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Chapter 1 Introduction to Management
Communication

Introduction

All of us know that man is a social animal. He cannot survive in isolation. As a member of the
society he is dependent on others. For most of the things he has to take help from others. But the question
is, how does one know what the other wants? One has to convey his feelings, thoughts, ideas,
requirements, experiences, etc. to another in such a way that the latter understands those correctly. The
same thing happens with business also. It provides information to the customers, government, owners,
employees, etc. and at the same time receives information from them.

After studying this lesson, you will be able to:

» define communication;

»  state the elements of the communication process;

»  explain the importance of communication in business;

»  identify the types of communication;

»  describe different means of communication.
[(REREHE]
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Text
Section 1: Defining Communication

1. Communication

Every day you talk to the members of your family, friends and relatives on various matters.
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You receive letters from your friends and relatives on different occasions. You also reply to their
letters. Sometimes to convey urgent message you send telegrams or make telephone calls. In this
process you are able to share the information with others. Similarly they also share their
experiences with you. You must have observed that in an office the officer rings a bell to call the
attendant; people stop their vehicle at road-crossings after looking to the red light of the traffic
signal and then start moving after seeing the green light. Also in a school, students assemble for
prayer after hearing the school bell. Through these means some message is conveyed and
understood even without speaking or writing. All these activities of sharing or exchanging
information, ideas and experiences between two or more persons are known as communication.

With every interaction, whether active or passive, we find ourselves communicating with
other people. Even our silence connotes some intention, which others may interpret at their
discretion. Whether by artifact or by attendance, every human being constantly participates in
the process of communication. The field of Communication Theory exists at a crossroads of
Psychology and Sociology, borrowing heavily from each, illuminating a process that defines
what it is to be human.

Communication is the activity of conveying information. Communication has been derived
from the Latin word “communis”, meaning to share. Communication requires a sender, a
message, and an intended recipient, although the receiver need not be present or aware of the
sender’s intent to communicate at the time of communication; thus communication can occur
across vast distances in time and space. Communication requires that the communicating parties
share an area of communicative commonality. The communication process is complete once the
receiver has understood the message of the sender. Feedback is critical to effective
communication between parties. Communication may be defined as - “A process of sharing facts,
ideas, opinions, thoughts and information through speech, writing, gestures or symbols between

two or more persons”.
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2. Management Communication

At the Communication in today’s business place has become more complex, with the
introduction of technology presenting both opportunities and challenges. Robust organizations
demand effective communicators that can effectively manage business and organizational
changes, concerns or events using technological as well as traditional means.

-2.



Chapter 1  Introduction to Management Communication

Management Communication is about the movement of information and the skills that
facilitate it—speaking, writing, listening, and processes of critical thinking - but it’s more than
just skill. It’s also about understanding who you are, who others think you are, and the
contributions you as an individual can make to the success of your business. It’s about
confidence—the knowledge that you can speak and write well, that you can listen with great
skills as others speak, and that you can both seek out and provide the feedback essential to your
survival as a manager and a leader.

Management Communication is goal oriented. The rules, regulations and policies of a
company have to be communicated to people within and outside the organization. Management
Communication is regulated by certain rules and norms. In early times, management
communication was limited to paper-work, telephone calls etc. But now with advent of
technology, we have cell phones, video conferencing, emails, and satellite communication to
support management communication. Effective management communication helps in building
goodwill of an organization.

Effective Communication is significant for managers in the organizations so as to perform
the basic functions of management, i.e., Planning, Organizing, Leading and Controlling.
Communication helps managers to perform their jobs and responsibilities. Communication
serves as a foundation for planning. All the essential information must be communicated to the
managers who in-turn must communicate the plans so as to implement them. Organizing also
requires effective communication with others about their job task. Similarly leaders as managers
must communicate effectively with their subordinates so as to achieve the team goals.
Controlling is not possible without written and oral communication.

Managers devote a great part of their time in communication. They generally devote
approximately 6 hours per day in communicating. They spend great time on face to face or
telephonic communication with their superiors, subordinates, colleagues, customers or suppliers.
Managers also use Written Communication in form of letters, reports or memos wherever oral
communication is not feasible.

Thus, we can say that “effective communication is a building block of successful
organizations”. In other words, communication acts as organizational blood.
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3. Importance of Communication in an Organization

Communication is neither transmission of message nor message itself. It is the mutual
exchange of understanding, originating with the receiver. Communication needs to be effective
in business. Communication is essence of management. The basic functions of management
(Planning, Organizing, Staffing, Directing and Controlling) cannot be performed well without
effective communication. Management communication involves constant flow of information.
Feedback is integral part of business communication. Organizations these days are very large. It
involves a number of people. There are various levels of hierarchy in an organization. Greater
the number of levels, the more difficult is the job of managing the organization. Communication
here plays a very important role in process of directing and controlling the people in the
organization. Immediate feedback can be obtained and misunderstandings if any can be avoided.
There should be effective communication between superiors and subordinated in an organization,
between organization and society at large (for example, between management and trade unions).
It is essential for success and growth of an organization. Communication gaps should not occur
in any organization.

The importance of communication in an organization can be summarized as follows:

» Communication promotes motivation by informing and clarifying the employees about
the task to be done, the manner they are performing the task, and how to improve their
performance if it is not up to the mark.

» Communication is a source of information to the organizational members for
decision-making process as it helps identifying and assessing alternative course of
actions.

» Communication also plays a crucial role in altering individual’s attitudes, i.e., a well
informed individual will have better attitude than a less-informed individual.
Organizational magazines, journals, meetings and various other forms of oral and
written communication help in building employee’s attitudes.

» Communication also helps in socializing. In today’s life the only presence of another
individual fosters communication. It is also said that one cannot survive without
communication.

» Communication helps controlling organizational member’s behavior in various ways.
There are various levels of hierarchy and certain principles and guidelines that
employees must follow in an organization. They must comply with organizational
policies, perform their job role efficiently and communicate any work problem and
grievance to their superiors. Thus, communication helps in controlling function of



