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MODULE TITLE: Leading Workplace Communication
NOMINAL DURATION: 25 hrs
The module aims to provide the trainees with the knowledge, skills and right attitudes to lead in the dissemination and discussion of information and issues in the workplace.
LO1. Communicating information about workplace processes 
· Introduction basic communication skill
Communication skill is the art and technique of communicating by using oral and body language to persuade him or bring into him the change that you want him to be.
· Nature of communication
The nature of communication is the exchange of information between two people. 
Effective communication entails/involves the sender encoding a message and transmitting it to the receiver where the receiver successfully decodes the message. 
The following are the natures of communication:

 Communication is:

· Dynamic: it is not static but it is ongoing.

· Behavioral interaction

· Sender’s and Receiver's phenomenon

· Complex
· What is communication
Communication is two-way process of reaching mutual understanding, in which participants not only exchange (encode-decode) information, news, ideas and feelings but also create and share meaning. 
I.e. it is the process of transferring information from a sender to a receiver with the use of a medium in which the 
      Communicated information is understood by both sender and receiver. 

There are two main types of communication, verbal and non-verbal:

· Verbal communication

Verbal communication occurs when a person clearly expresses all of their feelings, needs, wants, dreams, hopes, messages, values, beliefs and thoughts using language. The receiver has to be able to listen to the information, interpret the message, and if necessary, act upon any part of the message.

· Non-verbal communication

There are different types of non-verbal communication which include but are not restricted to: 
· Body language 
· Physical characteristics and appearance 
· Personal space 
· Environment

Body language

One of the main parts of our body used for non-verbal communication is our face which is very expressive and can communicate many different emotions without the use of words (eg. happiness, sadness, anger, shock). 
Other parts of the body, such as our arms, legs, hands, fingers, can also be used to communicate (e.g. hugging, pointing, giving directions). 
Physical appearance

Our body shape and size, hair, clothing, hygiene, how we hold our self and our persona all communicate something about us. 
Personal space

Personal space refers to the distance that you put between yourself and another person when you are talking to them.
Environment

The environment can really affect the way communication is taken or understood. The environment can have both a positive and negative effect on you.

· Social communication
The term social communication refers to using of social media. Social communication primarily explores the ways information can be perceived, transmitted and understood, and the impact those ways will have on a society. 

· Business communication
Business communication is the sharing of information between people within an enterprise that is performed for the commercial benefit of the organization. In addition, business communication can also refer to how a company shares information to promote its product or services to potential consumers.
· Methods of communication
The standard methods of communication are speaking or writing by a sender and listening or reading by the receiver. Most communication is oral, with one party speaking and others listening.
The main method of communication:

Content:

The content of the information plays a major role in workplace communication. The level of detail must be according to the grasping capacity of the audience. 

Frequency:

While formal workplace communication that is done too rarely or too often is not good for an organization, frequent informal workplace communication has its benefits.

Skills:

Getting the message across efficiently depends on the skills of the communicator such as presentation skills, group facilitation skills and written communication skills. 
· Types and characteristics of communication
Numerous new instruments have emerged over the years to help people communicate effectively.


Oral Communication:

Oral communication could be said to be the most useful form of communication. Whether it is to present some important data to your colleagues or lead a boardroom meeting, these skills are vital.

This is done either by phone or face-to-face.

Written Communication:

Writing is used when you have to provide detailed information such as figures and facts.
Body Language:

The most common methods of communication are carried out orally or in writing.
Your smile, your gestures and several other body movements send out a message to the people around you. 

Important Characteristics of Communication:
· It is a 2-way process.
· Communication process happens between or among two or more parties. (Sender and Receiver)

· Communication involves exchange of ideas, feelings, information, thoughts, and knowledge.

· Communication involves mutuality of understanding between Sender and Receiver.

· It can be Verbal and Non-Verbal Communication.
Verbal Communication:
1.) Oral Communication,
2.) Written Communication.


Nonverbal Communication:
1.) Body Language,
2.) Space and Time Language,
3.) Sign Language.
· Principle and practice of communication
· Communication cycle
Communication cycle refers to the whole process of communication from the origin up to conceptualizing and the response of the intended message by the right person. 
· Communication in an organization 
Organizational communication is a sub field of the larger discipline of communication studies. Organizational communication, as a field, is the consideration, analysis, and criticism of the role of communication in organizational contexts.

· Selecting appropriate communication method based on work place guideline.
Communication in the Workplace
Workplace communication is the process of exchanging information, both verbal and non-verbal, within an organization.
· Use questions to gain extra information
There are many reasons why you need to ask questions.

These three reasons are:

1. To gain Information

2. To clarify and verify Information, and

3. To checking for understanding and level of interest.

Gain Information
To gather additional information, someone may ask the concerned body in detail.
Clarify and verify Information
Clarifying questions are usually aimed to answer the questions such as: who, what, when, where, why, and how?
Checking for Understanding and Level of Interest
For understanding and evaluation purpose, someone may raise more questions.
· Identifying sources of information correctly
Source of information is anything that might inform a person about something or provide knowledge about something.
Source of information can be library, encyclopedia, newspapers, internet, cell phone, etc.
LO3.  Identifying and communicating issues arising in the workplace 
· Identifying issues and problems as they arise
Social problems, also called social issues, affect every society, great and small. 
The list of social problems is huge and not identical from area to area. Some predominant social issues include the growing divide between rich and poor, domestic violence, unemployment, pollution, urban decay, racism and sexism, and many others. 
Sometimes social issues arise when people hold very different opinions about how to handle certain situations like unplanned pregnancy. While some people might view abortion as the solution to this problem, other members of the society remain strongly opposed to its use. In itself, strong disagreements on how to solve problems create divides in social groups.
· Initiating dialogue with appropriate staff/personnel
The Dialogue activity allows you to start one-to-one conversations with your staff, or allow staffs to initiate conversations with you. This activity can be useful if you want to give private/group feedback to staffs. 

· Raising communication problems and issues as they arise
Good communication practices are at the heart of every successful business. Without successful internal communications, work processes slow down or grind to a halt and customers are not served properly. When processes do break down, you'll more than likely find some common communication issues at the root of the problem for managers and employees alike.
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