“The Communication Process”        

Communication Skills Start With You!

Why you need to get your message across

Effective communication is all about conveying your messages to other people clearly and unambiguously. It's also about receiving information that others are sending to you, with as little distortion as possible.

Doing this involves effort from both the sender of the message and the receiver. And it's a process that can be fraught with error, with messages muddled by the sender, or misinterpreted by the recipient. When this isn't detected, it can cause tremendous confusion, wasted effort and missed opportunity.

In fact, communication is only successful when both the sender and the receiver understand the same information as a result of the communication.  By successfully getting your message across, you convey your thoughts and ideas effectively. When not successful, the thoughts and ideas that you actually send do not necessarily reflect what you think, causing a communications breakdown and creating roadblocks that stand in the way of your goals – both personally and professionally.

In a recent survey of recruiters from companies with more than 50,000 employees, communication skills were cited as the single more important decisive factor in choosing managers. The survey, conducted by the University of Pittsburgh’s Katz Business School, points out that communication skills, including written and oral presentations, as well as an ability to work with others, are the main factor contributing to job success.

In spite of the increasing importance placed on communication skills, many individuals continue to struggle, unable to communicate their thoughts and ideas effectively – whether in verbal or written format. This inability makes it nearly impossible for them to compete effectively in the workplace, and stands in the way of career progression.

Being able to communicate effectively is therefore essential if you want to build a successful career. To do this, you must understand what your message is, what audience you are sending it to, and how it will be perceived. You must also weigh-in the circumstances surrounding your communications, such as situational and cultural context.
The Importance of Removing Barriers

Problems with communication can pop-up at every stage of the communication process (which consists of the sender, encoding, the channel, decoding, the receiver, feedback and the context – see the diagram below). At each stage, there is the potential for misunderstanding and confusion.
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To be an effective communicator and to get your point across without misunderstanding and confusion, your goal should be to lessen the frequency of problems at each stage of this process, with clear, concise, accurate, well-planned communications. We follow the process through below:

Source

As the source of the message, you need to be clear about why you're communicating, and what you want to communicate. You also need to be confident that the information you're communicating is useful and accurate.

Message

The message is the information that you want to communicate.

Encoding

This is the process of transferring the information you want to communicate into a form that can be sent and correctly decoded at the other end. Your success in encoding depends partly on your ability to convey information clearly and simply, but also on your ability to anticipate and eliminate sources of confusion (for example, cultural issues, mistaken assumptions, and missing information.) A key part is knowing your audience.  Failure to understand who you are communicating with will result in delivering messages that are misunderstood.

Channel

Messages are conveyed through channels, with verbal channels including face-to-face meetings, telephone and videoconferencing; and written channels including letters, emails, memos and reports.

Different channels have different strengths and weaknesses. For example, it's not particularly effective to give a long list of directions verbally, while you'll quickly cause problems if you give someone negative feedback using email.

Decoding

Just as successful encoding is a skill, so is successful decoding (involving, for example, taking the time to read a message carefully, or listen actively to it.) Just as confusion can arise from errors in encoding, it can also arise from decoding errors. This is particularly the case if the decoder doesn't have enough knowledge to understand the message.

Receiver

Your message is delivered to individual members of your audience. No doubt, you have in mind the actions or reactions you hope your message will get from this audience. Keep in mind, though, that each of these individuals enters into the communication process with ideas and feelings that will undoubtedly influence their understanding of your message, and their response. To be a successful communicator, you should consider these before delivering your message, and act appropriately.

Feedback

Your audience will provide you with feedback, as verbal and nonverbal reactions to your communicated message. Pay close attention to this feedback, because it is the only thing that can give you confidence that your audience has understood your message. If you find that there has been a misunderstanding, at least you have the opportunity to send the message a second time.

Context

The situation in which your message is delivered is the context. This may include the surrounding environment or broader culture (corporate culture, international cultures, and so on).

Removing barriers throughout the process is your job!

To deliver your messages effectively, you must commit to breaking down the barriers that exist within each of these stages of the communication process.  Let’s begin with the message itself. If your message is too lengthy, disorganized, or contains errors, you can expect the message to be misunderstood and misinterpreted. Use of poor verbal and body language can also confuse the message.

Barriers in context tend to stem from senders offering too much information too fast. When in doubt here, less is oftentimes more. It is best to be mindful of the demands on other people’s time, especially in today’s ultra-busy society.  Once you understand this, you need to work to understand your audience’s culture, making sure you can converse and deliver your message to people of different backgrounds and cultures within your own organization, in your country and even abroad. 

THE “COMMUNICATION PROCESS” Project
Due: Tuesday, 4-30-13
I. Read “The Communication Process” and type all of your answers on a separate sheet of paper. You may use a “bullet point” format or complete sentences.  However, each question must be answered completely and demonstrate critical thinking skills. Education is not a sprint, it’s a marathon!!! Take your time!!!

1. What is the communication process all about and why is it important?

2. When is communication successful and why?

3. When is communication unsuccessful and why?

4. What are at least two reasons why communication is a key skill for any career?

5. What happens to people who fail to master effective communication skills?

6. Draw the communication process diagram and study it carefully. Why can problems “pop-up” at any stage in the communication process?

7. Define sender, encoding, the channel, decoding, the receiver, feedback and the context and why each of them is necessary to assist in the communication process.
8. What types of issues can be considered barriers to communication?
9. Does our current “ultra-busy” society help or hurt the communication process? Why?
10. How do different cultures relate to the communication process?  Why is it important to know this information?
II. Collaborate with 2 other classmates and type their names on the top of your paper. Compare their answers to yours.  Are there any significant differences in your answers?  Why? Write your answer in 2 – 3 complete sentences.

III. Explain what you’ve learned about “The Communication Process” in a 1 page essay.  Your essay should include 3 paragraphs (an introduction, body, and conclusion). 
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Why Gen-Y Johnny Can't Read Nonverbal Cues 

An emphasis on social networking puts younger people at a face-to-face disadvantage.

By MARK BAUERLEIN 

In September 2008, when Nielsen Mobile announced that teenagers with cellphones each sent and received, on average, 1,742 text messages a month, the number sounded high, but just a few months later Nielsen raised the tally to 2,272. A year earlier, the National School Boards Association estimated that middle- and high-school students devoted an average of nine hours to social networking each week. Add email, blogging, IM, tweets and other digital customs and you realize what kind of hurried, 24/7 communications system young people experience today.
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Unfortunately, nearly all of their communication tools involve the exchange of written words alone. At least phones, cellular and otherwise, allow the transmission of tone of voice, pauses and the like. But even these clues are absent in the text-dependent world. Users insert smiley-faces into emails, but they don't see each others' actual faces. They read comments on Facebook, but they don't "read" each others' posture, hand gestures, eye movements, shifts in personal space and other nonverbal—and expressive—behaviors.

Back in 1959, anthropologist Edward T. Hall labeled these expressive human attributes "the Silent Language." Hall passed away last month in Santa Fe at age 95, but his writings on nonverbal communication deserve continued attention. He argued that body language, facial expressions and stock mannerisms function "in juxtaposition to words," imparting feelings, attitudes, reactions and judgments in a different register.

This is why, Hall explained, U.S. diplomats could enter a foreign country fully competent in the native language and yet still flounder from one miscommunication to another, having failed to decode the manners, gestures and subtle protocols that go along with words. And how could they, for the "silent language" is acquired through acculturation, not schooling. Not only is it unspoken; it is largely unconscious. The meanings that pass through it remain implicit, more felt than understood.

They are, however, operative. Much of our social and workplace lives runs on them. For Hall, breakdowns in nonverbal communication took place most damagingly in cross-cultural circumstances—for instance, federal workers dealing with Navajo Indians and misconstruing their basic conceptions of time. Within cultures, Hall assumed, people more or less "spoke" the same silent language.

They may no longer, thanks to the avalanche of all-verbal communication. In Silicon Valley itself, as the Los Angeles Times reported last year, some companies have installed the "topless" meeting—in which not only laptops but iPhones and other tools are banned—to combat a new problem: "continuous partial attention." With a device close by, attendees at workplace meetings simply cannot keep their focus on the speaker. It's too easy to check email, stock quotes and Facebook. While a quick log-on may seem, to the user, a harmless break, others in the room receive it as a silent dismissal. It announces: "I'm not interested." So the tools must now remain at the door.

Older employees might well accept such a ban, but younger ones might not understand it. Reading a text message in the middle of a conversation isn't a lapse to them—it's what you do. It has, they assume, no nonverbal meaning to anyone else.

It does, of course, but how would they know it? We live in a culture where young people—outfitted with iPhone and laptop and devoting hours every evening from age 10 onward to messaging of one kind and another—are ever less likely to develop the "silent fluency" that comes from face-to-face interaction. It is a skill that we all must learn, in actual social settings, from people (often older) who are adept in the idiom. As text-centered messaging increases, such occasions diminish. The digital natives improve their adroitness at the keyboard, but when it comes to their capacity to "read" the behavior of others, they are all thumbs.

Nobody knows the extent of the problem. It is too early to assess the effect of digital habits, and the tools change so quickly that research can't keep up with them. By the time investigators design a study, secure funding, collect results and publish them, the technology has changed and the study is outdated.

Still, we might reasonably pose questions about silent-language acquisition in a digital environment. Lots of folks grumble about the diffidence, self-absorption and general uncommunicativeness of Generation Y. The next time they face a twenty-something who doesn't look them in the eye, who slouches and sighs for no apparent reason, who seems distracted and unaware of the rising frustration of the other people in the room, and who turns aside to answer a text message with glee and facility, they shouldn't think, "What a rude kid." Instead, they should show a little compassion and, perhaps, seize on a teachable moment. "Ah," they might think instead, "another texter who doesn't realize that he is communicating, right now, with every glance and movement—and that we're reading him all too well." 

Mr. Bauerlein, a professor of English at Emory University, is the author of "The Dumbest Generation: How the Digital Age Stupefies Young Americans and Jeopardizes Our Future." 

--------------------------------------------------------------------------------------------------------------------------------

Why Gen-Y Johnny Can't Read Nonverbal Cues – Classwork/Homework Activity

Questions:

1. According to the article, how many estimated hours do middle- and high-school students devote to social networking each week?__________________

2. How often do young people experience communication?________________

3. Why do young people have difficulty with non-verbal communication?_____________________

4. Although students read Facebook, they don’t read_____________________________________

5. What did anthropologist Edward T. Hall label expressive human attributes in 1959?​​​​​​​__________

6. What does “juxtaposition” mean and how did Edward T. Hall use relate it to body language?___________________________________________________________

7. Within __________people speak more or less the same “silent language”.

8. What does the article mean by the “topless meeting”?______________________

9. Since young people are outfitted with iPhone and laptop and devote hours every evening from age               10 onward to messaging of one kind and another, they are less likely to develop ________________.

10. What does “idiom” mean and how does the article use it?_____________________________

11. To young people, reading a text message in the middle of a conversation isn’t a _____________, it’s just what they do.

12. Why do people not know that extent of the problem of why Gen-Y can’t read nonverbal clues?___________________________________________________________________

13. What does diffidence (or diffident) mean and how is it used in the article?

14.  Who is Gen-Y?__________________________

15.  What can Gen-Y do to gain vital knowledge about nonverbal cues?________________________

