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Assignment-3

Q1. Elaborate the process & elements of communication
In detail through suitable example ?

AnNsS. \\@
Communication \é}

Communications is fundamental to the existe a
survival of humans as well as to an organizat': tisa

process of creating and sharing ideas, info lon, views,
facts, feelings, etc. among the people toreach a common
understanding. Communication is tt& to the Directing
function of management. Qv

A manager may be highly qqéﬁed and skilled but if he
does not possess good comﬁnunication skills, all his
ability becomes irrel . A manager must communicate
his directions effec&{;@ﬂto the subordinates to get the
work done frog@m properly.

i@)ns Process

Ications is a continuous process which mainly
Iovolves three elements viz. sender, message, and
receiver. The elements involved in the communication
process are explained below in detail:

Commu




1. Sender

The sender or the communicator generates the message
and conveys it to the receiver. He is the source and the

one who starts the communication
2
2. Message @\é’
It is the idea, information, view, fact, feeling, %that IS
e

generated by the sender and is then intende
communicated further. e )

3. Encoding QY

The message generated by the {Synz;r IS encoded
symbolically such as in the of words, pictures,
gestures, etc. before it is)b&ig conveyed.
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4. Media %

hich the encoded message Is
transmitted message may be transmitted orally or in
writing. edium of communication includes
telephape; internet, post, fax, e-mail, etc. The choice of

r@@h IS decided by the sender.

It Is the manne




5. Decoding

It is the process of converting the symbols encoded by the
sender. After decoding the message is received by the
receiver.

6. Receiver \\@

He is the person who is last in the chain and for w e
message was sent by the sender. Once the receive
receives the message and understands it in pr ’éﬂ
perspective and acts according to the message) only then
the purpose of communication is succ%é

7. Feedback 'Q

Once the receiver confirms to,?e sender that he has
received the message and-u(@a tood it, the process of
communication is com

O

»
?t;uction that is caused by the sender,
Iver during the process of communication.
, bad telephone connection, faulty encoding,
oding, inattentive receiver, poor understanding
sage due to prejudice or inappropriate gestures, etc

8. Noise

It refers to an
message o
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Types of Cor@eﬁication
1. Forma)@mmunication

Forma munications are the one which flows through
t&cﬁ@cial channels designed in the organizational chart.
Itray take place between a superior and a subordinate, a
subordinate and a superior or among the same cadre
employees or managers. These communications can be




oral or in writing and are generally recorded and filed in
the office.

Formal communication may be further classified as
Vertical communication and Horizontal communicatio \@

N
Vertical Communication ‘é’

Vertical Communications as the name sugges ’ﬂows
vertically upwards or downwards through f

channels. Upward communication refe flow of
communication from a subordinate to é}uperlor whereas
downward communication flows (Eo@a superior to a
subordinate.

Application for grant of leav '@bmlssmn of a progress
report, request for loans ¢ @e some of the examples of
upward communicatio nding notice to employees to
attend a meeting, del€gating work to the subordinates,
Informing them the company policies, etc. are some
examples of ard communication. .

Horizo mmunlcatlon
| or lateral communication takes place between

|V|5|on and another. For example, a production
manager may contact the finance manager to discuss the
delivery of raw material or its purchase.




Types of communication networks in formal
communication:;

. Single chain: In this type of network
communications flows from every superior to his\@

subordinate through a single chain.

. Wheel: In this network, all subordmate@%

one superior communicate through hi
are not allowed to talk among thems@y

ly. They

. Circular: In this type &%etwork the

communication moves in a ¢ Each person is
able to communicate wj Is adjoining two

persons only.

communicate wi

. Free flow: Ir;ﬁﬁwork, each person can

IS NO restricti@

ny other person freely. There

. Inverte ﬁn this type of network, a subordinate

(Ocommunication takes place.
Qformal Communication

to communicate with his immediate
r as well as his superior’s superior also.
ever, in the latter case, only ordained

Any communication that takes place without following
the formal channels of communication is said to be
informal communication. The Informal communication is
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often referred to as the ‘grapevine’ as it spreads
throughout the organization and in all directions without
any regard to the levels of authority.

The informal communication spreads rapidly, often get\>@
distorted and it is very difficult to detect the source of A
such communication. It also leads to rumors WhiC?’%é'

not true. People’s behavior is often affected’gg&{e mors

and informal discussions which sometimes amper
the work environment. %
However, sometimes these channel be helpful as

they carry information rapidly and{¥herefore, may be
useful to the manager at times/Mformal channels are also
used by the managers to tragsmit information in order to
know the reactions of hiyh}'r subordinates.
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