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It describes comrr_lunlca_ttlon as a linear, el 531 e 23 gl 13 i
F)ne-V\{ay process in YVhICh a sender oy Can oY) Aylal Alad AylaaS
|nter_1t|onaII¥ transmits a message to a i) 1) Al Sl Ju Al
receiver. This model f(?cu_ses on the o z3sal 138 S 51 dene JKA
sender and message within a Jelall jUa) 8 Al N 5 Jus Al
communication encounter. Although the o Jsadie Jaiiadll of ae Lol sl
receiver is included in the model, this adl) shan o) 50 Of V) ez saill 128
role is viewed as more of a target or end Te ja 43 68 (pe Y Ales ddads ol CagS
rather than part of an ongoing process. B _aiue dalee (e
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\_was successfully received. )

Think of how a radio message is sent
from a person in the radio studio to you
listening in your car. The sender is the
radio announcer who encodes a verbal
message that is transmitted by a radio
tower through electromagnetic waves
(the channel) and eventually reaches
your (the receiver’s) ears via an antenna
and speakers in order to be decoded.
The radio announcer doesn’t really
know If you receive his or her message
or not, but if the equipment is working
and the channel is free of static, then
there is a good chance that the message
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Since this model is sender and message
focused, responsibility is put on the
sender to help ensure the message is
successfully conveyed. This model
emphasizes clarity and effectiveness,
but it also acknowledges that there are
barriers to effective communication.
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FM antennae can’t decode AM radio
signals and vice versa. Likewise, most
French speakers can’t decode Swedish
and vice versa. Semantic noise can also
Interfere in communication between
people speaking the same language
because many words have multiple or
unfamiliar meanings.
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The interaction model of
communication describes
communication as a process in which
participants alternate positions as
sender and receiver and generate
meaning by sending messages and
receiving feedback within physical and
psychological contexts

.
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“How are you?” = Message

Encoding
Decoding

Sender-Receiver
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“Fine, thank you = Messag/
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Sender-Receiver

Psychological Context

Feedback Channel
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" Rather than illustrating communication
as a linear, one-way process, the
Interaction model incorporates

feedback, which makes communication
a more interactive, two-way

process. Feedback includes messages
sent in response to other messages.

Rather than having one sender, one
message, and one receiver, this model
has two sender-receivers who exchange
messages. Each participant alternates
roles as sender and receiver in order to
keep a communication encounter going.
Although this seems like a perceptible
and deliberate process, we alternate
between the roles of sender and receiver
very quickly and often without

\conscious thought. J\_
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" The interaction model is also less A
message focused and more interaction
focused. While the transmission model
focused on how a message was
transmitted and whether or not it was
received, the interaction model is more
concerned with the communication
process itself. In fact, this model
acknowledges that there are so many
messages being sent at one time that
many of them may not even be
received. Some messages are also
unintentionally sent. Therefore,
communication isn’t judged effective or
Ineffective in this model based on
whether or not a single message was
successfully transmitted and received.

\_ J\. Y,

e 158 58 Ji Je i) 3 503 of LS
Cfgﬁ Jelal uj“‘ D:‘SJ:‘ A ‘m-“‘)j‘
A o Y zasad S, o
&5 38 S 1) La g Al N Jl )

aigs Jelaill 23 par (8 ¢V al LgaDlin
(285l b Lgds Jai¥) dleny yiS]
O aaadl @llia ol 3 sl 138 3
a5 Sy (8 Ll ) oy A Jila )l
RIS L@_um,d\em\exyﬁ)
ad ye e Jila )l any Jla )
aly Juai¥l e oSall 5 Y el
Pl zisail) 138 8 Jlad pe ) Jlad
a3 28 3aa) g Al ) cwilS 3 L e

Y o) e LSl 5 Ll )




MIDOCEA]|

UUUUUU S I TY |I
Interaction model

| Communication models &

JeWl) 3 gad

4 )

The interaction model takes physical
and psychological context into account.
Physical context includes the
environmental factors in a
communication encounter. The size,
layout, temperature, and lighting of a
space influence our communication.
Psychological context includes the
mental and emotional factors in a
communication encounter. Stress,
anxiety, and emotions are just some
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that is used to carry on conversations
and convey meaning. We don’t send
messages like computers, and we don’t
neatly alternate between the roles of
sender and receiver as an interaction
unfolds. We also can’t consciously
decide to stop communicating, because
communication is more than sending
and receiving messages. The
transaction model differs from the
transmission and interaction models in
significant ways, including the
conceptualization of communication,
the role of sender and receiver, and the
role of context.

" Communication is more than a process\
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" The transaction model of
communication describes
communication as a process in which
communicators generate social realities
within social, relational, and cultural
contexts. In this model, we don’t just
communicate to exchange messages;
we communicate to create relationships,
form intercultural alliances, shape our
self-concepts, and engage with others in
dialogue to create communities. In
short, we don’t communicate about our
realities; communication helps to
construct our realities.
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The roles of sender and receiver in the b el 5 Qe pall ) o alias | E | ‘ g

transaction model of communication S I Juay) b Aldladl 73 g U 4= ‘*:““m“ - :

differ significantly from the other Caial e Yo s AY) g3l e | , m: _ :

models. Instead of labeling participants i Cpliine o ol S S jLall | T v N\

as senders and receivers, the people in a anly Juai¥) el & Galailyl ) | Commuiator e Communlcator

communication encounter are referred (Jelilll #3503 pSe e 5 pliatall

to as communicators. Unlike the Ok CpS bl o ) e (63

interaction model, which suggests that oy ¢l g (il yaS rualiall

participants alternate positions as O s e L) () Alalrall 23 o

sender and receiver, the transaction sl s (O shianas

model suggests that we are

simultaneously senders and receivers.
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The transaction model considers how S lie V) 8 Alalaall 23 s 280,
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Cultural Context

communication encounters.
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| context | |
Communicator Communicator

Refers to the stated rules or unstated el i Aileal) st g8l LY iy i
norms that guide communication. As we dlac 4a g8 Al dilaal) e

are socialized into our various Liilaaing 8 WiLAT aa g, Jucal gl

communities, we learn rules and e sl g 20 g8l alas Adlidl)

implicitly pick up on norms for sl i)yl liana

communicating.
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The transaction model considers hovv\
social, relational, and cultural
contexts frame and influence our
communication encounters.

T Conene

Includes the previous interpersonal
history and type of relationship we have
with a person. We communicate
differently with someone we just met
versus someone we’ve known for a long
time. Initial interactions with people
tend to be more highly scripted and
governed by established norms and
rules, but when we have an established
relational context, we may be able to
bend or break social norms and rules

I(nore easily. Y
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The transaction model considers how

social, relational, and cultural
contexts frame and influence our
communication encounters.

T Conere

Includes various aspects of identities
such as race, gender, nationality,
ethnicity, sexual orientation, class, and
ability.
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The word barrier means an obstacle, a S ile o die jals Al i
hindrance or simply a problem that comes in . - e eve s mvL
Pyap Ay J6 ik b 5 Al Al
a way of transmission of a message and 5w LG L bl
blocks the process, either completely or R IR R O
partially.
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/ The Psychological or Emotional
Barriers refers to the psychological state
I.e. Opinions, attitudes, status
consciousness, emotions, etc. of a person
that deeply affects the ability to
communicate.

L_ack of Attention

When the person is pre-occupied by some
other things and do not listen carefully what
the other person is speaking, then arises the
psychological barrier in the communication.
When the person does not listen to others,
then he won’t be able to comprehend the
message as it was intended and will not be
able to give proper feedback.
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Premature Evaluation SSaal) apiil ]
Many people have a tendency to jump to
the conclusions directly and form il Gadaia) ) ol e S Jaa
judgments without considering all the okl e eLS;“y\ oSy pilie S0
aspects of information. This is generally sale @ Jriy g Cila glaall il e 481
done by the people who are impatient and i | '5 .
resort t>(l) a seFI)ectFi)ve listening Tphis Oty al 05l ¥ Gl gl
' (u..gsﬂ\ 138 Jaza g Lr\bl\‘)!\ &Lqu\ )

premature evaluation of the information . - - )
acts as a barrier to the effective Juadll Jaal il alal JalaS Gila gaall Soall

communication and lowers the morale of i pall Gl gima (e add g
the sender.
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Poor retention

The retention refers to the capacity of a
brain to retain or store things in the
memory. The brain does not store all the
information came across but in fact, retain
only those which deems to be helpful in the
future. Therefore, much of the information
gets lost during the retention process, and
this acts as a barrier to the effective
communication.
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The loss by transmission means, whenever
the information exchanges hand its

¢ alzall d.\\.u}a L’é;ﬁ ‘;_'ﬂ\ B_)\.uij\ uj

credibility reduces. It is most often Leidhian J8 el shaall Jal o3 LalS
observed in the case of an oral eddll Juai¥l dlla 8 Lle elld a3y
communication where people handle 3Vl S Cla slaall e (alall Jalaty Cups
information carelessly and transmits the (o Lamy aadd Al il slaall () ol
information which has lost some of its truth. e Sla glaall Ja5 6 ¢ Il Letaaia
Th_us, the Improper and lack of information b 3ilaS Jany 9 AY) ) Ll 5 Al
being transmitted to others acts as a Jlai¥) dilee

hindrance in the communication process.
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Distrust e

To have an effective communication, it is
must that both the communicators (sender

JS G ol Ay (Jlad Jaal 53 Al (585 S

and receiver) trust each other. In case there A Ay AV (B Jiaall 5 dusall G
is a lack of trust between both the parties, ) Gy Lagild ¢ Hlall yn 4G o) ami
then they will tend to derive negative Lo Llle 5 b )l (e ol (e paDlAT
meaning out of the message and often A S Al 1)y a6 a3 L Dlalady
ignore what has been communicated. If the o pall Al gay e ) iy Ol (AE Jasiall
receiver has no trust, then he will not listen Al e Y Jlail ) (5050 138

to whatever is being said by the sender, and
this will result in a meaningless
communication.
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Emotions =]

The communication is greatly influenced by

-

the emotions of a person. If a person is not U‘“‘J\ oebie: J""Sds“" fj“\"m J"i'”
in a good temperament, then he would not — Uh i 7l 3a b paddll (S ol 1A
listen properly to whatever is said and Ll J 5t 285 J L ) saa IS
might say things offending the sender. ool (e daall Higi g Jus pall () o s
Several other emotions such as anger, G Y 5 dnanll g cacarl) Jic 5 AY)
nervousness, confusion, restlessness, etc. el gl e e @y ) Ly a1 g

affects the communication process.
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Physiology is the state of human body and
mind. Physiological barriers of
communication occur due to the physical
condition of sender or receiver which might
even be physical disabilities. It includes
sensory dysfunction and other physical
dysfunctions.

Deafness and Hearing Impairment

Blindness and Vision Impairment

Speech Disorders

Physical Condition
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Language is considered as the most crucial

barrier in cross-cultural communication. d“\"j‘@w‘fﬂ\ Salaliasdl ),

Since verbal communication is important in o oo 2l Jeal il GY 5 G G
every context, the understandings of the Lyl age CLalSH ime agd (8 (3l IS
meaning of words are also important. The & CEBLEAY) iy (g g2lll Jalall Gasy Y
language barrier occurs not only because of Claglll JISET A Wyl 5 Js ccand 4310)
differences in language but also in the Al 42l Gy e A8 (e g e sital)
forms of a variety of dialects. The examples b Adlide Cilag] em G G g 1l

are of Chinese and Russian language where SRR oSl 13 DU e o) jal ac

different dialects are used in several parts of : . .

: ) | el ga5ud ¢ 38l eall &) o
the country. If one communicator is not o ‘"5&{2” ‘\d"ﬁ : y’ i e
aware of the exact meaning, it will create DS g pea () (5255 ped o s

misunderstanding and lead to a conflict of
ideas.
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Each culture hold its own values, meanin o e
| o _pa s Ll 5 Lo Lol 08 (IS

and norms different from another. This
difference is caused because of truth, belief
and judgment through which they acquired
knowledge about society and culture.

Bo0VAnguUaaGes)

Stereotypes are any negative image or
preconceived notions on a particular
community and identity. These are created
through mass media and their content
agenda.
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The differences in values and beliefs in

cultures also create a barrier in O Chainall 5 ol o8 CEBLEAY) O LS

communication. The difference in the level deal 5ill () Jals slas )
of acceptability in cultures is an example. sp CUEN G 5l (5 fluse 8 DY
The reasons behind these are influenced by Ay gl ) @bl HilE, b e JUa
religion, political environment or A8 jaall Ay plas ol Al A8l cpally

epistemology.
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Body language and gestures are another e Al paie o Glelay) s awall 42l
elements of the cultural barrier. It is Jenusall (ped | 3D Salall ualic
impossible to communicate without body wed Clelayl g . 0 Aad ) s Jal 3
lan n res. It provides meanin T N .-
anguage and gestures. It provides meaning eal gl il el a3

and justification for communication.
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" An organization is a collection of people e . . )
who work together to achieve a common e My.‘ L A8 e oS 2 oke 4’“‘1"".‘5‘
objective. Most of these barriers arise Lt ol yide oo (58ail e () sleny (Al
because of misinformation or lack of Alaall Cile slaall Consy ol gall 02a ;4=M
appropriate transparency available to the Aalial) dunliall 4dlasl) ) sy
employees. pala gl

Organizational structure il JSael)

Organizations are structured based on the

hierarchies so that people of different Jeadal) e Je cladasall ol A
experience levels, roles and responsibilities il sise (g alBEY) S Cuny el
are at different levels of authority. Lo Al i s pesall 5 1 5381 55 il
Adaludl (e ddlide Q) sl
Large organizations have a number of
layers of supervision and long Cilids (e dae e b Sl cilalaiall g gind
cc_)mmunlcatlon lines. This can cause o oS AL skl Jlai¥) L shad 5 Cal Y
distance between the workers and the top Llall 5 ,1a¥1 5 Jlandl (o Adlesa I 138 (505

manggement resultlng in comn_1un!cat|_on s fald (Jlai! Sala 535 Lae
barrier, especially as the organization is ,eugi ) e alaidl

\divided into departments. Yy,




TEEE A Communication barriers

UNIVERSITYl

Organizational barriers

Status and power consciousness

Status reflects the degree of power, authority,
importance and responsibility placed on an
individual by other people in the society.
Status consciousness exists in most
organizations and is a formidable barrier to
genuine communication.

Message filtering

In organizations, some messages are filtered
or stopped altogether on their way up or down
in the organizational hierarchy. Filtering may
involve deleting or delaying negative
information, or using subtler words so that
events sound more favorable. Managers and
supervisors usually filter communication to
create a good impression about themselves.
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Organizational barriers daadatil) ja gal)

HIYP R

-~

Goal conflicts

sometimes clashes may occur between two O DA a3 Glal) (any 8
individuals on the goals they wish to achieve. S obke p Sl Gl Jsa readld
This happens because their interpersonal IR u@_w,gj@ N 1 sy g Leiaad

_relationships are nc_)t cordial and hence, even LS e o) a5 A g cand
If both wish to achieve the same goal, because ) Jolgial agdl s sl e jaas
of mutual misunderstandings, they appear to ' P &

be in a goal conflict. This problem is frequent o -“‘“f‘f’w Js> &‘J*" cﬁ}‘f-"‘ 5
and appears between departments within the Jals oLV (i el 55 ) Sie jﬁmj‘
organization. Aadaial
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Organizational barriers daadatil) ja gal)

Poor coordination

Poor coordination is a damaging condition to Joal gill 3 jla Al JE Gautll) Camaia )

effective communication so that different dalaiall (e dalidg o) Jal Jaad Cua ¢ Jladll
parts of the organization are working in o) 32V alai Lo agi Y el e b
isolation and not knowing or understanding liate ye cponadl LS oS LSJS{X\

what other parts are doing. Top executives are

) AV S5 gl o Y b giusalls
out of touch with lower levels, or departments ujﬁ\ u;f-' I ‘“\r‘ﬂ um
and divisions are so poorly coordinated that x5 ) Greiil) ddpria 3

people do not understand how the system (JSS Ge plaill Jary S () sagis Y (il
works together as a whole.
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Technological barriers daa ol 43 Al gald)
Z

: A
In today’s organizations, technology is largely || (e La ol 58l a0dfid ca gl Ciladaiall 8
used to mediate communication. Gone are the Al el g a8l Jaal gill Al oS asl 5 (3l

days when doing even the easiest task Gallaty algall Jeul ia ¢l g & Al
required the hardest labour. Now, with the 8 jeal Ll ae (V15 3LE 2a Ju
proliferation of smart computers in gs‘ ool Ly ccilaluiall RS 5 el

organizations, we can perform any task at the
click of a mouse, our dependence on
technology is all the time high.

C‘-."‘aij cij\éczh\jzﬂw
8 gl ok R e L gl i€ e Gialaic
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Technological barriers

00

fhough technology-based communication
such as phone conversations, text messages
and e-mails have made communication easy
for us but on the flip side, it has reduced the
possibility of natural face-to-face interaction
that is at the helm of any human
communication. Without non-verbal cues
such as eye contact, facial expressions, and
body language, people are more likely to
misunderstand messages, causing the quality
of communication to suffer. For example, a
text message where all the words are in
capital letters can be interpreted as an angry
‘yelling’” message, while the reality may be far
from that.

\_
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Interviewing Jardl DA ¢ )

4 \ N
Interviewing is the process of Bl cluti Jaa dalee o 4G4l
making yourself available to s e k) 8 Jandl HlaiaY
employers in a formal setting and || o) o= a2 )l e ASan 5 ) sa Juadl
in the best possible light. Jsanll s ALlaall (ha o I Cangl)
Although the main goal of Woayl elaiad Lgil V) cdada g e
Interviewing is to get a job, it Adds oll CilS 1Y) Lo paail Aua yall
also gives you the opportunity to A Al 32asl)
determine whether the particular
job is right for you.
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|||||||||| ||
Interviewing

(Interviewing IS a two-way street;\
you should also use this time to
make sure that an organization
meets your needs as a
professional and that the
organizational culture will allow
you to thrive.

Knowing how to prepare for an
interview.

Anticipating questions.

Dressing appropriately.

Providing credible answers, and
following up after an interview are all
critical aspects of being a competent
Interview participant.

Y,

Jard) CBLGa £) 2
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Relational Communication ASlad) Jual gl
4 X )
Although you may be an effective sl sie () 5S3 38 Sl (e a2 I e
communicator in interpersonal settings, ST Y Aad il (il gall 8 Yl
you need to know the following: b L jua ) rlia

1. The way to apply relational o ..
communication to the businessand || # &l Juai¥) Gukidds 1
professional world. s () Adgall g Jae V) alle
Communication initiation, Sli i g anle Blaall g Jlady
maintenance, and even 2 55 e e IS Ll Y|

disengagement are all necessary
. A o JaN | -
skills to possess for workplace U8 (8 Dlahall LgSOal g

relationships. Ul
2. The way to handle all the forming il g e ae Jeladll 488 2

effective relationships with your @ B e Alad CEBe (4 S5

coworkers, supervisors, customers, il e el ¢ il \
vendors, and subordinates ORI # 2 u’ﬁ{ sd
O 95 pall 5
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Relational Communication (ASlal) Jual 53l

4 N\ )
Although you may be an effective b lad Lad s o 5S5 8 il e a2 e
communicator in interpersonal settings, Zliad &bl V) dpad il Call gall b Jaal 53l
you need to know the following: (b e dd za )
3. The way to balance small talk, self- ¢ malll Enaall g ) g3l (383 48K 3
disclosure, task delegation, and many Banll g calgall Gmn s g (Al (e ~LadYl
other functions that are essential in the || O\Se 8 435 i 223 S 5 ,AY) Cailda ) (e
workplace. Jeall
4. In addition, when business Gl J g Ladie elly ) 4dLaYL 4
relationships turn sour or costly, you O g il o) A lBde ) 4 il
must know how to end the relationship sl e a8 JAL A8l o lel) A o e
with minimal tension and negative Apluall 8l g2l
consequences.

\_ AN Y.
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uuuuuu ST TY ||
Mediated Communication

fThe new media have opened numerous
new channels for communication
professionals. Computer-mediated
communication offers convenience and
timely access to pertinent information,
and It connects communicators across
the globe via screen taps and mouse
clicks.

However, as a communication
professional you must be aware of the
Inherent

Drawbacks of mediated
communication.

Be aware that traditional public
speaking skills do not always translate
as effectively (e.g., video or telephone
conferences) and must be altered to fit
the situation at hand.

N\

il e Gl )

(e 2l sl Sle Y Jila g Ciaté aal

N Cua Juai¥l (8 yinal 3anal) ol gl
Al i saaesl) Al g o35 1 Y LasY)
A Aila gleall ) cusliall 8 gl 8 Jsuadll g
Al e caleaiall (s day i Ll LS cileal
sl a5 AL e il JMA
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Dsgaall alal il il jlew (LAl e oS
Qi ol ) Jlad JS il o 55 Y Al
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Presentational speaking

Professional excellence 00 igad) aadll

(Public speaking is one of the most
feared—but also most important—
functions of business and professional
communication.

Types of business presentations ‘f il g_&ﬂ‘ . | e ol
* |Informative M&@M\ -
* Persuasive il .
* Public el il a g all o

J\_ y,
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Written documents 4 giCall il diial)
CAIthough the type of written ' A
communlcatlor} youengage Incan vary |, g o3 LSl Juai¥l g 5 of e pe ) e
greatly depending on your profession, Ol Y1 celign Cia € S Calia, 8 4,
there are certain universal skills, You il eShiat o s Aime daalle @l jlea Sllia
should always have, include: S Ly
 Structure the information Cila glaall aidaii o
» Select the right style/tone/language. onial) Aalli/Aexill/o LN sl e
* Determine what length is aen Aolardl i) Jghall ayaai o
appropriate to cover all the Legall il sladll

Important information leale Llaall g dlaadl duasi o
« Cultivate and maintain credibility. adh Al Cladle 5 4 saill ac) @l aladin) o
« Use appropriate grammar and al piay) e aslill )

punctuation to emphasize

professionalism.
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What are ethics? fAY A L
as Y4 N
Ethics is the general term for the Cllend Al Alladl s GAY)
discussion, determination, and A 33.“,,
deliberation processes that attempt to Lo bl ooy .

: L. X )l pall a La asd
decide what is right or wrong, what e ng] iy Y 5 Al 0 A5 s
others should or should not do, and Liﬁi\ uui ‘;3- L:Jf i L
what is considered appropriate in our ’ Tl L):EJJ
individual, communal, and professional ST R
lives.

M AT s Ly ) Tl
B aaa ANAT g Ly (o
5 alai gl o Wyl mllaiadll suayy
Gy AEMAY) (saluall ) asill 4y jla
ol ey SMAY) & gLl ) S5

Al S 5 Calaiyl il Alalal
Ay

The discipline concerned with what is
morally good and bad and morally right
and wrong. The term is also applied to
any system or theory of morals values
or principles. Ethical behavior must
serve as a foundation for people to be
treated with fairness, dignity, and
respect.
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BASIS FOR
COMPARISON

Meaning

What is it?
Governed By

Expression

Violation

Objective

LAW ETHICS

Ethics is a branch of moral

The law refers to a systematic philosophy that guides people about

whole society and the actions

of its individual members
Set of rules and regulations  Set of guidelines

Government Individual, Legal and Professional
norms

Expressed and published They are abstract.
In writing.

Violation of law is not There is no punishment for violation of
permissible which may result ethics.

in punishment like

imprisonment or fine or both.

Law is created with an intent Ethics are made to help people to

to maintain social order and decide what is right or wrong and how
peace in the society and to act.

provide protection to all the

citizens.

I aw hac a legal hindina  Ethics do not have a bindina nature.
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Key Differences Between Law and Ethics

7~ The law is defined as the systematic
body of rules that governs the whole
society and the actions of its individual
members. Ethics means the science of a
standard human conduct.

The law consists of a set of rules and
regulations, whereas Ethics comprises of
guidelines and principles that inform
people about how to live or how to
behave in a particular situation.

The law is created by the Government,
which may be local, regional, national or
international. On the other hand, ethics
are governed by an individual, legal or
professional norms, i.e. workplace ethics,
environmental ethics and so on.

The law is expressed in the constitution
in a written form. As opposed to ethics, it
cannot be found in writing form.
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Key Differences Between Law and Ethics GBYAY 5 0N s A N 3 9R0
g Y4 A
« The objective of the law is to maintain sl Bliall oo ¢l e gl e
social order and peace within the nation Aa¥) Jaly a3l 5 elaial) aUaill
and protection to all the citizens. Unlike, oS e ailal gall e dgles
ethics that are the code of conduct that el o gl 43500 oo Al AN
helps a person to decide what is right or S gall g Lo pand e il

wrong and how to act.
» The law creates a legal binding, but
ethics has no such binding on the people

Ll 408 5 Uail)
SAY) (&1 G ald ) 3 il sl e

« The breach of law may result in U“u‘ Sle ?‘J.?{‘ |22 d—“ L uﬂ
punishment or penalty, or both which is ) Apsiall Y ol Mgl ga5y B e
not in the case of breach of ethics D Y Lo sa g LegdS gl ce) 3all

AV @l Ala
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Examples of Unethical Behavior

r

Taking Sides in an Employee Argument

It is not uncommon for conflicts to arise
between employees in the workplace.
Ethically, it is the job of company
leadership and management to remain
impartial during these conflicts. if two of a
manager's employees are in conflict, it is
important for the manager to remain as
neutral as possible. When a manager gives
preference to a favorite or senior employee
or provides a solution that only works in
favor of one party, they are participating in
unethical behavior. They must allow both
employees to speak their piece and then
come to a solution that works best for both
parties

\.
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Lying

Lying to your employees or customers is the
biggest way to break trust. Trust is the best
source of dedication and loyalty that any
business has. Once that trust is broken, it is
extremely difficult to get it back. For
example, if a company has a high-
performing employee who is asking for a
promotion, they may say that there is no
room in the budget for a promotion this
year. A few months later, another employee
may receive a promotion. Telling obvious
lies isn't just unethical -- it will drive people
away from your business.

| Communication Ethics f
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Misusing company time AS ) ¢ g Platiud
This is a common ethical dilemma that aall Legal ¢ A5l AaMAT Aliaza oda
many businesses face. Many employees Crils gl Cpe el Jriy S L3N
misuse company time in a variety of ways, Sl S o) gue cAiliia 3 ylay 3 LA

whether it's surfing the internet during
business hours, taking extended breaks,
altering time sheets, or similar. Misusing
company time is unethical because the

Al Janll el oLl cs i) i
(Jaadl Jglan yuad ol (Al sha da) ) <ol yid
G g aladil Bel) 2ey el 4lli Lo

employee is being paid a salary for work “—“J"J‘S‘ OY SN J-“" /‘3‘“‘ 25)*?“5‘
that they did not complete or time they did Al g gl aleSy ol Jae e Wil ) (alsly
not dedicate to their job. Alaal 4 S
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Examples of Unethical Behavior
f

Ilgnoring conflicts of interests

~

Conflicts of interest encourage businesses to
act in ways that do not benefit their
customers or employees. For example, if a
manager has a relative as their direct report,
that manager may treat that employee
differently than their other reports. It is the
duty of the business to address this
situation. Removing conflicts of interest can
become more complex when a business is
publicly traded, non-profit, or receives
funds from a government entity.
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