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1. OVERCOMING THE GLOBAL, CULTURAL, AND
COMMUNICATION BARRIERS

Human communication 1s as old as human history. Cave paintings in prehistoric Europe - chart
the beginning of human communication.

Communication 1s sharing who we are and what we know. We all share our 1deas and feelings with
others; however, how we share them with others varies from culture to culture. As our contact with
people from other cultures expands, the need for competent mtercultural. communicators
mcreases.
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Advances 1 information technology have brought tremendous
and to the role of communicators.

1.1. Communication Basics
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Communication may be defined as a process coencerning
persons holding different positions m an organization to
communication process 1s dynamic in nature rather m a static

process as such must be considered a constant and mter:
affected by many factors.

The Seven major elements
communication channel, receiver, dec

-ac
mun atlon proce are: sender, 1deas, encoding,

v Sender: The person who in S y the message with the intention of passing
mformation and ideas to ot er or communicator.

v Ideas: This is
feelings, view

v’ Encoding: Slnce

munication. This may be an opinion, attitude,

mmunication 18 theoretical and cannot be touched, its

tain symbols such as words, actions or pictures etc.

ject matter into these symbols 1s the process of encoding.

el: The person who 1s mnterested in communicating has to choose the

required information, ideas etc. This mformation 1s conveyed to the

receiver throug hannels which may be either formal or informal.

v Receiver: Receiver is the person who receives the message or for whom the message is meant
for. It 1s the receiver who tries to understand the message i the best possible manner in
achieving the required objectives.

v Decoding: The person who receives the message or symbol from the communicator tries to
translate the same in such a way so that he may extract its meaning to his complete
understanding.

v’ Feedback: Feedback is the process of making sure that the receiver has received the message
and understood n the same sense as sender meant it
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Process of Communication
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business, you need to master each of these types of commun
A

Verbal Communication

Verbal or oral communication uses spoken words to 1 Tsage. Effective verbal or
and cannot be fully removed from
unication, listening skills and
nication cogﬁ of speaking, but listening 1s just

icati e successful. Verbal communication

as equally important skill for this
1s suitable to a wide range of situations,
made to thousands of people. 1 I communication skills can help you to

support a large network of contacts that you

jargons 1s also wvital ini efficiency of communication. While jargons help to
I s group, excessive use of there can hamper communication.

1cation becomes effective through the choice of right words & emphasis
d be an optimum use of pauses, non-words and phrases because

excessive use of these leads to distraction of the receiver.

Non-Verbal Communication

Nonverbal communication describes the process of conveying meaning in the form of non-word
messages. Non-verbal communication includes body language, gestures, facial expressions, and
even posture. Non-verbal communication sets the tone of a conversation, and can seriously affect
the message contained m your words if you are not cautious to control it. For example, slouching
and shrinking back in your chair during a business meeting can make you seem under-confident,
which may lead people to doubt the strength of your verbal contributions. On the contrary, leaning
over an employee’s desk and mvading his or her personal space can turn a friendly chat into an
aggressive confrontation that leaves the employee feeling victimized and undervalued.

www.vsKills.in Page 2



Certified Global Business Leadership Professional

A good communicator should have the right posture, facial expression and body language that are
i tune with the words spoken. Lack of co-ordination between verbal and nonverbal contents of
communication would only confuse the receiver. So while communicating, care should be taken to
ensure a proper blend between words and actions.

Written Communication

Written communication is vital I for communicating complicated information, such as statistics or
other data, which could not be easily communicated through speech alone. Written
communication also permits information to be recorded so that it can be referred to at a later date.
When producing a piece of written communication, particularly one that is likelyto be referred to
over and over again, you need to plan what you want to say carefully to ensure-thatall the relevant
information 1is correctly and clearly communicated. Written communication must_be-clear and

concise in order to communicate information effectively. A writteweys the
without using m&e words

necessary information using precise, grammatically correct 1
than are needed.
By improving your verbal, non-verbal, and written co

efficient in all areas of business. Whether you are managin s part of a team,
e . ~ . i .

the ability to communicate effectively can develc.elatlons Wi ur colleagues and help you all

to work more efficiently together.

Listening & Feedback

Listening which comprises of heari I S remembering can improve the

effectiveness of communication.
on the level of application of mind. e suitable type of listening depending

point for argument I IS 1 s1 uld be to obstruct the communication. Lack of
mterest in the topi whom we have a rapport would sometimes make us
er response serves as a means by which feedback 1s

lews communication as a practical art of discourse. Rhetorical theory
dates back centu cient Greece, when Plato, Aristotle, and the sophists were speech
teachers. Classical rhetorical theory 1s based on the philosophical 1dea that we are rational beings
who can be persuaded by compelling arguments. Rhetorical communication deliberately attempts
to influence the audience by using carefully constructed messages of verbal and often visual
symbols. Those who create rhetorical communication are called rhetors, and the messages they
create are rhetorical acts. Aristotle’s Rhetoric was the most imfluential rhetorical text for thousands
of years and had a significant influence on theories of communication. The model of rhetoric he
proposed focuses on three elements i public speaking

v’ ethos, based on the personal character or credibility of the speaker
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v’ pathos, based on inducing specific emotions or putting the audience into certain frames of
mind
v logos, based on the arguments made in the speech.

Rhetorical analysis used to be confined to public speech, but 1s now also used to interpret mass
media products such as those on radio, television, and film.

Managers are rhetors i that they strategically communicate with organizational members at
different levels. Classifying a person in a management position as a rhetor draws attention to the
ways in which he or she faces many of the same challenges as does the classical orator, but the
notion of rhetor in the management context extends beyond an orator to denote& complex set of
meanings, involving audience analysis, contextual sensitivity, and message structiare.»T’he manager-
as-thetor notion 1s a way of understanding how persuasion 1s part of an org:m!ationMr’s role.
Just as an effective public speaker uses rhetorical tactics, a m must construct a persuasive
message that reflects the organization’s need and goals. o

Levels of Communication

v Intrapersonal communication - Process of un(i‘ezstandin I within the self.

v Interpersonal communication - The process of understan d sharing meaning between at
least two people when relatively mutual opportunitixfor spe

v" Group communication - Purposeful communicati limited-s groups in which decision
making or problem solving occurs.

v" Organizational communication .- Comm ion 1 ooperative networks including

e other person feel heard and understood. More than just the words you
1on combines a set of skills including nonverbal communication, engaged
in the moment, the ability to communicate strongly, and the ability to
recognize and unde our own emotions and those of the person you’re communicating with.
Effective communication is the tool that helps you expand your connections to others and improve
teamwork, decision making, and problem solving. It enables you to communicate even negative or
difficult messages without creating conflict or breaking trust.

While effective communication 1s a learned skill, 1t 1s more useful when 1t’s spontaneous rather
than rehearsed. A speech that 1s read, for example, rarely has the same mmpact as a speech that’s
delivered (or appears to be delivered) spontaneously. Of course, it takes more time and effort to
develop these skills and become an effective communicator. The more effort and practice you put
i, the more automatic and spur-of-the-moment your communication skills will become.
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The success of an individual i a team depends mainly on the extent to which he can engage in
effective communication. Faulty communication i organizations can lead to lowered efficiency
and effectiveness at the organizational as well as individual level. Also most of the mterpersonal
friction can be attributed to faculty communication.

Effective management 1s a principle of effective communication. Interpersonal communication
takes places every time we communicate with others. Communication 1s considered efhicient when
it succeeds m creating a desired response from the other person. Moreover falures
communication can be very costly for the organization by way of reduced co-operation and
succeeding 1ll feeling between employees. Communication, to be effective, cannot be an
unsystematic process. It has to be planned and executed so that it elicits the desireiresponse.

SBAR Y 4

Effective communication can be addressed using the SBAR fo for efmeaﬂon

Used mitially in the military, SBAR provides a framework to com Cate 1mportant mgrmatlon

from one person to another. SBAR 1s a mnemonic to help remen

communication

v S ituation—What is the problem or reason for the co

v" B ackground—What background data and information is b ;

v A ssessment—What are the behaviors or areas arize the facts.
needs to be done?

Let’s look at an example m the w; . search faculty member needs to give one of her

v about‘your behavior working in the lab. You have
ate there has been a change
v ous colleagues n the lab who work with you, as

s: “The behaviors need to change so that the lab can perform better. Is
g on I should be aware of? How can I help you? I'd like to create a plan
get back on track.”

Verbal SBAR - To effectively speak with another individual using SBAR, consider the verbal and
nonverbal elements in the communication process. Think about and follow the alphabet ‘ABCDE’
of effective speaking:

A ppropriate eye contact

B e simple and be clear when speaking

C alm tone of voice and volume

D one speaking—be quiet and listen

E nd with clarifying questions and summary

AN NI N NN
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SBAR can also be used when writing, as it clarifies important information that i1s necessary to
share.

‘Written SBAR - To write using the SBAR formula, consider the following tips:

v Always be concise but full of detail and information

v Use accurate words and phrases that describe the situation—avoid jargon
v" Write in active voice

v A passive statement complicates and deadens the writing.

v Using an active voice helps to provide information and comprehension.
v Check spelling and grammar
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Certifications

) Accounting, Banking amd Finance
— Certifiled AML-KYC Compliance Officer
— Certified Business Accountant
— Gertified Commercial Banker
— Certified Foreign Exchange Professianal
— Certified GAAP Accounting Standards Professional
— Certified Financial Risk Management Professianal
— Certified Merger and Acquisition Analyst
— Certified Tally 9.0 Professional
— Certified Treasury Market Professional
- Certified Wealth Manager

» Big Data
— Certified Hadoop and Mapreduce Professional

» Cloud Computing
- Certified Cloud Camputing Professional

» Design

— Certified Interior Designer

» Digital Media
— Certified Social Media Marksting Professional
— Certified Inbound Marketing Professional
- Certified Digital Marketing Master

» Foreign Trade
- Certified Export Import (Foreign Trade) Professional

» Health, Nutrition and Well Being

— Certified Fitness Instructor

» Hospitality
— Certified Restaurant Team Member (Hospitality)

» Human Resources
— Certified HR Compensation Manager
— Certified HR Stafffing Manager
— Certified Human Resources Manager
- Certified Performance Appraisal Manager

» Oifice Skills
— Certified Daia Entry Operator
— Certified Office Administrator

» Project Management
— Certified Project Management Professional

» Real Estate
- Certified Real Estate Consultant

» Marketing
— Certified Marketing Manager

» Quality
~ Certified Six Sigma Green Belt Professional
- Certified Six Sigma Black Belt Professional
— Gertified TQM Professional

» Logistics & Supply Chain Management
— Certified International Logistics Professional
— Certified Logistics & SCM Professional
— Gertified Purchase Manager
— Certified Supply Chain Management Professional

» Legal
— Gertified IPR & Legal Manager
- Certified Labour Law Analyst
— Certified Business Law Analyst
— Gertified Corporate Law Analyst

» Information Technology
— Certified ASP.NET Programmer
~ Gertified Basic Metwork Support Professional
- Certified Business Intelligence Professional
— Gertified Core Java Developer
— Certified E-commerce Professional
— Certified IT Support Professional
— Certified PHP Professional
~ Certified Selenium Professional
~ Certified SEO Professional
- Certified Software Quality Assurance Professianal

» Mobile Application Development
— Certified Android Apps Developer
— Certified iPhone Apps Developer

» Security
— Certified Ethical Hacking and Security Professional
- Gertified Metwork Security Prafessional

) Management
~ Certified Corporate Goverance Professional
— Certified Corporate Social Responsibility Professional

» Life Skills

— Certified Business Communication Specialist
— Gertified Public Relations Officer

) Media
— Certified Advertising Manager
= Gertified Advertising Sales Professional

» sales, BPO
— Certified Sales Manager
- Certified Telesales Executive

& many more job related

011-473 44 723 or info@vskills.ir
www.vskills.com




