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Barriers to communication
MODEL question and answers
1.Presentation
- fast and potentially effective method of  getting things done through other people
2. COMMUNICATION

-process of sharing of information, ideas and feelings
3. Physical attributes

`-Office setup should give a professional look



-Files need to be in good shape, properly tagged, 

-note sheets & papers maintained as per norms Proper flags as required



-Support file board in good shape



-Proper bindings



-Proper format for letter typing
-to ensure proper Communication
4. Oral presentations

-Staff needs to be motivated and inspired
5. Methods of Communication

-Person to Person 

• In small groups

• In a meeting

• Mass media

• Others(Training, Teaching)

6. Objectives of Communication

-geared  to the audience
7. Verbal Communication

-by speaking to an individual, a team or a group
8. MODES OF COMMUNICATION

• 1.SPEAKING- LISTENING

• 2.VISUALISING- OBSERVING

• 3.WRITING- READING
9. Non-verbal Communication(6 types)

• Body language

• Physical appearance

• Voice

• Space

• Environment

• Time
10. Modes of communication
`
Writing

Listening
11. performance of organization suffers due

Lack of communication within a group and among groups

Effective communication isn’t existing

The teams don’t function like cohesive groups


Results as desired are not arrived at 

More time in required to get things done
12. Communication barriers

Unclear messages

everybody already knows

PHYSICAL DISTRACTIONS

LACK OF FEEDBACK
13. POOR LISTENING SKILLS

Automatic Talking

Selective Listening

Daydreaming

Being The Reactor

Being Judgmental
14. Facilitating Communication

- positive attitude

- Practice and improve communication skills

- skill to be evaluated

- understand their communication problems
15. Overcoming Communication barriers

Feedback

Proper words and structure

Empathize


Respond timely 

Be +ve


Make proper environment

Check for correctness and propriety


-

- How to ensure proper Communication in Workplace?
-should be positive and transparent.

-Upward communication should be encouraged.

-Problems should be communicated and openly discussed.

-The communication should be  two way
-Feedback mechanisms

.
-Do’s  Communication

. Mention facts
.Give factual and practical information

.Be Transparent

.State precisely about responsibilities and authorities

.Use a friendly, simple language

. Define the scope and area of work to be covered

. Give detailed instructions repeatedly

.For explain  technical terms use simple words


.make subordinates to  ease to give suggestions /proposals
- Don’ts Communication

. donot permit subordinates  to criticize  or demean  competitors

. DO not belittle or disrespect the subordinates

. DO not reprimand anyone
-Communication is at the heart of many interpersonal  problems faced by employees.
-Effective Communication is must  for the teamwork/ performance of an 

Organization
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