Communication Process within a Business Organization

The communication process involves the sender, transmission of a message through a

selected channel and the receiver. Although the process of communication is more than

the sum total of these elements, understanding them can help explain what happens

when one person tries to express an idea to others.
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1. Sender:

The process of communication begins with a sender, the person who transmits a

message. The branch manager explaining new product lines to the sales force, a

computer programmer explaining a new program to a coworker, accountant giving

financial report to its superior are all senders of communication.

1. I

AT T TRAT TF U | % 2Idl 8, qg AT<h ST Ha9T T FHdl gl ATET TaeaF faht a1

T S ITATE ATSAT 0l ATEAT FLAT 8, TH Hege? THUTHL T [ &l Uk 47 HIAHT THATT
g, @I O A & Ay [Ore a1 §, T9T 991 % JUF 5



1. I

FSTOTTHT STTRAT TTRTITEA T I, ST 69T IT5adl. Hod RIEAT 941 TSFe AT e THsI1aH
. V) N C [ \J . \J \J
HRTOMRT o= WA, TEHHATATAT AT TRHH THSTEA TR HIFe? TRAT, =1

FICSTAT AT SAZATA FUMTIT TFT3eE g 9 HATE TTH AT

2. Message:

A message is any signal that triggers the response of a receiver. Messages could be

verbal (written or spoken) or non-verbal (such as appearance, body language, silence,

sounds, yawns, sighs etc.)
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3. Encoding:

The sender must choose certain words or non-verbal methods to send an international

message. This activity is called encoding. While encoding a message, one needs to

consider what contents to include, how the receiver will interpret it and how it may affect

one’s relationship.
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A simple “thankful” message will be relatively easy. In contrast, to inform 200

employees of a bad news about salary cut or bid on engineering plans to construct a

Rs. 50 crore industrial building will require much more complicated, carefully planned

messages.
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4. Channel:

How will you send your message?




Should it be sent via an electronic word processing system to be read on the receiver’s

screen or through the printed word or through graphic symbol on paper, or via the

medium of sound?

Briefly, should one write or speak?

The choice of channel or medium (written or oral) is influenced by the interrelationships

between the sender and the receiver. It also depends upon the urgency of the message

being sent. Besides, one may consider factors such as importance, number of

receivers, costs and amount of information.

Generally, it has been observed that if the message requires an immediate answer, an

oral channel may be the better choice. But if the message contains complicated details

and figures or if its subject requires filing for future reference, a written communication is

necessary. Furthermore, whether your message receiver is inside or outside your

organisation affects your choice of the medium.

For internal communication, written media may be memos, reports, bulletins, job

descriptions, posters, employee manuals or even electronic bulletin boards. Oral

communication may be staff meeting reports, face to face discussions, speeches, audio

tapes, telephone chats, teleconferences or even video tapes. Another oral channel,

though unplanned by the sender, is the ‘grapevine’ through which news and rumors

often travel quickly.

External written communication media may be letters, reports, proposals, telegrams,

faxes, electronic mails, telexes, postcards, contracts, ads, brochures, catalogues, news

releases etc. You may communicate orally-face-to-face, by telephone, or by speeches




in solo or in panel situations personally before groups or via teleconferences, video

conferences or TV.
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5. Receiver:

A receiver is any person who notices and attaches some meaning to a message. In the

best circumstances, a message reaches its intended receiver with no problems. In the

confusing and imperfect world of business, however, several problems can occur. The

message may never get to the receiver.

It might be sent but buried under a mountain of files on the recipient’s desk. If the

message is oral, the listener might forget it. Even worse, a message intended for one

receiver might be intercepted by someone else or your colleague may take your friendly

joke in an offensive manner. Similarly, your boss’ suggestion may be taken to be an

order by you for example, a competitor might see a copy of your correspondence to a

customer.
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6. Decoding:

Even if the message reaches intact to its intended receiver, there is no guarantee that it

will be understood as the sender intended it to be. The receiver must still decode it

attaching meaning to the words or symbols. It may be noted that decoding is not always

accurate. It depends upon individual experiences.

The problem is that all of us do not have identical experiences with the subject or

symbols chosen by the sender. Even within India, attitudes, abilities, opinions,

communication skills and cultural customs vary. And if the communication is between

people of two different countries, say India and Japan, the problems increase. There are

greater chances of misinterpretation; personal biases may intervene, as each receiver




tries to perceive the intended meaning of the sender’s idea in his or her own receptor

mechanism.
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7. Feedback:

Ultimately, the receiver reacts or responds to the communication sent by the sender.

The response could be based on clear interpretation of the symbols sent or it could be

based on misunderstanding or misinterpretation of the symbols sent. Whatever the

response of a receiver to a sender is, it is called feedback. Some feedback is non-verbal

smiles, sighs, nods and so on.

Sometimes it is oral, as when you react to a colleague’s ideas with questions or

comments. Feedback can also be written, as when you respond to a coworker's memo.

In many cases, ho message can also be a feedback.

Failure to answer a letter or to return a phone call can suggest how the non

communicative person feels about the sender. Feedback is an important component of

the communication process, because ultimately the success or failure of the

communication is decided by the feedback we get.
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