gt Juad

Communication

: oS ) 139 il
Communication: Definitions.
Reasons of Communication.
Aims of communication.
Communication Elements.
Effective Sender.
Characteristic of Good Message.
Characteristic of Good communication Means.
Kinds of Receivers.
Kinds of communication.
Criteria for Good Communication.
Kinds of Information.
Good Information.
Effective Listening Skill.
Meeting Management Skill.

181



fel it it

Communication: Definition

o Communication is the verbal and nonverbal exchange of information,
including all the ways in which knowledge is transmitted an received.

o Communication is a symbolic process in which human beings act to
exchange perceptions and knowledge.

e Communication is the process of transmitting meanings from sender to
receiver.

What is meant by Communication?

Reasons to Communication
We Communicate with others for many reasons such as:
1- To understand.
2- To have information.
3- To give information.
4- To seek opinion.
5- To give opinion.
6- To ask question.
7- To solve a problem.

8- To take a decision.
Complete:



Communication

Aims of Communication
Communication has many aims such as, realizing and achieving:
1- Information.
2- Convention or persuasion.
3- Work.
4- Coordination.
5- Cooperation.
6- Understanding.
Give others Aims:

Communication Elements
There are five essential Communication Elements:
1- the sender.
2- The massage.
3- The medium/ mean.
4- The receiver.
5- The interpretation given to the message
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Communication Elements

e =

5 4 3 2 1

Understanding Mean Sender
The message [*7 Receive [ medium [*| Message [*7 Communicator

A A A

Feed Back
6

Internal Environment

External Environment

Effective Sender "Communicator"

Sender or Communicator should posses many Characteristics to be
effective, such as:

1- Is positive and constructive.
2- Helps the receiver to understand.

Provides open, honest and accurate information.
Creates a social atmosphere.

Builds confidence.

(D(J'I-FOO

- Give opportunities to the receiver to discuss and participate.
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7- Listens to the receiver.
8- Clarify the message to the receiver.
9- Is tolerant and flexible.
10- Treats the receiver with respect.
11- Insures all view are explored.
Complete (Give Other Characteristics):

Characteristics of Good Message
1- Clear.
2- Relevant.
3- Direct.
4- Accurate.

5
6- Complete.

Free from bias.

7- Correct.
8- Consistent.
9- Concise.
Complete:
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Characteristics of Good Communication Means
1- suitable to the message.
2- suitable to the receiver.
3- Clear.
4- Attractive.
5- Speedy in introducing information.
6- Easy to use.
7- Cheap to build presentation.
Complete:

Kinds of Receivers

1- Positive.

2- Aggressive.

3- Blocker.

4- Recognition seeker.

5- Self Confessor.

6- Silencer.

7- Locked mind.

Complete:

B e
D e
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Kinds of Communication

There are many kinds of Communication such as:
1- Formal and Inform Communication.
2- External and Internal Communication.
3- Good, Gray and Bad Communication.
4- Vertical and Lateral Communication.
5- Direct and Indirect Communication.
6- Verbal and Non- Verbal Communication.
7- One way and two ways Communication.
8- Downward and upward Communication.

Each of these kinds can play an important role in conveying messages
throughout the organization hierarchy.

Give Examples form your Owen Organization:

Criteria for Good Communication
Good Communication is:

1- Face to Face.

2- Clear.

3- Relevant.

4- Flexible.

5- Open.

6- Mutual trust.
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7- Mutual respect.
8- Constructive.
9- Free from bias.
Complete:

Kinds of Information

1- External and Internal Information.
2
3
4
5- Available, Possible and Non Available Information.

Managerial, Executive and Information.
Historical, Online "Current" and Predictive Information.

Quantitive and Qualitive Information.

6- Good, Gray and Bad Information.
Complete:

Good Information
Good Information is:

1- Accurate.

2- Complete.

3- Economical.
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~
1

Flexible.

Reliable.

6- Relevant.

7- Clear.

8- Timely (Fresh + New)

[@a]
T

9- Free from bias.

0- Verifiable.

1- Accessibility.

2- Comprehensiveness.

Complete:

Effective Listening Skill

To be an effective listener, you should:

Stay focused—Keep external distractions to a minimum and work at
paying attention to what the other person is saying.

Receive words and emotions—The words another person uses arc only
part of the message. Be sure to capture the whole message by also
paying attention to the gestures and emotions behind the words.

Don't interrupt —interruptions disturb the communication process.

Resist filtering—Try not to judge what the other person is saying based on
who that person is or your own beliefs about the subject.

Summarize the message—After you've heard what the other person has
said, provide a brief summary to be sure you heard correctly.
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Active Listening

Active listening, is the ability to emphathize." An attitude of empathy
allows you to be aware of the other person's reeling." from his or her point of
view. This form of listening involves showing the Other person that you
understand what he or she has expressed. This is done by "mirroring back" to
the speaker what he or she has said by:

1- Asking for clarification ("l don't understand what you mean")
2- Paraphrasing or restating the meaning of the words ("you mean-..-.")
3- Reflecting feelings ("Do you feel like...")

4- Summarizing the main ideas and feelings expressed by me speaker
("What | have heard you say so far is.-")

Hints For Effective Listening
* Become aware of your own listening habits.
* Slop talking. Let the other person talk. You can't listen while you talk-.

* Know your biases. Listen with an open mind. Avoid judging. Your way
may not be the only way.

* Avoid jumping to conclusions. Listen for total meaning. Hidden
meanings often lie behind sarcasm, wit. and what the person leaves out.
Pay attention to verbal and nonverbal communication.

* Empathize. Put yourself in the speaker's place.

* Reflect feelings. Involve yourself with what is being said.
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Ask timely questions- When you don't understand or you need clarification,
ask question- But don't interrupt unless a question is meaningful.

Use silence effectively. Don't be afraid of silent moments.

Eliminate distractions. Shut windows, ask the person to speak louder,
have your secretary hold your calls, and so on.

Meetings Management Skill

Why Meetings Fail ?

It's not necessary

Meeting is unplanned

No agenda

Agenda not focused or prioritized

Too many items on the agenda

One item on the agenda monopolizes meeting
No objectives

Unclear or unimportant objectives . Purpose not defined or executed
Meeting lacks focus

Unprepared leader

No clear leader

Unprepared participants - not able to contribute
Too many participants

Wrong people present & right people absent
Uninterested participants

Decision makers not present
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Equipment not working

Uncomfortable environment - too hot, cold, small
Interruptions

No-shows, latecomers, early leavers

Lack of questions

Repetition

Poor time management

Meeting does not start or end on time
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