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Communication: The process of transferring information, meaning and understanding from sender to receiver.

Basic Model of Communication

Noise:
Can interfere at any point
Receiver
1. Receives message
2. Decodes message
3. May send feedback for clarification
Sender
1. Encodes message
2. Chooses a medium (channel)
3. Sends the message







	
All communication involves 4 actions and 5 components.
4 actions:
Encoding: The act of constructing a message
Sending
Receiving
Decoding: The act of interpreting a message.

5 components:
Sender
Message
Medium: The mode or form of transmission of a message.
Noise: Potential interference with the transmission or decoding of the message.
Receiver

Modes of Communication
Verbal communication involves both oral and written
Oral communication
Written communication
Nonverbal communication is the nonverbal actions and behaviours that constitute as significant messages.

Media of Communication
Different media has different sets of characteristics:
Personal-impersonal nature
Speed in sending and receiving
Availability of multiple cues to assist receivers in acquiring accurate meaning from the messages
Opportunity to receive immediate and continuing feedback from the receiver
Media richness: different media are classified as rich or lean based on their capacity to facilitate shared meaning.

The organizational context of communication
Organizations are:
Composed of individuals and groups
Oriented toward goals
Have different functions
Has intended coordination
Have continuity through time

Directors of communication within organizations
Downward communication: Messages sent from higher organizational levels to lower levels. Involves goals, objectives, directions, decisions and feedback.
Upward communication: Messages sent from lower organizational levels to higher levels. Focuses on information, suggestions, questions, problems, and requests for clarification.
Lateral communication: Messages sent across essentially equivalent levels of organization.  Orientated toward the exchange of information (formal and informal) that assists or affects coordination and joint problem solving.
Channels of communication within an organization
Formal communication channels: Routes that are authorized, planned, and regulated by the organization and that are directly connected to its official structure. -Communicate with levels above and below them.
Informal communication channels: Routes that are not pre-specified by the organization but that develop through typical and customary activities of people at work.  
· They tend to operate in the lateral.
· “Grapevine” as information moves fast.
Patterns of Organizational Communication
Communication networks: Identifiable patterns of communication within and between organizations, whether using formal or informal channels.
Networking: A process of developing regular patterns of communication with particular individuals or groups to send and receive information.

Barriers to communication
Obstacles to Interpersonal Barriers can occur with either the sender or the receiver. It is the sender’s obligation to encode the message carefully (example: Language it is sent in).
Selective perception: The process of screening out some parts of an intended message because they contradict our beliefs or desires.
Frames of reference: Existing sets of attitudes that provide quick ways of interpreting complex messages. 
Other barriers are: Age, gender, ethnicity and level of education. 
Emotions
Language
Nonverbal cues
Organizational Barriers
Can limit communication just like interpersonal barriers. Can be difficult to communicate between individuals, groups or entire organizations.
Cultural barriers
Communication and culture are intertwined. Difference in culture can hinder the process. Greater the difference between culture with sender and receiver, the greater the difficulty in communicating.
Individuals in low context cultures plat less attention to the context and so make smaller adjustments from situation to situation.
Individuals in high context cultures pay great attention to the situational factors surrounding the communication process and as a consequence substantially alter what they say and how they say it based on the context.
The biggest problem with the difference between high ad low cultures is the other’s communication approach.
Greatest cultural behavior that can affect communication across different departmental, organizational, regional or national cultures is ethnocentrism. Ethnocentrism is the belief in the superiority and importance of one’s own group.
It is closely related to stereotyping, which is the tendency to oversimplify and generalize about groups of people. 
Another barrier is cultural distance. It is the overall difference between two cultures’ basic characteristics such as language, level if economic development, and traditions and customs.

Improving Communication
Improving listening skills: firstly focus on receiving information before sending it.
Be more open minded
Develop empathy: The ability to put yourself in the place of someone else and to understand his or her feelings, situation, and motives.
Listen actively
Observe nonverbal cues
Improving sending skills: Be effective when sending information.
Simplify your language.
Organize your writing
Understand your audience
Organizational-level improvements in communication
Gatekeepers are individuals who are at the communication interface between separate organizations or between different units within an organization.

Communication and Negotiation
Negotiation is the process of conferring to arrive at an agreement between different parties, each with their own interests and preferences.
Importance of negotiation to managers
Basic type of negotiation is a day-to-day negotiation, disagreements for example.
Other type is the formally appointed negotiated team.

Achieving more effective negotiations
To increase the chances of success of the negotiation, they can focus on the other party’s interests (what the other party wants).
Positions in negotiation are a party’s stance regarding their interests.
Easier to get an agreement when (1) for a given interest there are probably several possible positions that could satisfy it and (2) behind two opposed positions there are likely to be at least some interests that are shared rather than in direct conflict.
Collaboration: a part of negotiation in which parties work together to attack and solve a problem.

Key factors in cross-national negotiations
People
Situation of negotiations
Location
Physical Arrangements
Emphasis on Speed and time
Composition of the negotiating teams

The negotiation process
Stage 1: Planning and preparation
Stage 2: Relationship building between negotiating parties
Stage 3: Information exchange
Stage 4: Persuasion attempts
Stage 5: Concessions/Agreement
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