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To facilitate a better understanding, this report begins by discussing what communication is, forms of communication and how powerful is communication if effectively used in management to achieve organizational set goals by avoiding or reducing distractions that can cause breakdown in communication.
Communication encompasses all forms of expression which serve the purpose of mutual understanding (Revesz as cited in Macbride Communication Report p. 283). Communication is simply defined as the activity or process of expressing ideas and feelings. It is a situation whereby a source transmits a message to a receiver with the intention of affecting the receiver’s behaviour. 
One aspect of communication which must not be ignored is that “it is a process” (Goldhaber 1983 cited in James et al 1990:4). This view agrees with the concept of relativity which says that an event must be described or analysed in relation to other events and objects. Since the communication process consists of many elements (Idea, Source, Context, Message, feed, Channel, Receiver), a processor system’s view of communication becomes imperative.
The standard methods of communication adopted by managers are: Intrapersonal communication, Interpersonal communication, nonverbal communication, written and verbal communication
Intrapersonal communication involves only one participant who serves as the source and receiver of message. It involves thinking process within an individual.
Nonverbal communications are expressions without words, body movements, scratching wearing anger face, thumbs up. Most forms of non-verbal communication are culturally determined despite universality of some of them. NonVerbal communication often referred to as wordless communication is a significant aspect of communication process and its use is mostly culturally determined, portraying signs, body movement, eye contacts, tone of voice, dress style and all sorts of signals mostly understood by both parties for effective communication. Since the way we communicate verbally or non-verbally in most cases is culturally derived.
Interpersonal communication is conversation or a process of sending and receiving message from an individual or a very small group with immediate feedbacks
Verbal communication is the most essential of all it involves speaking and listening. Verbal communication centres on speech or sound. Your Dictionary simply defined it as the use of sounds and words to express yourself, especially in contrast to using gestures or mannerisms (nonverbal communication).  Ekong Pamela (1987) also defines effective verbal communication as involving the “successful production, transmission and reception of a message via verbal medium. Focusing on its human behaviour aspects, Pamela asserts that certain factors have to be considered and manipulated by both parties communicating.
Written communication are letters, memo, notes, e-mails sent to exchange information, this form of communication can address one or more persons at once

The switch of roles of Source and receiver to exchange ideas makes communication possible, to sustain this process, neither source nor receiver show monopolized role so when one (Source) is talking or displaying (non-verbal) the others listen or watch until again there is role switching so that there may be mutual affection and that communication have a circular flow.
Communication is a process for lots of reasons. One of them is that it has neither a fixed beginning nor an end which makes it axiomatic since no event is separable from others. For example, the words we use and the ideas we express come from experience and not the other way around. Even when we have never met someone else before, our communication with that individual will be modified by our past experience with the people we had met. 
Communication has many uses; it is hard to imagine the world without it. Perhaps, no other activity is ubiquitous in its verbal, visual and non-verbal dimensions. Apart from its omnipresence and omnipotent nature, communication is also omnificent.
The silence of speechlessness is never golden. We all need to communicate and connect with each other – not just in one way, but in as many ways as possible. It is a basic human need, a basic human right. And more than this, it is a basic human power… (B. Williams, 2000 p.248). 
Man uses communication to fulfil life’s goal, socially and economically, to transact business within organizations and its public. To keep him financially stable. Communication is useful downward, upward, lateral flows to help managers to coordinate organizational activities, and in fact it is the lifeblood of any organization which is now serving as a global cohesion with the internet the organization reaches its staffs and public through mail and other related platforms turning the world into a global village. To sustain a business the organization relies on the effective daily use of communication with its public and workers so without communication there will be no organization and with an effective form of communication an organization will thrive to achieve its set goals.
Basically, this report is focusing on how effective communication can help sustain business and achieving its set goals, though there several elements involved in successful management but effective communication is of paramount, It connects other management functions and elements.
As stated earlier the elements of communication are inter related, a breakdown in an element in the process of communicating will affect the entire communication output, the breakdown in an element of communicating is regarded as noise. Noise occurs when communication is polluted and the intended messages are corrupted and wrongfully encoded by the receiver, which means the intent of the sender has been wrongfully disseminated.
Noise is anything that is not transmitted by the source, or anything that hinders accurate decoding of signals. It is not just the environmental noise, it could be psychological which determined by the receiver’s perception, the channel can also form noise which mostly emanates mechanically. Accent or pronunciation could also form noise; it is regarded as Linguistic noise.
Moving away from a particular spot can easily correct the physical noise unlike Linguistic noise which could get on the wrong side of the receiver but could be avoided by using much clearer words or repetition to make sure the receiver gets intended meaning but it should be avoided if possible while the psychological noise is the most difficult but being objective about the intended message goes a long way.
In an Organization the sender here is regarded as top management team, they must have a good knowledge of their team’s demographic, educational, sexuality, psychological factors. These factors should be put in place because without a good knowledge of these, the intended message might end up shattered. It is possible to plan a course of action only to realize a need for adjustment as a result of change in co-workers’ attitude or value system. 
For effective communication to take place everyone involved must understand the communication module in which the organization operates, having a background knowledge of the task and how to go about it goes a long way in order to generate a feedback that corresponds to the circulated message, and also ensuring that management actions and deeds are in accordance with their communication.
Management proper enforcement of good orientations and continuous training of staffs will also go a long way to understand the objectives, rules, policies, authority relationships and operations of the organization. It will also improve their knowledge of the job and help them to understand each other, minimizing conflicts and distortion of messages.
A theory according to Forcese and Richer (1973), is a” model that has been tested” meaning that its concepts have been operationalized and the relationship among the variables verified. They added that a theory “consist of a set of propositions that interrelated, a proposition taken to mean a verified statement of relationship between variables. 
This brings us to Shannon and Weaver theory: The sender encodes the message and sends it to the receiver through a technological channel like telephone and telegraph. The sender converts the message into codes understandable to the machine. The message is sent in codes through a medium.
The receiver must decode the message before understanding it and interpreting it. The receptor machine can also act as a decoder in some cases. The channel can have noise and the receiver might not have the capacity to decode which might cause problems in communication process.
Here is an instance of Shannon and Weaver theory
Recently I was about to get on a train with my friend who was trying to call his boss that he won’t be coming to work the next because he needs to study for an impromptu quiz, we got on the train about the same time he got on the phone, when his boss picked the call we were closed to going underground, he raised his voice but the boss didn’t get the message clear due his boss also screamed ‘text me’ before the call finally ended due to network underground, he sent a text message to get intended purpose cleared and said he will call him later as well after few minutes when we left the train station the boss replied ‘okay! Send an e-mail to the HR and copy me.
The poor network is obstructing smooth phone conversation, the boss screaming back ‘text me’ served as feedback indicated to my friend know that his boss did not get a clear message of what he was saying. The boss who is the receiver gets the chance to get the intended message only after his feedback (text me).
Sender: My Friend
Encoder: Telephone Network Company
Channel: Mobile network
Noise: Train going underground
Decoder: Mobile phone
Receiver: Boss
Schramm’s model of communication has its roots from the Shannon weaver model itself. According to the Schramm’s model, coding and decoding are the two essential processes of an effective communication. He emphasized that the communication is incomplete unless and until the sender receives a feedback from the recipient. The model stated clearly that communication is a two-way process between the sender and the receiver. This can be related to the example stated earlier between my friend and his boss. The boss responded to his call by picking up the call and by confirming the message has been received with a reply.
Suggestions on how to improve this flow of communication: The Company should have a particular form that can be filled online which is primarily designed for short term leave for their workers when this form is filled and submitted the right authority in Management gets notification and approves or decline such request so as to make proper plans for comes in for that person and everyone involved takes proper documentation, then a phone call can just serve as complimentary to the request as it is in the nature of human to forget.
According to Schramm’s model, whenever the information reaches the recipient, it becomes his responsibility to give the feedback and let him know if he has downloaded the message in the same manner the speaker wanted. If he is not clear with anything or has any doubts, it must be cleared with the speaker. Thus, when the speaker conveys any message to the listener, the listener, decodes the message and once again passes the message to the speaker after understanding it and completing the full circle.
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To facilitate a better understanding, this report begins by discussing what communication is, forms of communication and how powerful is communication if effectively used in management to achieve organizational set goals by avoiding or reducing distractions that can cause breakdown in communication.[image: ]
Communication encompasses all forms of expression which serve the purpose of mutual understanding (Revesz as cited in Macbride Communication Report p. 283). Communication is simply defined as the activity or process of expressing ideas and feelings. It is a situation whereby a source transmits a message to a receiver with the intention of affecting the receiver's behaviour.
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Intrapersonal communication involves only one participant who serves as the source and receiver of message. It involves thinking process within an individual.
Non verbal communications are expressions without words, body movements, scratching wearing anger face, thumbs up. Most forms of non-verbal communication are culturally determined despite universality of some of them. Non Verbal communication often referred to as wordless communication is a significant aspect of communication process and its use is mostly culturally determined, portraying signs, body movement, eye contacts, tone of voice, dress style and all sorts of signals mostly understood by both parties for effective communication. Since the way we communicate verbally or non-verbally in most cases is culturally derived.
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Verbal communication is the most essential of all it involves speaking and listening. Verbal communication centres on speech or sound. YourDictionary simply defined it as the use of sounds and words to express yourself, especially in contrast to using gestures or mannerisms (non-verbal communication). Ekong Pamela (1987) also defines. effective verbal communication as involving the "successful production, transmission and reception of a message via verbal medium. Focusing on its human behaviour aspects, Pamela asserts that certain factors have to be considered and manipulated by both parties communicating.
Written communication are letters, memo, notes, e-mails sent to exchange information, this form of communication can address one or more persons at once
The switch of roles of Source and receiver to exchange ideas makes communication possible, to sustain this process, neither source nor receiver show monopolized role so when one (Source) is talking or displaying (non-verbal) the others listen or watch until again there is role switching so that there may be mutual affection and that communication have a circular flow.
[image: ][image: ][image: ]Communication is a process for lots of reasons. One of them is that it has neither a fixed [image: ]beginning nor an end which makes it axiomatic since no event is separable from others. For example, the words we use and the ideas we express come from experience and not the other way round. Even when we have never met someone else before, our communication with that individual will be modified by our past experience with the people we had met.
Communication has many uses; it is hard to imagine the world without it. Perhaps, no other activity is ubiquitous in its verbal, visual and non-verbal dimensions. Apart from its omnipresence and omnipotent nature, communication is also omnificent.
The silence of speechlessness is never golden. We all need to communicate and connect with each other — not just in one way, but in as many ways as possible. It is a basic human need, a [image: ]basic human right. And more than this, it is a basic human power... (B. Williams, 2000 p.248).
Man uses communication to fulfil life's goal, socially and economically, to transact business within organizations and its public. To keep him financially stable. Communication is useful downward, upward, lateral flows to help managers to coordinate organizational activities, and in fact it is the lifeblood of any organization which is now serving as a global cohesion with the internet the organization reaches its staffs and public through mail and other related platforms turning the world into a global village. To sustain a business the organization relies on the effective daily use of communication with its public and workers so without communication there will be no organization and with an effective form of communication an organization will thrive to achieve its set goals.[image: ]
Basically this report is focusing on how effective communication can help sustain business and achieving its set goals, though there several elements involved in successful management
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but effective communication is of paramount, It connects other management functions and elements.
As stated earlier the elements of communication are inter related, a breakdown in an element in the process of communicating will affect the entire communication output, the breakdown in an element of communicating is regarded as noise. Noise occurs when communication is polluted and the intended messages are corrupted and wrongfully encoded by the receiver, which means the intent of the sender has been wrongfully disseminated.
Noise is anything that is not transmitted by the source, or anything that hinders accurate decoding of signals. It is not just the environmental noise, it could be psychological which determined by the receiver's perception, the channel can also form noise which mostly emanates mechanically. Accent or pronunciation could also form noise; it is regarded as Linguistic noise.
Moving away from a particular spot can easily correct the physical noise unlike Linguistic noise which could get on the wrong side of the receiver but could be avoided by using much clearer words or repetition to make sure the receiver gets intended meaning but it should be avoided if possible while the psychological noise is the most difficult but being objective about the intended message goes a long way.
[image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ]In an Organization the sender here is regarded as top management team, they must have a good knowledge of their team's demographic, educational, sexuality, psychological factors. These factors should be put in place because without a good knowledge of these, the intended message might end up shattered. It is possible to plan a course of action only to realize a need for adjustment as a result of change in co workers' attitude or value system.
For effective communication to take place everyone involved must understand the communication module in which the organization operates, having a background knowledge of the task and how to go about it goes a long way in order to generate a feedback that corresponds to the circulated message, and also ensuring that management actions and deeds are in accordance with their communication.
Management proper enforcement of good orientations and continuous training of staffs will also go a long way to understand the objectives, rules, policies, authority relationships and operations of the organization. It will also improve their knowledge of the job and help them to understand each other, minimizing conflicts and distortion of messages.
A theory according to Forcese and Richer (1973), is a" model that has been tested" meaning that its concepts have been operationalized and the relationship among the variables verified. They added that a theory "consist of a set of propositions that interrelated, a proposition taken to mean a verified statement of relationship between variables.
This brings us to Shannon and Weaver theory: The sender encodes the message and sends it to the receiver through a technological channel like telephone and telegraph. The sender converts the message into codes understandable to the machine. The message is sent in codes through a medium.
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The receiver has to decode the message before understanding it and interpreting it. The receptor machine can also act as a decoder in some cases. The channel can have noise and the receiver might not have the capacity to decode which might cause problems in communication process.
Here is an instance of Shannon and Weaver theory
Recently I was about to get on a train with my friend who was trying to call his boss that he won't be coming to work the next because he needs to study for an impromptu quiz, we got on the train about the same time he got on the phone, when his boss picked the call we were closed to going underground, he raised his voice but the boss didn't get the message clear due his boss also screamed 'text me' before the call finally ended due to network underground, he sent a text message to get intended purpose cleared and said he will call him later as well after few minutes when we left the train station the boss replied 'okay! Send an e-mail to the HR and copy me.
The poor network is obstructing smooth phone conversation, the boss screaming back 'text me' served as feedback indicated to my friend know that his boss did not get a clear message of what he was saying. The boss who is the receiver gets the chance to get the intended [image: ]message only after his feedback (text me).
Sender: My Friend
Encoder: Telephone Network Company
Channel: Mobile network
Noise: Train going underground
Decoder: Mobile phone
Receiver: Boss
Schramm's model of communication has its roots from the Shannon weaver model itself. According to the Schramm's model, coding and decoding are the two essential processes of an effective communication. He emphasized that the communication is incomplete unless and until the sender receives a feedback from the recipient. The model stated clearly that communication is actually a two way process between the sender and the receiver. This can actually be related to the example stated earlier between my friend and his boss. The boss responded to his call by picking up the call and also by confirming the message has been received with a reply.
Suggestions on how to improve this flow of communication: The Company should have a particular form that can be filled online which is primarily designed for short term leave for their workers when this form is filled and submitted the right authority in Management gets notification and approves or decline such request so as to make proper plans for comes in for that person and everyone involved takes proper documentation, then a phone call can just serve as complimentary to the request as it is in the nature of human to forget.
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According to Schramm's model, whenever the information reaches the recipient, it becomes his responsibility to give the feedback and let him know if he has downloaded the message in exactly the same manner the speaker wanted. If he is not clear with anything or has any doubts, it must be cleared with the speaker. Thus when the speaker conveys any message to the listener, the listener, decodes the message and once again passes the message to the speaker after understanding it and completing the full circle.
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Please return your paper to the lecturer upon completion. It will be returned to you at the next session. You will need to include a scanned copy of this exercise in the form of an appendix together with your Task 1 (part of the Assignment for this module).
Ex.l. Read the following passage and answer the questions on the next page.
Case Studv: A Dav With The Chief
Mark is a top-performing salesperson at a pharmaceutical supply company. As a reward for his
performance, he is treated to a trip to the corporate office in California to meet the chief executive
officer, Ms. Mills. Ms. Mills is known around the office as the "Wicked Witch of the West" because
of her short and sometimes abrasive demeanour.
Mark's co-workers share "horror stories" of their encounters with her, stating that she rarely makes eye contact, never smiles, and dislikes being approached unless she initiates the conversation.
[image: ]Although he is excited to travel, he is also nervous about what he and Ms. Mills might talk about. He prepares by thinking about how he can share his sales strategies and techniques. On the day of
the meeting, he waits patiently for Ms. Mills' assistant to call him into her office. When he is escorted in to meet her, he is shocked to see a petite woman behind the large desk smiling back at him with kind eyes. He approaches, shakes her hand, and waits for her permission to sit.
Ms. Mills is nothing like the horrible person they made her out to be. Ms. Mills asks Mark several thoughtful questions about why he is successful, ways the staff can be supported, and how the
company fits in with his professional goals. Mark feels more and more comfortable as she leans forward to listen intently to what he is saying. Mark loosens his tie, crosses his legs, and begins sharing stories of how he feels his immediate supervisor has dropped the ball on more than one
occasion and that the team would be better if more money were allocated to incentives and bonuses. Mark immediately sees Ms. Mills' eyes begin to squint and her brow furrow. She stands up abruptly and says in a gruff voice that their time is up and that her assistant will show him out.
[image: ]— 
2
[image: ]
1. Given the professional context, what would you have done the same and/or differently if you were in Mark's position?
2. Do you think Mark accurately evaluated the context? Why or why not?
3. What communication factors led to the change in the chief executive officer's disposition?
4. How could Mark improve his communication skills?
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Lecturer's comments:
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[image: ]retctrn yourpaper-to the-fectttrer-ttporr completion-:-ttwHFbe returned to you at the next session. You will need to include a scanned copy of this exercise in the form of an appendix together with you Task 1 (part of the Assignment for this module).
Student Name: [image: ] Student ID:[image: ]
Ex.l. Read the following passage and answer the questions.
The professor and the village people
[image: ][image: ][image: ][image: ][image: ][image: ][image: ]A Professor of English at a well-known Welsh University lived in a large house not far from a little village. He never went into the village, bur shopped in the town near the University because he had nothing in common with the village people, who were largely uneducated and did manual jobs. One night, the professor fell asleep while smoking his pipe and the pipe fell onto the carpet and started a fire.
When the professor awoke and saw the house on fire, he rushed into the village, screaming:
'The edifice is being consumed by a great conflagration!'
'The edifice is being consumed by a great conflagration!'
The village people looked at him and continued doing what they were doing.
'Don't you understand?' He said. "The edifice is being consumed by a great conflagration!' They ignored him.
When the Professor returned home, he saw that his house had been completely destroyed. He sat down on the ground and wept. The next day, he went into the village crying. 'Why, oh why didn't you help me? My home has been destroyed by the fire. I came and begged you last night.' He wept.
'But Professor, why didn't you say that your house was on fire? We would have helped.'
QI: Why didn't the village people help the Professor?
Q2: What should he have done to get them to help him?
Q3: Whose model of communication do you think can explain this situation?
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[image: ][image: ]Ex.2. Read the following brief and write a business email according to the instructions.
You are Director of Communications at your company and you would like an employee, Jack Daniels, to join your Communications Training team.
· Tetl JD why you are writing
· Say what you have observed and like about his communication skills
· Tell him why you think he would be an asset to the team
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WRITING A BUSINESS E-MAIL
You are Professor of English at a University and you receive this email from a student.
	To: 	\
Cc: N O cc[image: ]
SUBJECT:

	Dear Professor, S 	O r r [image: ]
I am confused about Communication.[image: ]
[image: ][image: ]Could you please tell me 1) what it is 2) What the different types of communication are and 3) Give me examples of each.
	1	A) I +-oBc2tkex--
Thank y u ery muc
coco (Y
Student Lloyd
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cc
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ETW Term 1 (June 2018) - In Class exercise for Week 6
Review any lecture content not covered. See Weeks 1-6 on moodle.
Exercise: Classroom divides into self-defined groups of 4-5 persons. (5 minutes) Reference: Essential Texts from the Module Outline, Maund et. al. 2017 and Morgan 2017
The situation: (Read aloud and clarify keywords and discuss anything ambiguous)
The team are the management of a huge BMW dealership in London and the South East. (Pick another car brand if you do not like BMW)
They have been caught discounting vehicles against other dealers to close sales. The Brand owners in Germany have asked them to relinquish their distributorship. A Chinese electric car brand is eager to find a British partner to test the market for electric cars. They have made an exploratory phone call to management.
The work force knows something is wrong and people have started informally to ask questions to management. Management have replied with "we are still BMW dealers as at this moment.... You must concentrate on your work in front of you".
The work force has key members who are taking days off without warning or due cause. [image: ]BMW have given them a deadline by which they must cease activity as a main dealer. [image: ]
TASK:
l.ldentify stakeholders (individuals and groups)
2. Create a communications strategy.
3. Identify target groups,
4. identify goals or objectives,
5. Describe a way of communicating with these groups to achieve your objectives Words and Messages, and Media.
6. Develop a briefing for each of these stakeholders groups, organised as if they were here
[image: ]
in front of you, use as many people as possible and reach these groups.
Presentation
Each group presents the main features of their communication strategy to the other groups present
1
[image: ]	Worksheet .	Your  (
OcÄio
/
CeO
)
Communications Strategy......Your group's ideas........... .................Other groups' ideas
[image: ][image: ][image: ]Communications Strategy 
(2[image: ]
	Target Groups	[image: ]
[image: ]Communications Goals 	S [image: ]4 t 6 g (2/ bcæcR[image: ]
Communications Objectives [image: ]
Words 
[image: ]Messages
Media
[image: ]Briefing
Who[image: ]
[image: ]	Where	[image: ]
Why[image: ]
How[image: ]
Refer
Maund et al. 2017 Chapter 3 Chapter 4 and Chapter 5
Maund 2017 Chapter 4 Table 2.1 "Non-Verbal Communication Codes: Consider the
Professional Context"
Morgan 2017 Cultural Difference p.285 [image: ]
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To facilitate a better understanding


,


 


this report begins by discussing what communica


tion is, 


forms of communication and how powerful is communication if effectively used


 


in 


management to achieve organizational set goals by avoiding or reducing distractions that can 


cause 


breakdown


 


in communi


cation.


 


Communication encompasses all forms of e


xpression which serve the purpose of mutual 


understanding (Revesz as cited in Macbride Communication Report p. 283). Communication 


is simply defined as the activity or process of expressing ideas and feelings


.


 


It is a situation 


whereby a source transmits a


 


message to a receiver with the intention of affecting the 


receiver’s behavio


u


r. 


 


One aspect of communication which must not be ignored is that “it is a process”


 


(Goldhaber 


1983 cited in James et al 1990:4)


. 


This view agrees with the concept of relativity 


which says 


that an event must be described or 


analysed


 


in relation to other events and objects. Since the 


communication process consists of many elements (Idea, Source, Context, Message, feed, 


Channel, Receiver), a processor system’s view of communication 


becomes imperative.


 


The standard methods of communicat


ion adopted by managers are: Intrapersonal 


communication, Interpersonal communication, 


nonverbal


 


communication, written and verbal 


communication


 


Intrapersonal communication involves only one participant


 


who serves as the source and 


receiver of message. It 


involves thinking process within an individual.


 


Nonverbal


 


communications are expressions without words, body movements, scratching 


wearing anger face, thumbs up. Most forms of non


-


verbal communication a


re culturally 


determined despite universality of some 


of them. 


No


n


Verbal communication often referred to 


as wordless communication is a significant aspect of communication process and its use is 


mostly culturally determined, portraying signs, body movement


, eye contacts, tone of voice, 


dress style and all sor


ts of signals mostly understood by both parties for effective 


communication. Since the way we communicate verbally


 


or non


-


verbally in most cases is 


culturally derived


.


 


Interpersonal communication is con


versation or a process of sending and receiving messag


e 


from an individual or a very small group with immediate feedbacks
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