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Assignment-3

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

Ans. \}?
Communication N

Communications is fundamental to the existence aﬁ)
survival of humans as well as to an organizati% tisa
process of creating and sharing ideas, inforngajion,
views, facts, feelings, etc. among the p op‘f@to reach a
common understanding. CommunicatiQiris the key to
the Directing function of managen}b'@

A manager may be highly q ed and skilled but if he
does not possess good co nication skills, all hisability
becomes irrelevant. A ager must communicate his
directions effectivel he subordinates to get the work
done from them rly.

Communi@p%s Process

Comrru?@ations is a continuous process whichmainly
in o@ three elements viz. sender, message, and
r@ver. The elements involved in the communication
process are explained below in detail:




1. Sender

The sender or the communicator generates the message
and conveys it to the receiver. He is the source and theone
who starts the communication \%

2. Message N
It is the idea, information, view, fact, feeling, etc. @és
generated by the sender and is then intended t@/be
communicated further. O

@
3. Encoding b,

The message generated by the seqﬁgs encoded
symbolically such as in the fo;&o words,

pictures, gestures, etc. befor& s being conveyed.

4. Media @,’0

It is the manner in'&gﬁh the encoded message is
transmitted. Th ‘@essage may be transmitted orally orin
writing. The ium of communication includes

@goding

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




6. Receiver

He is the person who is last in the chain and for whomthe
message was sent by the sender. Once the receiver

receives the message and understands it in proper
perspective and acts according to the message, only th.e\r\,@

the purpose of communication is successful. E\

7. Feedback
Once the receiver confirms to the sender th %has
received the message and understood it, t}@processof

communication is complete.
8. Noise 0o

It refers to any obstruction t@& caused by the sender,

message or receiver duri 'g\ process ofcommunication.
For example, bad telepﬂé?‘e connection, faulty encoding,
faulty decoding, inatfenfive receiver, poor understanding
of message due l&judice or inappropriate gestures, etc

Y

Feedhack

Decodimgs




N
Types of Communication N

>

Formal communications are the one which sthrough
the official channels designed in the or; aI%tionalchart.
It may take place between a superior aéra subordinate,
a subordinate and a superior or am he same cadre
employees or managers. These communications can be
oral or in writing and are gen@@ly recorded and filed in

the office. ){}

Formal communicati@%ay be further classified as
Vertical commur@ﬂon and Horizontalcommunication.

1. Formal Communication X

Vertical C unication
Vertica munications as the name suggests flows
verti upwards or downwards through formal

ﬁ? Is. Upward communication refers to the flow of
communication from a subordinate to a superiorwhereas
downward communication flows from a superior to a
subordinate.




Application for grant of leave, submission of a progress
report, request for loans etc. are some of the examples of
upward communication. Sending notice to employees to
attend a meeting, delegating work to the subordinates,
informing them about the company policies, etc. aresom&fg
examples of downward communication. \é}

Horizontal or lateral communication takes pla&between
one division and another. For example a édtiction
manager may contact the finance man dlSCUSS the
delivery of raw material or its purch

Horizontal Communication

Types of communication ng&ﬁs in formal
communication: , O

e Single chain: \(Nhis type of network
communicatigns flows from every superior to his
subordina,@irough a single chain.

e Wh 10’ Inthisnetwork, all
S b&gnatesunder one superior communicate
ugh him only. They are not allowed to

QOtalk among themselves.

e Circular: In this type of network, the
communication moves in a circle. Each personis




able to communicate with his adjoining two
persons only.




* Free flow: In this network, each person can
communicate with any other person freely.
There is no restriction.

e Inverted V: In this type of network, a %
subordinate is allowed to communicate with his \
immediate superior as well as his superior’s N
superior also. However, in the latter case, &r
ordained communication takes place. CX

2. Informal Communication O

Any communication that takes place wi h(%ﬁ followingthe
formal channels of communication i to

be informal communication. The malcommunication
is often referred to as the ‘grapeyiite’ as it spreads
throughout the organizatio %i'n all directions without
any regard to the levels Q{J&Otity.

The informal com L@{gtion spreads rapidly, often gets
distorted and it i y difficult to detect the source of

such Communé@non. It also leads to rumors which arenot

lgdever, sometimes these channels may be helpful as
they carry information rapidly and, therefore, may be
useful to the manager at times. Informal channels arealso




used by the managers to transmit information in orderto
know the reactions of his/her subordinates.
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