularly important for organizations.

Physiological barriers may result from individuals' personal discomfort, caused, for example, by ill health, poor eyesight or hearing difficulties.

Attitudinal barriers come about as a result of problems with staff in an organization. 

These may be brought about, for example, by such factors as poor management, lack of consultation with employees, personality conflicts which can result in people delaying or refusing to communicate, the personal attitudes of individual employees which may be due to lack of motivation or dissatisfaction at work, brought about by insufficient training to enable them to carry out particular tasks, or just resistance to change due to entrenched attitudes and ideas.

Cultural barriers: they occur because of differences in values and different social norms.

Presentation of information is also important to aid understanding.
EFFECTIVE COMMUNICATIONS 

The ability to communicate effectively is essential.  Communicating is more than speaking; it involves your entire presence.  How  you  present  yourself  has  a  great  deal  of  impact  on  your  students’  interest  and desire  to  learn. How you communicate often has more impact than the content of your message. 

Effective communication involves accuracy in the sending and receiving processes and no type of barriers to encumber that accuracy. The seven qualities of effective communication that are termed as the 7 C's are namely:
1. Correctness

2. Conciseness

3. Clarity

4. Completeness

5. Concreteness

6. Consideration

7. Courtesy

1. Correctness: - To be correct in communication the following principles should be borne in mind.

1. Use the correct level of language

2. Include only facts words and figures

3. Maintain acceptable writing mechanics

4. Apply the following qualities

5. There should be proper grammar punctuation spelling and paragraphing

2. Conciseness: - Conciseness makes the message more understandable and comprehensible.
1. Eliminate wordy Expressions.

2. Include only relevant material.

3. Avoided unnecessary Repetition.

3. Clarity: - Clarity demands that the business message should be correct concise complete concrete and with consideration.

1. Use the right level of language

2. Proper punctuation make the writing clear

3. Check Accrue of fact figure & Words

4. Completeness: - The message should be complete to bring desirable results. It should include everything the reader needs for the reaction you desire. You must know what information our reader wants or needs. You should be able to know the reader’s background viewpoint needs attitudes and emotions.

1. Provide all necessary information.

2. Answer all questions asked.

3. Give something Extra, when Desirable.

5. Concreteness: - The business writing should be specific definite unambiguous and vivid rather than vague and general The following guidelines lead to concreteness.

1. Use specific facts and figures

2. Put action in your verb

3. Choose vivid image building words. 

6. Consideration: - Consideration refers to you attitude sympathy the human touch and understanding of human nature. Consideration means the message with the receiver in mind. You should try to visualize your readers their desires problems emotions circumstances and possible reaction to your request.

1. Focus on you instead I & We

2. Show reader benefit or interest in reader

3. Emphasize

7. Courtesy: - Courtesy is more important and advantageous in business writing than it is in face to face communication or conversation. Courteous message strengthen present relations and make new friends. It is a goodwill building.

1. Answer your mail promptly

2. Be sincerely tactful thoughtful and appreciative

3. Use expressions that show respect

BARRIERS TO EFFECTIVE COMMUNICATION

There are a wide number of sources of noise or interference that can enter into the communication process. This can occur when people now each other very well and should understand the sources of error. In a work setting, it is even more common since interactions involve people who not only don't have years of experience with each other, but communication is complicated by the complex and often conflictual relationships that exist at work. In a work setting, the following suggests a number of sources of noise: 

· Language: The choice of words or language in which a sender encodes a message will influence the quality of communication. Because language is a symbolic representation of a phenomenon, room for interpretation and distortion of the meaning exists. In the above example, the Boss uses language (this is the third day you've missed) that is likely to convey far more than objective information. To Terry it conveys indifference to her medical problems. Note that the same words will be interpreted different by each different person. Meaning has to be given to words and many factors affect how an individual will attribute meaning to particular words. It is important to note that no two people will attribute the exact same meaning to the same words. 

· defensiveness, distorted perceptions, guilt, project, transference, distortions from the past 

· misreading of body language, tone and other non-verbal forms of communication (see section below) 

· noisy transmission (unreliable messages, inconsistency) 

· receiver distortion: selective hearing, ignoring non-verbal cues 

· power struggles 

· self-fulfilling assumptions 

· language-different levels of meaning 

· managers hesitation to be candid 

· assumptions-e.g. assuming others see situation same as you, has same feelings as you 

· distrusted source, erroneous translation, value judgment, state of mind of two people 

· Perceptual Biases: People attend to stimuli in the environment in very different ways. We each have shortcuts that we use to organize data. Invariably, these shortcuts introduce some biases into communication. Some of these shortcuts include stereotyping, projection, and self-fulfilling prophecies. Stereotyping is one of the most common. This is when we assume that the other person has certain characteristics based on the group to which they belong without validating that they in fact have these characteristics. 

· Interpersonal Relationships: How we perceive communication is affected by the past experience with the individual. Percpetion is also affected by the organizational relationship two people have. For example, communication from a superior may be perceived differently than that from a subordinate or peer. 

There may be some faults /barriers in the communication system that prevents the message from reaching the receiver, these barriers are as follows:-

1. Language Barrier: - Different languages, vocabulary, accent, dialect represents a national/ regional barriers. Semantic gaps are words having similar pronunciation but multiple meanings like- round; badly expressed message, wrong interpretation and unqualified assumptions. The use of difficult or inappropriate words/ poorly explained or misunderstood messages can result in confusion.

2. Cultural Barriers: - Age, education, gender, social status, economic position, cultural background, temperament, health, beauty, popularity, religion, political belief, ethics, values, motives, assumptions, aspirations, rules/regulations, standards, priorities can separate one person from another and create a barrier.

3. Individual Barrier: - It may be a result of an individual's perceptual and personal discomfort. Even when two persons have experienced the same event their mental perception may/may not be identical which acts as a barrier. Style, selective perception, halo effect, poor attention and retention, defensiveness, close mindedness, insufficient filtration are the Individual or Psychological barrier.

4. Organizational Barrier: - It includes Poor Organization's culture, climate, stringent rules, regulations, status, relationship, complexity, inadequate facilities/ opportunities of growth and improvement; whereas; the nature of the internal and external environment like large working areas physically separated from others, poor lightening, staff shortage, outdated equipments and background noise are Physical Organizational Barrier.

5. Interpersonal Barrier: - Barriers from Employers are :- Lack of Trust in employees; Lack of Knowledge of non-verbal clues like facial expression, body language, gestures, postures, eye contact; different experiences; shortage of time for employees; no consideration for employee needs; wish to capture authority; fear of losing power of control; bypassing and informational overloading, while Barriers from Employees includes Lack of Motivation, lack of co-operation, trust, fear of penalty and poor relationship with the employer.

6. Attitudinal Barrier: - It comes about as a result of problems with staff in the organization. Limitation in physical and mental ability, intelligence, understanding, pre-conceived notions, and distrusted source divides the attention and create a mechanical barrier which affects the attitude and opinion.

7. Channel Barrier: - If the length of the communication is long, or the medium selected is inappropriate, the communication might break up; it can also be a result of the inter-personal conflicts between the sender and receiver; lack of interest to communicate; information sharing or access problems which can hamper the channel and affect the clarity, accuracy and effectiveness.

To communicate effectively one need to overcome these barriers. Working on breaking the barrier is a broad-brush activity and here are certain measures.

DO'S FOR BREAKING THE BARRIER:

- Allow employees access to resources, self expression and idea generation. 
- Express your expectations to others. 
- Use less of absolute words such as "never", "always", "forever", etc. 
- Be a good, attentive and active listener. 
- Filter the information correctly before passing on to someone else. 
- Try to establish one communication channel and eliminate the intermediaries. 
- Use specific and accurate words which audiences can easily understand. 
- Try and view the situations through the eyes of the speaker. 
- The "you" attitude must be used on all occasions. 
- Maintain eye contact with the speaker and make him comfortable. 
- Write the instructions if the information is very detailed or complicated. 
- Oral communication must be clear and not heavily accented. 
- Avoid miscommunication of words and semantic noise. 
- Ask for clarifications, repetition where necessary. 
- Make the organizational structure more flexible, dynamic and transparent. 
- Foster congenial relationship which strengths coordination between superior and subordinate. 
- Focus on purposeful and well focused communication. 
- The message of communication should be clear and practical. 
- Get Proper Feedback.

DONT'S FOR BREAKING THE BARRIER:

- Be a Selective Listener, this is when a person hears another but selects not to hear what is being said by choice or desire to hear some other message. 
- Be a "Fixer", a fixer is a person that tries to find other person's fault. 
- Be a daydreamer. 
- Use long chain of command for communication. 
- Use too many technical jargons. 
- Jump to conclusions immediately. 
- Interrupt the speakers and distract him by asking too many irrelevant questions.
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