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Organizational Structure
-
* Understanding Managerial Communications . { ‘;'
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* Identify the concept of communication skills % C_)—
* Understand the principles of effective

communication.
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- ) MIDOCEA
A job description A3 4l cia gl onivers |l

/is a formal document that outlines the duties, responsibilities, necessary skills, and reporting relationships of
a specific role within an organization. It acts as a roadmap for both the employer and the employee, ensuring
that expectations are aligned from the hiring phase through annual performance reviews.

A standard job description typically includes the following key elements:

1. Job Title and Summary: A clear, descriptive name for the role (e.g., "Senior Project Manager"), A brief overview (3—5
sentences) of the role’s purpose and how it contributes to the company’s goals.

* 2. Duties and Responsibilities: This is the "meat" of the document. It lists the daily, weekly, or monthly tasks the employee
is expected to perform. Most effective JDs list these in order of importance or percentage of time spent.

* 3. Requirements and Qualifications: including Education: Degrees or certifications required, Experience: Number of years
in a similar field or specific industry exposure, Skills: Technical skills (e.g., Python, financial modeling) and "soft" skills (e.g.,
conflict resolution, leadership).

» 4, Relationships and Reporting Lines: It defines who the employee reports to (their supervisor) and whether they manage
a team. It may also mention internal or external stakeholders they interact with regularly.

5. Work Environment and Physical Demands: This specifies where the work happens (office, remote, or field) and any
\ physical requirements, such as travel frequency or the ability to lift specific weights. )
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a job description serves as a critical

communication bridge between an

organization’s strategic goals and its
human capital.
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What is the Communication??
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Communication skills =
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In simple words we can say that
“just to convey the message”

The transfer and understanding of meaning
Everything that a manager does involves communicating
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10% words + 30% (tone +tuning) + 60% body language.
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we can say that communication is
the process of transmitting

(A — B) & Receiving
(B >  A) Messages.
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the process by which people exchange
information or express their thoughts
and feelings
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What is communication? IQ
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Interpersonal communication
occurs between people

Organizational communication

all the patterns, networks, and systems of communication
in an organization
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Reason of communication
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Share our ideas and opinions
S — .

Provide feedback to others

Get information from others

Gain power and influence

Develop social relationships

Maintain self-expression and our culture

other ideas you may have thought of
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The primary drivers for communication within a
managerial and technological context include:

(Strategic Alignment: Ensuring that all team members \
understand the organizational goals and their specific roles in
achieving them.

* Information Exchange: Facilitating the flow of technical data
and operational updates through digital channels to maintain
a "single source of truth."

* Decision Support: Providing leaders with the necessary data
and insights, often via IT-driven visualization tools, to make
informed business choices.

* Coordination and Control: Managing complex workflows and
resources, especially in decentralized or remote
environments, to ensure project efficiency.

* Feedback and Professional Development: Using
communication loops to provide performance evaluations,
coaching, and support to employees.

* Motivation and Engagement: Building a shared culture and

fostering transparency to keep staff committed to the
organization’s vision.

J

MIDOCEA|

UNIVERSITY'

TBIErY (Alaad) gﬁ e il A ) Claadl) Jadd
i L g2 sl sisills

-

\_

a5l o Lliall LAl ) a0 5 48 jidie 488 oLy 1AS JLdiall g Juliadl) o

s 3al) C19Y (35l el anan agd e 1ol Say) GH N o )
Lediaat 8 Badal) e.mj\jﬂj

e Al lanl y Al UL 55 e cilaglual) Jold o
""LAMJAJAJM"QLLMMJ\ k_i\jAsM

e Gle a3 (g5l 5 il 338 Ay 3 s AN JAS) asa e
A lad cl )8 AASY (e slaall 4380 da e aal) Sl ) sl i g0

i) b L Y cbinall 3 ) sall 5 Jnl) ysus 3 513) aSaTl g Gpea) o
@J\.&d\ IS u\.maj ¢3 ) j :\,j)SJAM\

ol 2l Jual 5ill < 38 aladind 1 Agall o ghaill g daa) ) 43830 o

A yall 4y 0 dbasall )




wﬁlﬂ\ Jua) gl

{Formal communication is structured, official
information exchange (reports, emails,
meetings) following organizational hierarchies
to ensure accountability, while informal
communication is spontaneous, unofficial
interaction (chat, gossip) that builds
relationships and spreads information faster.

Effective organizations balance both, utilizing
formal for documented, reliable, but slow
communication, and informal for flexible,

rapid, and social communication
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Key Differences

* Speed and Efficiency: Informal communication is generally } ; / Jauad )l CHESERY|
faster, often called "grapevine" communication, while s o ol Aanpll e ALY S5 L Bale (3oLl g de yull
formal communication is slower due to official processes. Unl dpase )l VLAt 5688 L el e Jeal gl Ay UWle
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* Accountability: Formal communication is more reliable S o B
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* Information Flow: Formal communication is restricted to

specific channels, whereas informal communication moves s Ly Baaae Gl 8 e dpan Il QYL paish 1la sleall (3853
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Why Both are Necessary

Formal Communication: Provides clarity, authority, and
consistent, official records to prevent misunderstanding.

Informal Communication: Builds trust, boosts morale, and

helps resolve employee conflicts faster than official
channels
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https://www.ingentis.com/en/knowledge/formal-and-informal-communication/
https://www.ingentis.com/en/knowledge/formal-and-informal-communication/
https://www.peoplegoal.com/blog/what-is-formal-and-informal-communication/
https://www.peoplegoal.com/blog/what-is-formal-and-informal-communication/

The communication process ID
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The communication cycle

o 0 9 9
encodes ° decodes

sender A receiver

decodes = encodes
Communication

channel

face-to-face email
video letters
video call social media
video conference wikis
eech

feedback
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Process of Communication
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The communication process MIDOCEA |
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Encoding - converting the message in
symbolic form

Decoding - retranslating a sender’s
message

Message - a purpose to be conveyed
Channel - medium a message travels
along

Noise - disturbances that interfere with
the transmission, receipt, or feedback of
a message

Feedback is basically the
response/reaction of Receiver after
receiving the message.
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Message
* is basically the basic idea that you want to communicate.

* The message may be
* Verbal, means (Written or Spoken)
* Non-Verbal, means( Symbols, Pictures or unspoken).
e Thisis very much important component of communication “ Your message should be or MUST be

clear and easy to understand” .
alla )
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Message, Con’t

company.
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The most important element in message is your
receiver . You must be well aware about your
receiver.

While preparing a message you should keep in mind
how your receiver will interpret the message.

You (Sender) should also keep in mind your
relationship with the receiver while preparing
message.

some times wrong message may create a loss to
your organization , to yourself.

or it can create a bad impression for you/your
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Sender ( Encoder )

When you sending the message, you are the “Encoder” .

Here the word you mean writer/Speaker decides whether the message should be in
written or oral. He/She may choose Words, Symbols, Pictures or Graphics that express

the objective in the real sense. -
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Medium ( Channel )

is basically channel through which your message reaches to receiver & channel vary from
situation to situation.

E.g. some of effective medium it may be: T.V, Radio, Papers
Or all of the above “keeping in view the Importance of the message.”
When we talk at Micro /Organizational Level the medium may be writing or non-
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Receiver (Decoder)
To whom the message is being sent.
In simple words we can say that receiver is your reader (in case of press, letters
etc.) or Listener (In case of TV, radio, Speaker Etc.) ..
Receiver is also known as decoder. Jafiauall
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Feedback
s basically the response/reaction of Receiver after receiving the message.
Sender always need feedback to check wether the message effectively reached or not...?
Or in other words....
Sender need feedback to examine the success or failure of the message.
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the communication cycle in can be seen when a project manager (Sender) decides to update the
team on a new deadline, encoding this information into a concise summary. They send this
message via a video conference (Channel), where the team members (Receivers) listen and
decode the instructions based on their prior knowledge of the project. During the call, a low-
quality internet connection acts as noise, causing some words to cut out; however, the team
provides feedback by asking clarifying questions and nodding, which completes the cycle and
ensures the original message was understood correctly.
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Methods of Communicating Interpersonally
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A wide variety of communication
methods exist
Choice of a method should reflect:
the needs of the sender
the needs of the receiver
the attributes of the
message
the attributes of the channel
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Verbal Communication: This involves the use of spoken words to
convey a message, such as during a speech or face-to-face
meeting.

Non-Verbal Communication: This includes body language, facial
expressions, and gestures that often accompany or reinforce a
verbal message.

Written Communication: This method uses text to bridge the gap
between the sender and receiver, utilizing channels like email,
letters, or wikis.

Visual Communication: This utilizes imagery, to simplify complex
concepts and enhance the decoding process for the audience.

Digital Communication: This encompasses modern platforms like
social media, video calls, and video conferencing to facilitate real-
time or asynchronous interaction across distances.
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EFFECTIVE COMMUNICATION

VERBAL WRITTEN
COMMUNICATION COMMUNICATION

NON-VERDAL
COMMUNICATION

VISUAL
COMMUNICATION

Interpersonal communication can be
categorized into several distinct methods
depending on the context and the medium
used.
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EFFECTIVE COMMUNICATION

VERBAL WRITTEN
COMMUNICATION COMMUNICATION

NON-VERDAL
COMMUNICATION

VISUAL
COMMUNICATION
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Interpersonally (continued)
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communication without words R
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1.Feedback - how quickly can the receiver
respond to the message?

2.Complexity capacity - can the method
effectively process complex messages?
3.Breadth potential - how many different
messages can be transmitted using this
method?

4.Confidentiality - can communicators be
reasonably sure their messages are received
only by those intended?

5.Encoding ease - can sender easily and
quickly use this channel?

6.Decoding ease - can receiver easily and

\quickly decode messages?
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7. Time-space constraint - do senders and
receivers need to communicate at the same time
and in the same space?

8. Cost - how much does it cost to use this
method?

9. Interpersonal warmth - how well does this
method convey interpersonal warmth?

10. Formality - does this method have the
needed amount of formality?

11. Scan ability - does this method allow the
message to be easily browsed or scanned for
relevant information?

12. Time of consumption - does sender or
receiver exercise the most control over when the
\_message is dealt with?
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EVALUATING COMMUNICATION
METHODS
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How to achieve effective Communication
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e Encourage creative and Critical Thinking

.

J

e Consider audience’s information needs

e Consider Audience's Technical Background

e Consider Audience's Cultural Background
and Gender

e Consider Audience's Knowledge of the
Subject

Select the Right Channel
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Digital Communication as a tool for MIPOCEAN |
workplace
N

For the past few years, almost all negotiations have been occurring virtually.
But even before Covid-19, an increasing number of dealmakers were
connecting through digital tools. Video technologies, low-cost
teleconferencing, and email have all become efficient ways for teams to
prepare together and to negotiate with counterparts.
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https://accentonbusiness.net/top-six-communication-skills-negotiation/
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Advantages of Digital Communication
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a

time constraints and Remove global barriers

Digital negotiations break down geographical barriers,
allowing companies to negotiate with clients and partners
around the globe without the need to travel to them
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Flexible scheduling and Record of meetings

Cost-Effectiveness:

- Reduced Costs: Digital communication often lowers costs
associated with printing, mailing, and long-distance phone
calls.

- Remote Collaboration: Tools like video conferencing
reduce travel expenses and enable remote work.
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Speed and Efficiency:

- Instant Communication: Messages can be sent and
received instantly, facilitating quick decision-making and
responses.

- Automation: Tools like emails, chatbots, and automated
responses streamline communication processes.

removes pressure from the negotiator. and allowed him to
freely explore ideas, adjust strategy, and provide a more

considered approach to their next input to the negotiation.
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Enhanced Collaboration:
- Real-Time Collaboration: Tools like Google Docs and project
management software allow multiple users to work together in
real time.

- Shared Resources: Digital platforms enable easy sharing of
documents and resources, promoting teamwork.
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Advantages of Digital Communication

-

Flexible scheduling and Record of negotiations Data Tracking and Analysis:
- Metrics and Analytics: Organizations can track
communication effectiveness and engagement through
analytics tools, allowing for informed decision-making.
- Feedback Mechanisms: Digital tools facilitate quick
feedback, improving processes and employee engagement.

Sometimes, negotiating through email or text can also encourage a Enhanced Collaboration:

more sophisticated level of thinking and lead to more objective - Real-Time Collaboration: Tools like Google Docs and project
and rational solutions. management software allow multiple users to work together in
real time.

- Shared Resources: Digital platforms enable easy sharing of
documents and resources, promoting teamwork.
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Disadvantages of Digital Communication

/" Overload and Distraction:
communication can overwhelm employees, leading to stress and

- Distractions: Notifications and constant connectivity can lead to
interruptions, hindering focus.

- Information Overload: The sheer volume of digital Ol gall Lo Unids Capay 98 4B ) il jall (3 Jilgd) oS! il glaal) slic

decreased productivity. Gakilia ) 250 cibgl ) gha ol L Slaia pl8) 9 5 jaliual) Cilgmaiil) sl
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palil) e Ji g
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Miscommunication:

phishing, and other cyber threats, putting sensitive information at

- Compliance Issues: Organizations must navigate regulations
\regarding data protection, which can be complex and costly.

- Lack of Nonverbal Cues: Digital communication often lacks tone, duadl dad g gaall 5 ) el Jual i) iy 1AJRAN) & il LAY L
body language, and facial expressions, leading to (oA IS0 Jil ) agd ) (g2 38 Laa can sl &l i
misunderstandings. S Laa cina (o HIL agdh 88 dan ) e A gl 5 il a1k gadd)
- Ambiguity: Short messages or informal language can be Aashadll 7 sy e
misinterpreted, affecting clarity.

Security Risks: iy jhlaall L3

- Data Breaches: Digital communication is vulnerable to hacking, (Juia¥l 5 3N Fie 4l o) Gleagll dia jo duad )l Jilu o)) salilad) §) 34
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Disadvantagés of Digital Communication
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Limitations with seeing the other’s emotions: There are non-
verbal clues that come along with the physical mode of
negotiation, such as facial gestures, hand movement, sitting
positions, among many others. Virtual communication hardly gives
access to all those features.
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Technical challenges and issues: there could still be technical
challenges such as poor audio recording or limited bandwidth.
Reliability: Technical failures, such as internet outages or software
malfunctions, can disrupt communication.

- Learning Curve: Employees may require training to effectively use
digital communication tools, which can be time-consuming.

Misinterpretation of text: the other person at the end of the
negotiation table might easily read another meaning.
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Direction of Communication Flow

Organizational Communication Flows Information can flow
in four directions in an organization: downward, upward,
horizontally, and diagonally.

The size, nature, and structure of the organization dictate
which direction most of the information flows
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Direction of Communication Flow

—

Downward - flows from a manager to subordinates
used to inform, direct, coordinate, and evaluate
employees

~N

For example may be an announcement of a new
CEO or notice of a merger with a former
competitor. Other forms of high-level downward
communications include speeches, blogs,
podcasts, and videos. The most common types of
downward communication are everyday
directives of department managers or line
managers to employees. These can even be in
the form of instruction manuals or company
handbooks.
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Upward - flows from subordinates to managers

~N

keeps managers aware of employees’
feelings

source for ideas on improving operations
amount of upward communication affected
by the culture of the organization

For example, upward communication occurs
when workers report to a supervisor or
when team leaders report to a department
manager.
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Horizontally - involves the exchange of
information across departments at the same
level in an organization (i.e., peer-to-peer
communication). The purpose of most
horizontal communication is to request

support or coordinate activities.

An example: if the vice president of sales
sends an e-mail to the vice president of
manufacturing asking when a product will be
available for shipping, this is an example of

\_ horizontal communication. )
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Direction of Communication Flow
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Direction of Communication Flow
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Diagonal communication is becoming more common ot Kt il i) e et €1 ) L) e
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distorted by going through additional filters.
Reducing the workloads of senior-level
managers.
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Barriers to Effective Interpersonal
Communication

—

Filtering - the deliberate manipulation of
information to make it appear more
favorable to the receiver

Selective Perception - what people see
or hear on the basis of their interests,
background, experience, and attitudes
Emotions - interpretation of a message
affected by the way the receiver feels
Information Overload - information
available exceeds processing capacity.
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Barriers to Effective Interpersonal

Communication
Defensiveness - behaviors that result .ne-a
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Use Feedback - ask a set of questions about
a message to determine whether it was
understood as intended

Simplify Language - tailor the language to
the audience for whom the message is
intended

Listen Actively - listen for full meaning
Constrain Emotions - emotions severely
cloud and distort the transference of

Overcoming the Barriers to Effective
Interpersonal Communication

MIDOCEA
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meaning
Watch Nonverbal Cues - actions should be
\ aligned with words Y,

-
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When a project manager explains a
task to a new employee (simplifying
the language), he asks the employee
to re-explain what he understood
(feedback), taking care to maintain a
calm tone of voice (controlling
emotions) and eye contact (nonverbal
cues) to show interest and
seriousness.
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