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1. the imparting or exchange of information, ideas, or feelings.

 

 

              

 

       

 

           

2. something communicated, such as a m

essage.

 

 

              

 

       

 

           

3. the study of ways in which human beings communicate.

 

 

              

 

       

 

           

4. a connecting route or link.

 

 

What is communication?

 

Why

 do we communicate?

 

How do we communicate?

 

Why is communication such an issue?

 

 

Why won’t anyone tell us what is going on?

 

Why a

re we always the last to know?

 

Why won’t our manager spend quality time with  us?

 

When will we know what our job is?

 

How come we

 are still not making enough money?

 

Communication or “

grapevine speed

”
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[image: image2.wmf]Almost everything we do at work depends on good communication.

 

Good communication helps us plan and do our work well.

 

Good commu

nication helps us build good working relationships with    

colleagues.

 

Good communication helps us sort problems out.

 

Good commu

nication helps us achieve our business goals.

 

There is now an even greater need for good communication at work these days.      

                 

Organisations have become or are becoming larger, complex, fast changing places to work. We 

have become or are 

becoming better educated individuals with a great hunger to know what we 

need to know quickly. We are better equipped with faste

r and ever evolving communications   

hardware such as e

-

mail, faxes, voice mail, mobile phones, 

pagers, teleconferencing, and so

 on.

 

So what is communication?

 

Well it is a process that is based on us as Human Beings.

 

It is the reason why we are richer and 

more powerful than     

anything else in the animal kingdom. We as human beings can   

simply 

talk and listen

.  Nothing else in th

e animal kingdom can 

perform this simple but difficult task.

 

Good communication is  all about talking and listening.

 

Good commun

ication is all about good conversations.

 

Conversations although a simple process, is prone to difficulties such as misunderstand

ings,   

conflicts and breakdowns.

 

As George Elliot said, “the peoples of the world are islands shouting at each other across a s

ea 

of misunderstandings”.

 

“communicating is the art of being understood” said Peter Ustinov.

 

Lack of communication is endemic in

 us as human beings.

 

Most of us see ourselves as being good at communication. We feel that communication problems 

are caused by 

other people not ourselves.

 

Without good communication, we remain isolated and stranded on our islands.

 

Without good communicati

on, we stay divided rather than united.

 

What we really need is good conversations 

–

 the heart of good communications.

 

Communication “It’s good to talk and listen”
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[image: image3.wmf]Work hard 

at having good conversations. Good conversations are needed and can be  enjoyed. 

Good conversations must be face to fa

ce, two way, informal, sincere and open.                   

Good conversations must be relevant to a topic and head in a directio

n.

 

 

Work hard 

at reducing common communication problems in organisations.                          

Communication in organisation

s are usually wrongly timed and slow, with too much information 

to the wrong people. Communication in organisations appear to la

ck honesty because messages 

usually mean different things to different people. Communication in organisations is usually one 

way

.

 

 

Consider

 the following points when planning a communications event. Consider the message you 

are trying to get across and it’

s context. Consider who your target audience is and how you will 

involve and deal with their responses.

 

 

Prioritise 

your communi

cation to help you stay focused.                                                         

Consider 

first what must be discussed

. 

Consider 

next what should be discussed

.                 

Consider 

last 

what could be discussed

.

 

 

Spend

 good quality time with tea

m members and colleagues.

 

Spend time in one to ones 

–

 Discuss how the individual is doing, what they are 

doing well, what they a

re doing not so well. Discuss what can be done to help them perform 

even better. Discuss where they would like to be.

 

Spend time

 on regular team briefs 

–

 Discuss how the group is performing and what the       

current issues are.

 

Spend time on improvement m

eetings 

–

 meet to formulate and review improvement plans.

 

Spend time on walk about 

–

 Discuss any burning issues, pass on any rep

ly to requests, find out 

about the general well being of colleagues and team members.

 

Spend time on time out events 

–

 Go out wit

h colleagues and team members to 

social venues such as bowling, go karting and so on.

 

 

Practice 

good honest communication. Spend

 good quality time talking,            

listening honestly.

 

Communication 

–

 What we can do 

–

 keep talking and listening
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John Adair 

–

 Training for communication

 

 

Michael E. Hattersley, Linda McJanet 

–

 Management communication

 

 

David Whetten, Kid Ca

meron, Mike Woods 

–

 Effective communication

 

 

Peter Jackson 

-

 Corporate communications for managers

 

 

 

 

 

To comment or to obtain f

urther copies, please contact:

 

Manny Ajala

 

Email: manny@changewinners.co.uk

 

Tel: 07890 517926

 

 

Communication 

–

 Further reading
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