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Abstract

Communication is a powerful tool.  Arguably, communication is one of the most important elements in successful relationships.  This paper will discuss the primary methods of communication along with how cultural issues impair communication. 

Communication


Communication fosters motivation, provides a release for emotional expressions, and provides information that individuals and groups need to make decisions.  (Robbins, 2007, p. 369)  Communication can be either formal or informal.

Formal channels are established by the organization and transmit messages that are related to the professional activities of the members.  They traditionally follow the authority chain within the organization.  Other forms of messages, such as personal or social, follow informal channels.  These informal channels are spontaneous and emerge as a response to individual choices.  (Robbins, 2007,  pp. 369-370)    


Workplace communication can flow upward (to management), downward (from management), or laterally (between members of the same work status).  Communication can be oral, written, nonverbal, or a combination of these.  Most communication is oral.  The advantages of oral communication are that it is fast and easy.  The disadvantages are that it can be misunderstood - especially when a third party passes it on.  Each of us hears things a little bit differently.  Written communication provides for a permanent record of what is being conveyed.  Unfortunately, written communication takes time.  It also lacks the personal aspect of oral communication.  With written communication the person receiving the communication must read between the lines to get the tone of the message.  When we communicate orally, we send a nonverbal message, allowing the receiver to better understand the purpose of the conversation.  Examples of nonverbal communication are body language, facial expressions, word emphasis and inflections, and the amount of distance between the communicating parties.  (Robbins, 2007, pp. 371-373)


Within an organization there are different types of communication.  Everything from formal groups to gossip.  Gossip is a major source of information in an organization.  “For instance, a survey found that 75 percent of employees hear about matters first through rumors on the grapevine.”  According to the same study, “75 percent of what is carried is accurate.”  (Robbins, 2007, pp. 375-376)


New sources of communication include computer-aided communication, e-mail, instant messaging, intranets and extranets, and videoconferencing.  (Robbins, 2007, pp. 376-379)  With all of this along with traditional communication, we need to understand how to best use communication tools.  Knowledge management is “the process of organizing and distributing an organization’s collective wisdom so the right information gets to the right people at the right time.”  (Robbins, 2007, p. 380)    


With the onset of electronic communication, individuals are becoming conditioned to receive information in this type of format.

These developments have changed not only the speed and way in which we now communicate: they have also changed the way our societies are organized, how we relate to each other, what we think is important, and how we think and expect our social institutions, (including the Church) to function.  (Horsfield, 1996, p. 1)   


One important area that is often overlooked in communication is listening.  “We were given two ears but only one mouth.  This is because God knew that listening was twice as hard as talking.”  (CASAA, p. 1)  Good listening starts with the face.  “It therefore becomes important to change our physical body language from that of a deflector to that of a receiver, much like a satellite dish.  Our faces contain most of the receptive equipment in our bodies, so it is only natural that we should tilt our faces towards the channel of information.”  (CASAA, p. 1)


We have to want to hear to be able to hear.  Our heart and mind need to be open to be receptive.  Jesus said, “Seeing they may see and not perceive, and hearing they may hear and not understand; Lest they should turn, and their sins be forgiven them.” (Mark 4:12)


Other good listening skills are, maintain eye contact, focus, avoid emotional involvement, avoid distractions, treat listening as a challenging mental task, stay active by asking mental questions, use the gap between the rate of speech and your rate of thought.  Since we can think faster than we can talk controlling this timing difference is important.  A helpful tip is to try to anticipate what is being said to keep the timing correct.  (UMD, pp. 1-2)


There are a number of barriers to effective communication.  One is filtering – manipulation of data by the sender.  This may incline someone to accept the communication based on the words not the content.  Other barriers to communication are perception differences, information overload, emotions, the use of language, and anxiety.  (Robbins, 2007, pp. 383-85)


There are some barriers in communication between women and men.  Examples are “men use talk to emphasize status whereas women use it to create connection.  Men are often more direct than women in conversation.  Women tend to be less boastful than men.  Men often criticize women for seeming to apologize all the time.”  (Robbins, 2007, p. 386)  We need to recognize gender differences and adjust our communication tools to compensate for this.


Most people want to be politically correct, especially with our words.  With this, communication problems arise.  We need to modify our vocabulary to correct for these issues.  Sometimes we have to remove words from our vocabulary.  This gives us fewer words that we are familiar with to explain how we feel.


Cultural barriers are difficult to correct for.  We have to be very familiar with the individual’s culture when communicating.  One barrier is semantics.  Some words, and even hand gestures, have different meanings in different cultures.  When dealing with different cultures, we need to be careful with how much content is placed on the words and the gestures that go along with them.  Some simple rules to follow are “Assume differences until similarity is proven, emphasize description rather than interpretation or evaluation, practice empathy, treat your interpretations as a working hypothesis.”  (Robbins, 2007, pp. 390-391)


All of us have differences, especially our personalities.  Our personality causes us to react in certain ways.  When we are communicating with others we have to be aware of the person’s mood and emotional state.  We also have to be aware of our own.  “Most people have built-in tendencies to experience certain moods and emotions more frequently than others do.”  (Robbins, 2007, p. 266)  With this in mind, we need to be empathetic and know how to deal with people’s moods and emotions when we are trying to communicate.


Communication is very difficult.  Along with being a good listener, we need to know that there are differences in all of us.  Our communication is enriched when we have confidence that we are conveying our message correctly and have taken into consideration the barriers that we have discussed.
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