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Improving  Communication  Within  an  Organization
Regardless of the size of business people  are in – whether a large corporation, a small company, or even a home-based business – effective communication skills are essential for success. The ability to communicate well, both orally and in writing, is a critical managerial skill and a foundation of effective leadership. Through communication, people exchange and share information with one another and influence one another's attitudes, behaviors, and understandings. Communication allows managers to establish and maintain interpersonal relationships, listen to others, and otherwise gain the information needed to create an inspirational workplace. No manager can handle conflict, negotiate successfully, and succeed at leadership without being a good communicator.
Effective organizational communication, regardless of form, requires three things.  

First, all players must have the appropriate skills and understanding to communicate well. Communication is not a simple process, and many people simply do not have the required depth of understanding of  communication issues.  

Second, effective organizational communication requires a climate or culture that supports effective communication.  More specifically, this climate involves trust, openness, reinforcement of good communication practices, and shared responsibility for making communication effective. 

Third, effective communication requires attention.  It doesn't just happen, but develops as a result of an intentional effort on the part of management and staff.  Too often, communication, whether it is good or  bad, is taken for granted.  
Effective communication means the message sent equals the message received. But  it’s  not  only  about establishing a shared understanding of what is being communicated. Talking to employees is only half the solution. In other words, WHAT  to  say  is  not  nearly  as  important  as  HOW  to  say  it. A dull message delivered by a charismatic person, filled with energy and enthusiasm will be accepted as brilliant.  An excellent message delivered by someone who is not interested in the topic, will not engage the enthusiasm of its intended audience. 

To  improve  communication  managers  also have  to ensure  that   employees feel comfortable talking to them. Encouraging   the  staff  to “open up”  involves  increasing  the  level  of  trust. It  can  be  done  by  creating  a  supportive  climate,  speaking  openly  to  employees,  and  communicating  assertively,  not  aggressively.
A  supportive  climate  uses  communication  for  effective  problem  solving  and  can  make employees  feel  defensive  and  threatened.  It  also  ensures  that  individuals  do  not  disparage  others’  communications.  Managers  can  create  a  supportive  atmosphere  in  six  specific  ways:

1. They  use  descriptive  rather  than  evaluative  speech; they  give  and  ask  for  information  rather  than  praising  or  blaming.

2. They  take  a  problem  solving  orientation  in  which  they  collaborate  to  explore  a  mutual  problem  rather  than  trying  to  control  the  other  person.

3. They  are  honest,  and  they  reveal  their  goals,  rather  than  trying  to  manipulate  others.

4. They  convey  empathy  for  the  feelings  and  problems  of  their  listener,  rather  than  appearing  unconcerned  or  neutral  about listener’s  welfare.   

5. They  indicate  that  they  feel  equal  rather  than  superior  to  the  listener.

6. They  communicate  a willingness  to  experiment  with  their  own  behavior  and  ideas,  rather  than  to  be  dogmatic  about  them.
Open  communication. Managers  and  other  employees  can  also  improve  communication by  using  knowledge  of  themselves  and  others:
· Open  self,  information  known  by  you  and  known by  others;

· Blind  self,  information unknown by you and  known  by  others,  such  as  others’  perceptions  of  your  behavior  or  attitudes;

· Concealed  self,  information  known  by  you  and  unknown  by  others (secrets  we  keep  from  others  about  ourselves);

· Unconscious  self,  information  that  is  unknown  to  you  and  unknown  to  others.

To  be  successful  in  communication  people  should  communicate  from  their  open  self  to  another’s  open  self  and  limit  the  amount  of  information  concealed  or  in  the  blind  self.
Communicating  assertively. With  this  style  of  communication  a  person  expresses  personal  needs,  opinions  and  feelings  in  honest and direct  ways  and  stands  up  for  his/her  rights  without  violating  the  other’  person’s.
The responsibility to strengthen and improve communication is both individual and organizational. But  

· as far as  communication is the most time-consuming activity that a manager engages in, improving management strongly depends on improving communication;
· as far as  good communication is central to most of the important functions a manager performs — monitoring progress, receiving early warning of problems, promoting co-operation, encouraging team involvement;
we  consider  a  manager  to  be  the  first  responsible  for  effective  communication.
