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INTRODUCTION 

Comunication represents everything we do in life and is essential in the workplace and in life.
Comunication can be defined as a change of information between two or more individuals,where one is sending the information and the other side is receiving the information.If both sides understand the message,then the comunication can be named efective communication.
My report will show the importance of comunication at the work place and what the methods of it.
Communication is important in management because is the concret way of working of a manager,by which he is coordinating a human group in an organisation.
Success in management depends decisively on the manager’s communication ability . There are so many programs such as schools and training systems that put a particularly emphasis on the comunication development of managers to be.
In organization comunication is a main phenomenon,very important for its managers ,as a manager skill this will help improving directly or not the organisational performance  according to R.Klaus and B. Bass Interpersonal Communication in Organization.
Practice has revealed that one of the most difficult and important task of a supervisor is communication. Also,the advancement of middle managerial position has as first criterion the ability of communicating with their superiors.
Dexterity in communication can create or can interrupt a career 
Most of the problems in the activity of an organisation and of its management it has as a cause 70% of entire comunication in business isuses in achieving the proposed goals.
The importance of comunication in an organised effort It was recognized by the number of authors belonging to diffrent currents and schools of management.
Relationship for example,emphasis the human problems that arise in the process of comunication,focusing on identyfing barriers to good communication,especially those in interpersonal relationships.
Functions and purposes of communication 

Comunication is the way people are united in an organisation to achieve a common goal. Therefore the function of communication is to unify the activity of the organisation.In order to carry out its functions,the communication proposes to influence,to inform and to allow people to express their feelings this beings its goals.
By influencing the actions of the people,comunication contributes to making changes that ensure,the prosperity of the organisation aswell as its members.
Comunication is vital for the internal functioning of the organization as it integrates the  managerial functions.
It is generally recognized that the managers determine the organisational climate and influence the attitude of the members of the organisation.They do this especially through comunication initiated by the top management.
Superiors must communicate with subordinates and vice versa. Comunication is a two way process,in which each one is,in turn,transmitter and receiver of messages.It is also the process by which member of the organisation receives the information necessary for its activity.
Business for example requires information on prices,competition technology and finances,as well as on legislation and government decisions.
This information is essential for the management decisions regarding the type of products to be manufactured the batches of manufacturing and delivery,the quality of the products and so on..
Cooperating people in an organisation it would not be possible without them to communicate with each other their needs and feelings.
It incorporates psychological pprocesses such as perception,learning and motivation.
Comunication especially the informal one,contributes satisfaction and stability of an working group,being a safety valve for people emotions and frustrations.
Model of comunication 
One of the most popular example is Shannon and Weaver theories.This process is made from 
Sender-Encoder-Chanel-Decoder-Receiver and feedback 
In the diagram of the comunication process you can see the  factors and steps of the comunication .The source (the issuer),having outlined the ideea,a result of thinking,by which it is an action,a change to the recipient (recipient),encodes it in an accessible form to its understanding.Coding usually means the letter S and the words of the language used by two (sender and reciver) but it can also be in the computer symbols for example.The message can be expressed orally,in writing or nonverbal.
The channel or media through which the message is transmitted and which links the two subjects,when the comunication is not direct  can be a letter,a computer,telefon etc. Sometimes two or more channels are used for the same message.Two persons can establish an agreement by telephone,subsequently confirmed by letter.
Selecting the right channel is essential for an effective communication. The receiver must be prepared to receive the message,that is to say,it can decoded and understand it. Understanding can occur only in the mind of the recipient.He alone chooses whatever to understand or not.
In additio of the necessary knowledge,perception and listening ability are present in this phase of communication process.Many managers or owners overlook this when giving instructions or giving explanations.
Disturbances (noises)are those elements or factors that disrupt comunication and and manifest themselves in all components of the process.Noises or too  small a place can disturb the development of a clear idea.Wrong coding can be done by using ambiguous symbols,transition can be interrupted by parasites or poor reliability of the comunication channel,reception can be mistaken due to incorrect.
In order to control the efectivness of communication the feedback is essential.The issuer must have confirmation that the message has been received and understood correctly.Thus through feedback communication is a two way process.
As a process,communication is a sequence of events,allways changing,which unfolds continuously there is practically no beginning and no end,comunication is  not something static but in motion.And the components of this process are interactive,each affecting all the others.

Operational communication:internal external,interpersonal comunication 
  
Using by a first criterion the goals served by the communication in the organisational environment communication can be grouped in the following categories:
· Internal operational 
· External operational
· Interpersonal 
Internal operational communication includes the entire set of messages linking the employees of the organisation in the action of carrying out its operational plan,respectively all the procedures designed to achieve the specific object of activity.
Internal operational communication includes orders and instructions given by workers,supervisors;oral dialogue between worker on labour issues;situations prepared by the operative personnel in different fields such as production,sales,finance,stock,maintenance etc by the which the fulfillment of the work task is reported.

External operational communication connects the organisation with people and groups outside it,but related of its activity,respectively with suppliers,customers,providers of various sources,with the public.
Comunication procedures in the direct sales or purchase transactions,the various written materials for presenting the products and services,the answer to the phone requests,the advertising through the media,used according the specific activity are examples of external operational communication.
This category also includes the action that the organisation takes to improve its public relations,the image of a behaviour full of demand  towards customers,the civic responsibility of management.
Certainly the success of any organisation,business it depends on the people outside it.
 Satisfying the needs of the cclients,necessary passes through the ability of communicate effectively with them.As with internal operational communication,external operational communication is vital for the organisation.
Interpersonal comunication is the exchange of information and feelings,that people employ anywhere and whenever they are togheter without unnecessary having goals or objectives such as those of the organisation.The tendency of communication determined by social nature of the human being,manifest itself even when people are completely alien to one another,but are temporary togheter.Also the needs of communication makes people communicate in situations in which they have little or nothing to say.
 Formal communicatio:ascending,descending,horizontal/oblique 
 In relation to the meaning of circulation of messages and the position of the sender towards recipient,the types of formal communication are descending,ascending and horizontal/oblique.
In the descending communication,the information circles hierarchical channels,from the upper levels of the management to the inferior once,from the chiefs to the subordinates,in the form of orders,provisions,directives,instructions. This information is essential for planning and organizing the activity and for training the personnel of organisation.
In ascending comunication, the meaning of the circulation of messages is from subordinates to chiefs.The information represents either the reaction (feedback) to the received messages or reports of the actions taken.This type of communication is essential for controlling the activity.
Horizontal/oblique communication take place between persons located at the same hierarchical level,or at different levels but on different  hierarchical lines.
Its role is to facilitate the operative exchange of information essential for effective management.
Oral communication,verbal communication,nonverbal communication 
The analysis of the characteristics,advantages and limitations of the use of these forms,in diffrent and varied situations from the activity of the organisation,offer multiple and valuable elements of ,selection,combination,elements that can contribute substantially to the efectivness of communication,management as a whole.
Oral communication is the main form of communication,by weight,in an organisation .About ¾ of the total  information exchange of managers is done orally.of course many of them are informal from individual to individual.To these are added various formal type of oral communication.
From time to time business people have to make formal presentations;speeches,oral reports,conferences,meetings of different commitees,conferences and group discussions.Sometimes they have to interview candidates for employment,those who leave the organisation or the workers under evaluations.Even a letter or a report often starts with oral dictation.
The usual forms used in interpersonal oral communication include:individual-individual (face to face),telephone,hearing or presentation (exposure).
Individual-indidual, direct,face to face communication.For a manager it is appropriate in cases:delegating tasks,training,disciplining,giving instruction,answering questions monitoring progress in achieving goals,developing and maintaining relationships.
The phone as a meaning of a communication,it is used in very different proportions from one type of work to another making possible a rapid exchange of information by saving the time need it to travel.
Meetings are forms of direct communication within organisation,of a wide variety.Topical for managers are short informal meetings with two or more employees.
The presentation the managers must make from time to time are,as a rule,formal as opposite to the above analysed form which are usually informal.
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Time allocated: 1 hour. 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 you Task 1 (part of the Assignment for this module).
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Ex.1. Read the following passage and answer the questions.

The professor and the village eople
A Professor of English at a well-known Welsh U
never wentinto the village, bur shopped in the
with the village people, who were largely une
asleep while smoking his Pipe and the pipe fell onto the carpet and started a fire.

niversity lived in a large house not far from a little village. He
town near the University because he had nothing in common
ducated and did manual jobs. One night, the professor fell

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 de.strt’)yed. He sat do?w'\r;' on
he went into the village crying. ‘Why, oh why didn’t you help me? My

the ground and wept. The next day,
home has been destroyed by the fir

e. | 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.

Q1: Why didn’t the village people help the Professor?“
Q2: What should he have done to get them to help him? O e
Q3: Whose model of communication do you think can explain thlf situation:

Q4: Why?
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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.

- Tell 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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