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An example of downward communication is

When leaders and managers share information with lower-level employees, it's called down-or-bottom communication. Down-level communication can sometimes invite a response, usually not a one-way-to-high-level communicator instead of a mutual one-way, or expects a response from a lower-level recipient. Examples of downward
communication are explaining an organization's mission and strategy, or explaining organizational vision. Effective downward communication gives employees a clear understanding of the message they receive. Effective downward communication, whether informative or persuasive, causes buyers to take action or act in accordance with
the expectations of communicaters. In the workplace, directives from managers to employees are the most basic form of downward communication. These guides, manuals, notes, and policies, or oral presentations can be written. Another example of downward communication is a board of directors that instructs management to act
additionally. Business communication experts John Anderson and Dale Level have identified five benefits of effective downward communication: Better coordination through the development of intelligent engagement Improved individual performance Improved morale Improved consumer relationships Improved industrial relationships
Ensuring effective downward communication is not necessarily an easy task. Differences in experience, knowledge, levels of authority, and status can make the sender and recipient more likely not to share the same assumptions or understanding of context, which can lead to a misunderstanding or misinterpretation of messages. Creating
clearly expressed and non-ambiguity communications and keeping a respectful tone can overcome these issues and improve their effectiveness. Administrators need to effectively pass information to their subordines; they do this through downward communication. Page 2Ee communication is the transfer of information from the lower
levels of an organization to higher levels; the most common form is for employees to communicate with managers. Managers who are open to communication and encourage collaboration, gain support and reduce frustration among their employees. The content of such communication may include provisions, estimates, propositions,
complaints, complaints, objections, reports and other information directed from subordinations to their tops. Up-directional communication is usually done in response to downward communication; for example, employees answer a question from their manager. In this way, upward communication shows a company's downward
communication activity. The communication channel or the way information is shared strongly affects the upward communication process. Information sharing can be done face-to-face, over the phone or in writing. it should make an effort to determine the preferred tools for receiving your own manager or other high-up communications.
For example, sending a written report to someone who prefers to receive information in the form of a short email is less likely to have the desired effect. The availability of communication channels affects employees' overall satisfaction with upward communication. For example, the open door policy sends employees why the manager
sends unprepared conversations and other communications. This will make employees feel satisfied with their level of access to upward communication channels and feel less concerned about up or about communication. For management, upward communication is an important source of information that can inform business decisions. It
helps alert management to new developments, performance levels, and other issues that require their attention. Whistlebing includes upward communication when employees communicate directly with senior management on issues that require attention or discipline, including perceived ethical or legal violations (e.g. harassment of
another employee). Page 3Yatay communication, also called lateral communication, includes the flow of messages between individuals and groups at the same level of an organization. Horizontal communication does not involve transferring information up or down between levels. Sharing information, solving problems, and collaborating
horizontally are often more timely, direct, and efficient than up or down communication. Horizontal communication can exchange information of higher quality, as it occurs directly between people working in the same environment. Communication within a team is an example of horizontal communication; members coordinate tasks, work
together, and resolve conflicts. Horizontal communication officially takes place in meetings, presentations and official electronic communication, and informally in other, more casual exchanges within the office. Challenges of Horizontal Communication Horizontal communication means communication between employees at the same level
of an organization Some obstacles to horizontal communication are differences between style, personality or roles between colleagues. According to Professor Michael Papa, horizontal communication problems can occur due to regionality, competition, specialization and a simple lack of motivation. Territoriality occurs when members of
an organization consider other people's involvement in their fields inappropriate or undesirable. Competition between individuals or teams can lead to reluctance to collaborate and share information. Expertise is a problem that occurs when there is a lack of uniform knowledge or words within or between departments. Finally, horizontal
communication often fails only because organization members are reluctant additional effort to reach beyond their immediate team to others at the same level. An organization that has relied on strict, formal communication styles in the past may have difficulty communicating more employee-oriented, horizontally. Expectations from the old
system can significantly hinder the implementation of horizontal communication. For example, employees may be reluctant to initiate communication only if they are accustomed to conversations initiated by management. Finally, companies operating in different geographical locations, especially internationally, can struggle with horizontal
communication between time zones while facing obstacles of local themes, traditions and languages. Page 4Resmi communication takes place outside an organization's built-in channels for forwarding messages and transmitting information. While official communication follows practices shaped by hierarchy, technology systems and
official policy, informal communication faces fewer restrictions. While official communication usually includes documentation, informal communication often leaves no recorded trace for others to find or share. Unregistered communication frequently exceeds boundaries within the organization and is often separate from workflows. In other
words, it usually occurs among people who do not work directly together but share a shared interest or shared interest in the organization's activities and/or the motivation to perform their work well. In the past, many organizations have tried to accept and stamp informal communication (often associated with interpersonal, horizontal
communication) as a barrier to effective organizational performance. That's not the case anymore. Maintaining personal networks and social relationships through information communication is understood to be an important factor in how people do their jobs. Official communication in traditional organizations is often one-way: initiated by
management and received by employees. Its content is perceived as authoritative because it is caused by the highest levels of the company. Informal communication, on the other hand, can occur in any direction and may be among individuals of different statuses and roles. While informal communication is important to an organization, it
can also have drawbacks. When it is in the form of a rumor mill that emits misinsp misinsped information, it is harmful and difficult to shut down unregistered communication because its sources cannot be detected by management. Casual conversations are often spontaneous, and participants can make false statements or declare false
information. Less responsibility is expected for people's choice of words than informal communications, which can cause them to be careless in disclosing impulsible and sensitive information. Everyday conversation represents a form Communication. Page 5 Is a means of transferring information from the channel sender to the recipient.
Determining the most appropriate channel or environment is very important for the effectiveness of communication. Channels include spoken tools such as phone calls and presentations, and written modes such as reports, notes, and email.Communications vary across a scale from richer to leaner. Rich media is more interactive than
lean media and immediately offers opportunities for two-way communication. For example, face-to-face conversation is a rich environment because the recipient can ask and respond to questions while the message is being processed. The main channels are grouped from the richest to the weakest below: The richest channels: face-to-
face meeting; in-person oral presentation Rich channels: online meeting; videoconference Lean channels: teleconference; phone call; voicemail; video Leanest channels: blog; report; brochure; bulletin; flyer; Email Tends to be richer channels because verbal communication, information can be transmitted wordlessly through speech as
well as with tone of voice and body language. Forms of verbal communication can vary from a casual conversation with a colleague to an official presentation in front of many employees. Richer media is very convenient for complex messages and annoying messages, as they can offer opportunities to clarify your understanding, repeat
information, and view emotions. A great presenter speaker is an example of verbal communication. Although written communication has no advantage of closeness and interaction, it can be the most effective way to transfer large amounts of information. Written communication is an effective channel when detailed explanations are
required to inform or convince context, supporting data and others. One drawback of written communication is that they can be misunderstood or misinterpreted by an audience that has no opportunities to ask or otherwise respond to explanatory questions. Here are some examples of different communication channels and their benefits:
Web-based communication, such as video conferencing, allows people from different locations to organize interactive meetings. Emails provide an instant written communication environment. Reports document the activities of any department. Presentations typically contain audio-and-visual material, such as copies of reports or materials
made in Microsoft PowerPoint or Adobe Flash. Phone meetings allow long-distance interaction. Message boards allow people to instantly send information to a central location. Face-to-face meetings are personal and need to be successful in a written follow-up. Page 6 The quality of the written and spoken expression determines how
effective communication will be in achieving its goals. The primary of communication is to assign and communicate meaning to create shared understanding. We can evaluate the quality of expression by considering factors such as content and the use of the communication environment. In both written and oral communication, the use of
language is the primary determinant of the quality of expression. This includes grammar, word selection, and word, sentence structure, and organization. Another important factor is how well thought out the message is. A common saying states, good writing good thinking. In other words, it is difficult to express yourself well without
knowing what you want to say first. Communication, which is easier for viewers to understand and monitor, is more likely to achieve its purpose than a mixed, poorly organized or ambiguity statement. In addition to word usage, communicators can use visual and nonveranced elements to make sense of it. Pictures, graphics, or tables can
provide value when expressing complex ideas by synthesizing them and focusing on the most important points. Body language, eye contact and tone can play important roles in face-to-face communication and even have a greater impact than words spoken on the listener. A communication environment is the channel through which
information flows from sender to recipient. Channels include email, telephone, written reports and oral presentations. When using the selected environment, the skill level of the person is an aspect of the expression quality. For example, using web conning to connect with the viewer in a way that effectively conveys meaning and
understanding, without training or experience. Page 7A wordless communication means the meaning conveyed in the absence of words. Non-verbally transmitted information can be detected through any of the five senses: vision, sound, smell, touch and taste. There are two types of nonveranced communication— voluntary and
involuntary. Voluntary Nonverance CommunicationInadsable nonverance means deliberate gestures, gestures, and poses. These include smiles, hand gestures, eye contact or imitations, and are often intended to reinforce or clarify the verbally transmitted meaning. These actions are done willingly and often with conscious awareness. A
police officer using nonver wordless communication to demonstrate an action that needs to be taken. Involuntary Nonverbal CommunicationThe nonverbal communication gives clues about what the person really thinks or feels but may not be expressed in words. There are many elements of body language that we are doing this
unwittingly use and experience involuntarily. For example, many people will raise eyebrows as they approach face-to-face as a sign of recognition, respect, or surprise. If a person walking down the street encounters a stranger, then both people If they know each other, even if they do not greet each other, the eyebrows are most likely
raised and lowered. However, if a person is known but not accepted by a very other person, the second person may not raise their eyebrows. Facial expressions are a surprise, involuntary non-verbal expression. Inadious nonverance communication can betray one's true beliefs, feelings or motives. When angry or upset, you can often



communicate more intensity in one's own words alone in one's body language. Similarly, when we perceive someone as physically disturbed during a conversation, they send a message that is not consistent with what they say. Effective communication is based on being aware of the nonverance aspects of interactions with others. It is
equally important that the person is aware of their own nonver wordless behavior and is sensitive about how it can be perceived. For example, maintaining eye contact when communicating is of interest. Looking out the window or around the room is often perceived as boredom or disrespect. Another simple nonveranced technique to
facilitate good communication is the mirroring action. Reflection is imitating the gestures and ideas of others. This is especially useful to make strangers feel comfortable sharing ideas or to minimize situation differences. Page 8 Among the many organizational and individual factors that can affect the effectiveness of business
communication, social status is one of the most difficult to address. Social status means the relative rank or standing that the individual has in the eyes of others. Location, background, education, reputation and strength in the organization's hierarchy contribute to these perceptions of prestige. There are two elements of social status - we
are born with these characteristics and they are the characteristics that we achieve. The attributed status is determined at birth and includes characteristics such as gender, age, race, ethnic group and family history. The status obtained was obtained as a result of the individual's exercise in knowledge, ability, skill, skill and/or
perseverance. Employment and occupation are primary factors in social status, and one's role in an organization is especially important within the boundaries of that organization. Social Status Effects in Communication People often have difficulty navigating situation differences when trying to inform or convince others. For many, social
status is an indicator of reliability and legitimacy, which affects how seriously others take those who communicate. The main elements involved in evaluating an audience are the title, reputation, and to what extent you can identify people with the goals and objectives of the communicator. Situation differences can create a bias against
those with perceived low status. for example a small or low-level employee wanted to make a presentation for a group Senior executives may have difficulty keeping their attention at first, even if their knowledge and presentation skills are sound. Foreign status can also be a problem in communication. This is usually experienced by
salespers, sellers and even potential employees. In military and other organizations, the status of members affects communication. In such cases, those with low status have to build goodwill by showing competence and reliability and identifying with common interests. Page 9Mathematicians Claude Shannon and Warren Weaver are
defined in communication consisting of the following five general components: an information source (that is, the sender). This generates a message; in a verbal conversation, the source of information is only the speaker. It's a transmitter. This encodes the message in the signals. It's a channel. The signals are adapted to this channel for
transmission. A buyer. These decodes (that is, the message restructure from received signals) are received. It's a target. This is where the message came from; In a verbal conversation, the target is only the listener. This diagram shows five steps of the communication process defined by Shannon and Weaver. Distractions -- that is, noise
-- can disrupt the flow of information between any of these five stages. In other words, problems with distraction in communication can affect the sender, the message itself, the channel in which it is sent, or the recipient of that message.Communicative Initiative Each organization faces certain barriers to communication. Shannon and
Weaver argue that there are three specific layers of communication problems: Technical: How accurately can the message be transmitted? Semantics: How precisely can meaning be communicated? Activity related: How effectively does the meaning behavior taken affect behavior? These layers are related to various types of noise that
can interfere with communication. Environmental NoiseReceal noise is the noise that physically disrupts communication, such as very loud speakers at a party or sounds from a construction site next to the classroom. Physiological-Disorder Noise Physical conditions such as deafness or blindness can hinder effective communication and
prevent messages from being received clearly and accurately. Semantic NoiseSemantic noise means that a speaker and listener have different interpretations of the meanings of certain words. For example, the word we can interpret as an unwanted plant in a yard or a non-cover for marijuana. Syntaxic NoiseCommunication can be
corrupted by grammatical errors, such as a sudden change in verb time during a sentence.Organizational NoiseReconstructed messages can also be a barrier. For example, a recipient given an unething, poorly expressed direction may not be able to figure out how to reach their goal. Cultural Stereotypical assumptions, such as offending
an unwitting non-Christian by wishing them a Merry Christmas, can also disrupt communication. Therefore, it is important that both sides of a conversation understand the culture of the other side. Psychological Noise, obvious attitudes can also make communication difficult. For example, significant anger or sadness can cause someone
to lose focus right now. By accepting and adapting to noise, a communicator can make their messages more likely to be received as expected. Page 10 Obstacles to equilist communication can disrupt a message and its intentions, which can cause the communication process to fail or damage a relationship. These barriers are filtering,
selective perception, overload of information, emotions, language, silence, communication anxiety, gender differences and political correctness. By definition, diversity brings a wider range of views, and having a wide range of views is necessary for an organization's success. In addition, teams can help an increasingly global organization
or team understand its surroundings. But a different team environment can also cause difficulties. The opinions of some individuals may challenge the views of the big team. Differences in other people, such as racism, sexism, ageism, homophobia, can disrupt business processes and prevent teams from achieving their goals. Therefore,
it is necessary to always keep a few important considerations in mind to ensure effective communication of different teams.The main benefit of a different background in various teams of communication is that it promotes a creative environment. The main pitfall is that differences between team members can lead to devastating conflicts,
often due to communicative errors. As a result, companies should equip their employees with tools before they arise to avoid potential conflicts. The most effective way to ensure the right communication efficiency in different teams is to improve intercultural adeability. Intercultural competence is the ability to communicate effectively and
appropriately with different groups and cultures—effectively meaning that common goals are achieved and that they do so appropriately without violating the values, norms, relationships or expectations of others. Intercultural competence is a widely studied area of organizational communication and behavior. One model summarizes the
following three components as a foundation at the core of an individual with culture EB: regional expertise, language profasiness, and cross-cultural competence. This shape underscores three useful perspectives to keep in mind when working with different teams. People should work to understand relevant languages, regions and cultural
predispositions to avoid communicativeness Other Topics in Diversity, such as intercultural considerations, are just some of the problems that arise in different teams. Other differences such as sexual orientation, gender, political views, age and special needs are also extremely relevant and are crucial to consider for communicative
success. The biggest package here must be the power of empathy. The ability to recognize someone else's point of view (and therefore how to interpret what they say) is absolutely central to preventing problems of communication between different groups. In any communication environment, keep in mind possible interpretations of
individuals who may have different perspectives and predispositions than yours, whether you're talking, writing, listening, or reading. Page 11 The ability to talk and communicate effectively in writing is one of the most valuable professional skills. Sending messages and information requires certain technical competencies and interpersonal
capabilities in order to create the desired effect. Fortunately, these can be learned and honed through practice.Communication is effectively based on reliableness. Grammatical and spelling errors, deficiencies, and logic errors can have a negative impact on the viewer's perception of the sender's reliability. As a result, the communicator's
ability to convince or otherwise influence the recipient decreases. Effective ways to learn precise, professional verbal and written communication skills include: providing feedback on the strengths and weaknesses of others as communicator, such as a consultant. to analyze the strengths and techniques of excellent communicaters.
imitating powerful communicators. Communication in the Workplace When sending a message, communicators should consider the audience and make sure they use terms and phrases that readers or listeners will understand. For example, texts or emails should avoid using abbreviations that the recipient may not recognize. To respect
the time of others, communication should aim for shortness and shortness without sacrificing openness and completeness. Using email effectively can't present specific challenges. Typically, messages are poorly structured, missing certain lines of topics, slow to get to the point, or too long to guarantee complete reading. It can be difficult
to strike the right sound or avoid an incorrect electronic communication. The lack of nonver wordless cues, such as a tone of voice or body language, means that written communication can be more easily misinterpreted and even cause offence. As a result, important communications may require review by someone who can evaluate
audio and content and provide feedback. In text, relying on abbreviations can obscure a point. Page 12Inquired verbal communication is the responsibility of both the sender and the recipient. By the message is open, the recipient must show that the message has been received and understood. For the sender, content, channel selection,
and understanding of the audience are the most important issues. Listening skills are very important for the receiver. Listening is an interaction between speaker and listener. Using the listener's active and reflective listening skills can help improve communication effectiveness. Active ListeningActive listening is the process of carefully
participating in what is being said. It also includes the listener observing the behavior of the speaker and body language. One way to pay attention is for the listener to understand by quoting what the speaker is saying. Paraphrasing can confirm the accuracy of the listener's comment or determine the need for explanation. On the contrary,
when individuals show apathy or attention-indecency when someone is speaking, it reveals a lack of listening that can annoy, disturb and even annoy the speaker. Not listening to a speaker can create anger, resentment and misunderstanding. Reflective ListeningAssive listening focuses on the personal elements of communication in
place of abstract ideas. Reflective listening should be emotion-oriented and sensitive. The listener should show empathy and anxiety for the person communicating. A good reflective listener focuses on the debate at hand while allowing the speaker to manage communication. Verbal response is essential for reflective listening. Listeners
should make statements that express what is said, clarify what seems implicit, and reflect the feeling or emotion they feel from the speaker. Being able to understand and express the meaning behind words helps recipients better interpret the information and messages they hear. Hear.
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