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Abstract  
Communication is one of the key ingredients in an organization where 
message is transferred from one person to another. People interact and 
communicate with each other in an organization. In the education industry, 
effective communication is very important as it will enhance capacity building 
and development. Starting the point of policy making to the time of policy 
implementation, there is the need for effective communication so that 
organizational goals could be achieved.  The paper draws inferences from 
literatures and other periodicals. The paper looked into the concept of 
organizational communication and components of communication. It went 
further to look at the types, channels functions of communication. Despite all 
these, there were barriers to effective communication. The paper therefore 
recommends encouragement of feedback and timing message properly as 
guidelines for effective communication and suggested ways on how to improve 
effective communication. 
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In every human endeavour, be it in organization or education, information is 
disseminated and it is very important. People interact and communicate with one 
another in other to achieve set organizational goals. People exchange information 
concerning the environment, operational requirement, programme status and items of 
improving operation. The ability to exchange these activities requires communication 



 
 

282 
 
Journal of Resourcefulness and Distinction, Volume 12 No. 1, July, 2016: ISSN 2276-9684 

which is the hub and network that binds and links people together in any organization. 
Communication is derived from a Latin word "communicum" which means to make 
common, to share, to impact, to transmit'. People communicate effectively no matter 
where they meet each other which .gives rise to the promotion of human relationship 
and social behavior. People exchange ideas and information in order to create mutual 
understanding. That is why Iheonunekwu (2003) sees communication as the exchange 
of ideas, facts and emotions or opinions by two or more persons through the use of 
words, letters and symbols. In any organization therefore, communication is where 
members share, transfer ideas, feelings and messages from one member to another or 
sender to receiver, (Simon in Alugbuo, 2008). Communication is the transfer of 
information, meaning and understanding to a receiver. People are linked together in an 
organization to achieve a common purpose. In support, Hybels and Weaver (2001) aver 
that communication is any process in which people share information, ideas, and 
feelings and in addition involves not only spoken words but also body language, 
personal mannerism, style and anything that adds meaning to language.  In the way, 
Adeleke (1991), sees communication as the transmission of message from one point to 
the other. Hudson (1977) in his conceptualization views communication as ability to 
covey in the simplest form information or ideas which the recipient can easily 
understand and an ability on the part of the recipient to reciprocate in such a way that 
we can easily understand him.  

A manager or the leader has to explain the plans and orders to his subordinates, 
understand their problems and must be in touch with them. Moreover, for 
organizational communication to be effective, it must elicit meaning and understanding. 
In organization, the primary function of communication is to influence behaviour to 
achieve organizational goals. Three basic elements are inevitable in organization that is 
the sender, message and receiver. Therefore sound communication fosters mutual 
understanding and coordination among different units of the organization and 
communication process must exist. In support, Peretomode (2001) recognizes effective 
communication as a key ingredient that plays most vital role in the operation of an 
efficient organization i.e the passing of orders, policies and plans necessary to modern 
industrial life. 

Organizational communication is also defined as the process by which 
individuals stimulate meaning in the minds of other individuals by means of verbal or 
non-verbal messages in the context of a formal organization. The word process 
indicates that communication is dynamic and ever changing. To stimulate meaning 
suggests that it is through communication with others that we develop, generate, 
cultivate, shape and reshape ideas. It is rare that we develop an idea entirely on our 
own. Many of our ideas are formed or created by meanings that others have stimulated. 
Ideas stimulated may be verbal or non verbal messages. By verbal, we transmit these 
language codes or symbols in either spoken or written form. For example, when the 
manager says to you "I want this TRR memo handled tomorrow" you have to know the 
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language in order to respond. If you know that TRR stands for Travel Reimbursement 
and Request, you can respond in the appropriate manner. If you do not know, you have 
to ask what the "language" means.  By non verbal message, we are referring to 
messages such as tone of voice, eye behaviour, touch, hand gestures, body movements, 
facial expressions, and so on. When the manager stares at an employee when the 
employee walks in a few minutes late for the weekly meeting, meaning may be 
stimulated in the minds of everyone else in the room. Therefore, communication is said 
to be completed if the recipient of the communication is able to respond in such a 
manner that shows that he understands the message sent to him 
   
Components of Communication Process 

As communication is a complex process, you must know the components of 
communication process and how it works.  
The source: In the communication process, the source is the person who originates a 
message. In a broader view, the source could be any individual or collection of 
individuals-one person, a group, a duo (twosome), or an entire organization. It could be 
a group of managers wanting to explain policy changes to employees; it could be an 
employee explaining to another employee how to complete a certain task. Whether an 
organization, group, or individual, the source has three primary functions in 
communication:  
 (1) Determine what specific meaning is to be communicated, 
 (2)Encode (translating ideas and information into messages) meaning into one or more 
message, and 
(3)Transmit the message(s). In an organizational environment, one individual may 
assume all three functions, but it is not uncommon to see each one performed by a 
different person. For example, a manager wants to communicate certain ideas to his or 
her employees, he or she may turn to an assistant to seek advice on how to state the 
message, and then he or she, may select an employee others like and respect and ask 
that person to carry the message to the rest of the employees. It is therefore very 
important, that as sources we select messages that have mutual benefit for us and the 
receiver of the message. 
 
The Message: A message is any verbal or non verbal stimulus that elicits   meaning   in   
the   receiver.   When   communicating   in   any environment, most people use a 
combination of verbal and non verbal stimuli to stimulate meaning in another. For 
simplification, we can  think of verbal  as employing words and  non verbal as 
employing other stimuli (gestures, smiles, frowns, groans, nods, yawns, touching 
others, and so on) to stimulate meaning. It is not uncommon   for   an   employee   or   a   
manager   to   use   these simultaneously when communicating with each other. It is 
virtually impossible to monitor all non verbal   behaviours. For example, you can more 
easily monitor your selection of words, but it is very difficult to monitor every facial 
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movement, body movement, eye movement, leg movement, and so on. Sometimes our 
non verbal messages will convey much more meaning than our verbal. Good managers 
have learned to try to interpret the meaning behind the non verbal messages of their 
employees as well as the verbal messages; likewise for employees. 
 
The Channel: A channel is a means by which a message is carried from one person to 
another. In life interaction, our senses (sight, sound, touch, smell, and taste) become 
channels. Channels can also take the form of mediated systems -television, radio, the 
Internet, the World Wide Web, film, billboards, telephones, etc. In organizations, 
people often become the most important channels. People often become the most 
important channels. For example, supervisors function as channels between upper 
levels of management and lower-level employees. Secretaries often serve as channels 
between people of different level and or in different parts of the organization. People 
serving as channels make up the informal communication network in organization.  
 
The Receiver: Just as the source is the person who originates a message, the receiver is 
the person who acquires the source's message. Like the source, the receiver can be an 
individual, a group or an entire organization. The receiver performs three basic 
functions: 
1.    Receive the sources’ message 
2.    Decode    (translation    of    messages    into    ideas    or information) the message 
into some meaning and 
3.    Respond to the message. 
Again, it is typical for one person to handle all three functions, but not uncommon for 
more than one person to be involved. For example, a new employee might receive the 
message, but have an older, more-experienced employee interpret it for her or him and 
have another employee respond to the interpretation. 
For communication to be effective, employees and managers need to consider the 
backgrounds and experiences of each other. This may require that we "put ourselves in 
the other person's shoes". A manager needs to know the employees to have effective 
communication with them; likewise for an employee. One of the primary reasons for 
problems in the organizational environment is that individuals do not understand what 
one another is saying because they do not communicate with each other enough to get 
to know one another's attitudes and feelings. Hence, many employees make major 
errors in communication and so do managers. We have to be more effective sources 
and receivers if we want to improve communication. Even if our supervisor is an 
incompetent boss, we will be more effective in communicating with "the boss" if we go 
to the effort of getting to know him or her better so we are better able to adapt, our 
message to take his or her feelings into account. 
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Feedback: Feedback is the receiver's observable response (s) to a source's message. 
Such responses can be either of a verbal nature (for example. I don't agree with you; 
yes, that is right) or a nonverbal nature (for example, a frown, shaking one's head in 
disagreement, nodding in agreement. Feedback is extremely critical in all 
communication situations, but particularly so in interpersonal communication between 
manager and employee. A manager can carefully observe an employee's response to 
judge the success or failure of messages being sent. When feedback is negative, new 
messages can be constructed. Feedback is the method we use to regulate the messages 
we send and those that are sent to us. Many astute managers have "advisory" groups or 
boards comprising selected employees whom they use as "sounding boards" for 
messages and information that is going to be sent to all employees. These "sounding 
board" groups have ideas bounced off them and how they respond often determines 
how the message is sent or whether it is even sent to other employees in the company at 
all. 
  
Goals: Generally there are three major goals of communication in the organizational 
environment; developing interpersonal relationships, gaining compliance, and gaining 
understanding. 

Although the three goals can be separate, it is rare when they are achieved 
independently. In other words, to achieve one of these goals usually requires that one or 
both of the other two also be achieved. Relationship development in the organization is 
a good example. Often when we meet people in the work environment, we establish a 
relationship and gain some understanding about them. This assists us when we want to 
gain a person's compliance.  
 
Types of Communication 
There are two types of communication systems in an organization, formal and informal. 
Formal communication systems consist of established procedures, policies, information 
processing and scheduled reports. The formal system may be either impersonal, that is 
written or taped or interpersonal that is face to face meeting for regular performance 
appraisal or committee meetings. Effective communication is top down, bottom up and 
lateral. 
 
Downward Communication 
This type of communication flows from individuals at higher level of the hierarchy to 
those at the lower levels in an organization, the advantages of this type of 
communication include. 
1. To provide specific task directives or job instruction 

2. To provide information about the rationale of job.  

3. To    provide    information    about    organizational     policies, procedures and 
practices. 
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4. To provide performance feedback to subordinate. 
5.  To enable decisions taken by managers to result in action by employees. 
6.  Costs should be reduced because fewer mistakes are made. 
7. It must encourage a greater commitment from employees which results to 
better services from organization. 
8. From all theses should steam together effectiveness and profitability for the 
organization.  
 
Upward Communication 
This upward communication approach flows from subordinates to superior. It is 
important for the following reasons. 
1. It helps managers to keep in touch with employees’ attitudes  and values. 

ii. Supply information to upper levels. Thus it helps managers  to  understand 
employees concern. 
2. It can alert managers with the information that they need for  decision 
making. 
3. It helps employees to feel that they are participating and  contributing  their 
quota in realizing the objectives of the  organization. 
4. It can provide managers with the information that they need for  decision 
making. 
5. It encourages motivation. 
6. It provides some feedback on the effectiveness of downward 
 communication and ideas on how it may be improved.  
 

Functions of Communication 
Communication serves many functions in organizations. There are six 

functions that seem to dominate communication in the organizational context. The 
functions are to inform, regulate, integrate, manage, persuade, and socialize. 
 
1. The informative function 
 The communication is fairly self -explanatory. It is the function of providing needed 
information to personnel so they can do their jobs in an effective and efficient manner.  
People need to be informed about any changes of procedure or policy that are related to 
their work. Sometimes this function is accomplished by people at higher levels sending 
information must contact people who have the needed information to acquire it.  Many 
of the informative communication in organizations is conducted in a written format. 
This way, a whole group of employees can be informed with one message and at one 
time.  On the other hand, managers may decide to all a meeting once each week (or 
month) which is primarily of an informative nature.  Most employees understand that 
such meetings are for the purpose of disseminating information and can be prepared to 
inquire about matters about which they feel they need additional information. 
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2. The Regulative Function 
This communication is involved with the communication that is directed towards 
regulatory policies within the organization or messages about maintenance of the 
organization. For example, an employee might be informed by the manager that he or 
she has broken some rule or regulation and is not to break it again. Communication that 
involves the regulative function is often not pleasant, but it is essential to the smooth 
operation of the organization. The integrative function of communication is focused on 
coordination of tasks, work assignment, group coordination, or the fusing of work units 
towards a common goal. In other words, it is communication directed at getting people 
to work together and have tasks coordinated so the "left hand knows what the right 
hand is doing". It is an attempt to get people to work together and make things run 
more smoothly. For example, consultants often will find employees duplicating each 
other's work, whereas if there were more integrative communication, one could do one 
task and another do a related task. 
3. The Management Function 
 Communication is directed toward the three goals mentioned earlier. It is 
communication focused on getting personnel to do what is needed, learning information 
about personnel to know them better, and establishing relationship with personnel. If 
one can meet the interpersonal relationship goal and the understanding goal, he or she 
might have a better chance at knowing "how to manage" the employees. 
4. The   Persuasive   Function 
The   communication   is   an outgrowth of the management function. Here the 
supervisor is attempting to influence the Employee to do something in particular. 
Whereas simply issuing of an order might accomplish the same function. This approach 
makes for much better relations between supervisors and subordinates.  
5. Finally, We have the Socialization Function 
 This perhaps the most important function in an organization that can determine 
whether an individual survives well, or not at all, in an organization. It means being 
integrated into the communication networks in the organization. It means being told 
whom one should talk to and what one should talk about. In certain situations, it means 
being told how to address others, being told informal norms of organization (what 
social gatherings to attend what to wear at luncheons, what things others find 
offensive), it means being told the idiosyncratic behaviours (and pet peeves) of others. 
It means knowing whom you should associate with and whom you should avoid (who 
are the "in" people and who are the "out" people). In a nutshell, it means survival. 
Today, many organizations realize the value of this function and will assign each new 
employee to employee who has been with the organization for some time so the 
experienced person can assist the new-comer in "settling into" the organization the first 
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two or three weeks. These guides help new employees “learn the ropes” without 
upsetting the system on saying things that could hurt them with the older, more 
established employees. 
 
Guidelines for improving communication with employees 
(a) Develop a company-wide communication programme (b). Build trust. 
(c) Seek not to misunderstand but also to understand others and be a good listener. 
(d)Use clear and concise words. (e). Consider the total physical and human setting 
whenever you communicate and be mindful, while you communicate of the overtones 
as well as the basic content of your message, (f) Select proper channels to convey 
messages,  
(g). Encourage feed-back, (h). Use multiple channels of communication that will work 
most effective with those you want to communicate with, 
 (i). Use face-to-face communication whenever necessary, 
 (j.) Use repetition if the message is complicated,  
(k). Follow up important verbal discussion with a note.  
(I). Be sensitive to educational or official status,  
(m.) Regulate information flow and use the informal communication channels. n. Time 
messages properly, (o). Remove inter-group hostility, 
 (p). Be sure your actions support your communication.  
(q). Repair all faulty communication system. (Peretomode, 1991). 
 
Barriers to Effective Communication in Organization 
In every organization when dealing with human resources, effective communication is 
very necessary. But some problems and barriers may hinder effective communication 
through:  
 
Social Problems 
• Articulation and Lack of Clarity: One of the contributions is clarity of what it takes 
to excel in the position between employee/managerial relationships. When goals are not 
properly clarified and articulated, communication is affected. 
• Jumping to Conclusions: In a workplace, both the sender and the receiver in 
communication who fail to listen to each other and jump to conclusions in issues affect 
communication. A manager who has a closed mind and is self-centred can hamper 
effective communication with employees when he has no listening ears. 
• Lack of Respect: Communication involves the use of tremendous amount of 
symbolism and when it is lacking can be a threat to effective communication. Ideas can 
be shared when people respect and communicate with each other. But when ego and 
lack of respect get in the way of effective working relationship, communication is 
affected. 
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• Language: Much of what is communicated depends on words, context, insinuation, 
local definitions, common dialect usage and accent. The language a manager or 
administrator uses to address his subordinators or members in a workplace can hamper 
effective communication. 
• Status Difference and Lack of Empathy: Newer employees listen to their superiors 
and bosses. At times these bosses exhibit job status and rank. They use their positions 
and ranks to   intimidate   and   withheld   vital   information   from   their subordinates.  
Lack of ability to transmit /provide adequate information aid to help an employee 
understand what is going on in the organization will affect organizational growth. 
 
Psychological Barriers: Ezeala (2008) attest that tasks could be placed so as break 
down or distort communication in office. Any job or task which affects the psychology 
or gives stress can reduce communication   flow.   Psychological   barriers caused   by   
physical obstruction in area of communication flow can lead to problems. Such 
physical obstacles like long lives of   communication network, faulty telephone 
connection, breakdown in computer, tele –printers or e-mail systems, power failure that 
affect words process, etc. 
 
Physical Distance/Barriers 
According to Iheonunekwu (2011) workers separated by great distances from the 
source of authority at the top of management have difficulty in communicating upwards 
eg. Principals and teachers Noise: is anything that hinders sending or transmitting or 
receiving a message in an organization. For instance, a noisy environment where 
loudspeakers are on, radio is put to the highest volume, generator is put on, horns are 
being blast, music are played etc. may hinder clear thought and written development 
and cause gap in communication.  
 
Sociological Barriers 
Varying Perception: Information or message is perceived differently by people. An 
observer or observers of an event cannot analyse that event the same way. So in an 
organization differences in interpretations are caused by selective perception that 
appeals important to an employee. This causes distortion in communication as people 
choose and believe in the information or listen to the message they are interested in. 
 
Conclusion 

Communication is a dynamic process. It is an indispensable process in 
organization because it is the means by which decisions are made and implemented. It 
is the vehicle that carries the basic management functions. Hardly can any action be 
carried out in an organization without communication. Therefore, a manager or 
administrator must learn to sharpen his or her skills of communication with employees 
or staff, 
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Recommendations for Improving Communication with Employees 
Based on the conclusion, the following recommendations were made to improve 
communication with employees: 
• Mutual trust should be developed. When trust and respect are built, 

credibility between receiver and sender will lead to effective communication. 

� That both managers and administrators should develop good listening habits in 
order to communicate effectively. The ability to tolerate subordinates will hasten 
understanding and appreciation of their work and make it easy for managers or 
administrators. 
� The receiver and transmitter should avoid too much official status or 
organizational levels. When message or information is got, it should be passed down 
immediately and properly. 
�  The tone in sending the message, the   choice of words should be clear, 
concise, simple and understandable.  
� The administrators or managers should watch out for nonverbal communication 
signs and understand the signs like rising of eyebrow, handshake, body gestures, 
smiles, silence etc. 
� The emotional stability and grapevine should be checked which will help in 
fostering amicable cordial relationship between the sender and the receiver of the 
message for effective communication. 
If all these things are effectively carried out, then the nation will be on the route to 
national development. 
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