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Introduction

  I will not open America to you if I start with the fact that a person is a biosocial being. People cannot live both without nature and without society. A person is born, raised in a family, goes to kindergarten, then to school, university, work, etc. Everywhere he is surrounded by the same people with whom - whether you like it or not - he is forced to contact. A lot depends on the quality of these contacts, and first of all - the comfort of the emotional background. In modern society, it is extremely important to be able to speak at the appropriate level. The ability to attract people, to achieve from them what would be conducive to the advancement of one's (or someone's) interests, the skills of correct communication are not only an urgent need, but also something that is always and everywhere highly valued. So, it is not in vain that the topic of communications is given such an important place.
  Well, it will be very useful for you and me - those who are directly concerned - to discuss what communication is, and to understand at least a little about the conditions under which communication can be called effective and what significance this efficiency has in our life.



























Communication is not just conversation 

  The roots of the basic concept go back to the Latin word "communication", which appeared thanks to another word - "communicare". The first means "message, connection", and the second - "communicate, connect, share."
  The general meaning, it would seem, is clear, but this initial meaning in the course of time and the development of social interaction inevitably changed. It changed and acquired a slightly different colour, which served as a basis for additional interpretations.

· So based on the definition of "communicare" (to communicate, to connect), communication implies the process of transmitting messages and other signals, and in the modern sense - the transfer of information or the exchange of knowledge and information between objects of any nature (both natural and artificial).

[image: 4 ways to navigate different communication styles at work]  On the other hand, there is the etymology of "communication", which goes back to the concepts of community, unification, which occupies a special place in the system of socio-philosophical theories and humanitarian discourses (how is that?). From this perspective, associations, societies, and communities are seen either as a goal or as a condition for successful communication.
 
 As for philosophy, communication issues become especially relevant only at the beginning of the 20th century. Such a "belated but ensuing" reaction of society to this topic is explained by the sharp exacerbation of social problems and the need to solve them. And just during this period, the meaning of the term in question is concretized.

 In the end, we get a simple and understandable thesis:

· Communication is a constructive process of interaction between people or their groups for the purpose of transmitting information or exchanging information.

[image: 3 Tips for Effective Communication on Remote Teams]  Such a definition most accurately reflects the essence of communication and is considered official, however, taking into account different angles, there are other formulations, among which only two are the most common. In the first, communication is interpreted as the main mechanism that allows you to create social ties and improve social culture, and in the second - as the laws of interpersonal interaction that govern relations between people.





Basic communication model

  The specificity of information exchange traditionally depends on the characteristics of society, which determines the content in this concept of a wide range of socio-cultural meanings. But in any case, the term "communication" is characterized by the presence of five components necessary for a successful interaction process:

1. a source (one who wants to convey his thought to another person) - in fact, it is an addressee acting as a message generator for transmission.
2. a conductor or transformer (that which converts information into signals) - that is, an ordinary transmitter that sends messages through any communication channel.
3. direct communication channel (means, way of transmitting information);
4. an information receiver (that which adapts and decodes the source signal) is the same as a decoder that translates signals into a "digestible" message.
5. recipient (the one to whom the information should have reached) - the final addressee for whom the message was intended. 
 According to this model of a communication act, the addressee generates and encodes certain information using the sign means used in the sign system of the corresponding communication channel.
  The addressee, in order to assimilate the information received, does the same, only in reverse order (the result of his efforts is decoding).

  The holistic process of communication (adequate transfer of information) has, as a rule, a multi-layer structure, consisting of many successive acts.
  In this case, the main unit of communication can only be a message (signal, send) that performs any one or several functions at the same time, such as:

· informative and communicative (information exchange).
· interactive (communication).
· epistemological (cognition).
· axiological (exchange of spiritual and cultural values).
· normative (consolidation or transfer of norms).
· social and practical (transfer of knowledge, abilities, skills).

Basically, the content of communication and its direction depend on these functions, which at the same time serve as prerequisites for the process of interchange of information.


  At the same time, the necessary conditions for successful communication are also observed, starting with the presence of transmission channels and perception mechanisms, and ending with a minimum of structural components, which certainly include:

· participants in the communication act.
· situation or case requiring discussion.
· message content (text, signal).
· motives and goals to convey something to the interlocutor through a message.
· material transfer of information.

  For the implementation of any communication, sign systems adequate to the goals are necessary (they are different in each culture).

· Most often, such a system is a language that is used both in the form of oral speech and in the form of writing.







Bad communication example

Today I work as a waitress and very often I have misunderstandings with my superiors or even with employees.  Most often, this manifests itself in requests that are asked to be fulfilled and do not mention at what time it should be performed.  And they also ask to do something at a time when you have a lot of work and you already have a small plan in your head, what needs to be done for what to do everything in time, for example:
1. Take order
2. Remove dirty dishes from another table
3. Bring an order that is already ready
4. Take the order at the next table
 So, I have a small plan for the next 5 minutes and then they ask me to go find something in the warehouse (napkins or candles), the search for which takes about 5 minutes.
 And upon returning, instead of gratitude, there is a misunderstanding because my section is not cleaned and orders are not accepted at the tables.
 In this case, the manager had to ask me to bring what he needed after I completed everything and I had free time, or else help me with my tasks while I was looking for napkins.
 In this case, it is also my fault that I could ask when it can be done or say that I will do it in 5 minutes.


What a manager should do to improve communication processes in any organization

[image: A picture containing indoor
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Having dealt with the basics of how communications work in an organization, we will certainly come to the conclusion that it is not effective and working in all cases. The easiest way to assess the effectiveness of communication is to determine whether the recipients have correctly understood and accepted the transmitted information. In general terms, it depends on how adequately the message was formed and coded, as well as on the development of the communication skills of each of the parties, on their ability to understand and listen to the interlocutor. Or, as experts say, from all sorts of "barriers". This includes differences in status between a manager and subordinates, difficulties in obtaining and processing information, information overloads, distortion of messages during transmission between employees, and a lot of personal nuances.




What should a specific manager or leader who is responsible for communications in his company do?

A list of "purely technical things" might look like this:
· manage to prioritize in a continuous flow of information, defining first the most important and urgent information, then - information that is subject to further forwarding.
· clearly define and write down to whom what information should be transferred.
· take care of periodically cleaning up email, in particular spam and irrelevant offers.
· set deadlines for each of the tasks, or the reaction time for each transmitted information.
· actively improve the feedback system in accordance with the specifics of your organization or individual teams.
Also, heads of large organizations should not forget that all information should be transparent and be explained as extensively as possible on other sites. That is, it is necessary to release various videos, newsletters or send an email newsletter, which would tell in detail about the company's innovations or news. Remember, employees need to learn about what is happening in the organization from senior managers, not from outside sources.


But in any communication, the main characters are people who, by their very nature, can make mistakes or it is corny not to make proper contact. Leaders and managers should listen to HR professionals who provide the following advice:

     
1. Create a space that is conducive to professional and personal communication. There is a so-called “Open Doors” policy - this is when a manager or a managing manager does not close the doors of his office so that each employee can come to him at any time with a question, request, or for advice. At the same time, no one forgets what business communication is, and does not violate personal boundaries. This format is actively used by Microsoft and Hewlett-Packard. This makes it possible to establish a system of mutual trust and, as a result, to carry out communication more efficiently along all lines.

2. Encourage social interactions between employees. For example, in small companies, the manager may approach each employee in the morning and greet him with a handshake or high-five and say goodbye in the same way when leaving. You can invite everyone to have lunch together if the office has a dining area.

3. Implement anonymous communication technology. Remember how at school: on the eve of February 14, they usually installed a box where everyone could throw valentines or declarations of love without signing them with their own name? You can do this in the office too, having come up with a virtual or physical box for collecting anonymous letters and reviews. After all, many people may simply be ashamed to say something or express dissatisfaction, and so they will have freedom of action.

4. Encourage feedback. Two-way communication, during which everyone can share their thoughts and feedback, is very important for effective communication.

5. Use modern communication channels. Fortunately, current technologies make it as easy as possible. In the same Telegram or Skype, you can create working chats for each department or team, where everyone will be involved. Large corporations usually create their own systems or use professional corporate messengers (for example, Slack).

6. Maintain personal communication. Instead of meeting at the end of the month, arrange for five minutes with each individual employee. Inquire about his job satisfaction and needs.

7. Listen to your employees. It is very important to verbally and non-verbally express interest in the conversation, empathy and understanding. During conversations, put your phone aside, close your laptop and try to listen to the interlocutor as carefully as possible. The created atmosphere of trust will help to communicate faster and more efficiently.




Conclusion

To improve communication in the organization, it is necessary to regulate information flows, apply several management actions to interact with personnel, and also ensure that the feedback system works actively and without restrictions, and that it is also possible to freely (anonymously if desired) express suggestions or feedback.
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