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COMMUNICATION SKILL: 

                                                         SUMMARY: 

Communication is the process of transmitting information and common 

understanding from one person to another. The study of communication is 

important, because every administrative function and activity involves some form 

of direct or indirect communication. 

❖ Defining Communication and Describing the Process: 

 Communication can be defined as the process of transmitting information and 

common understanding from one person to another (Keyton, 2011). Two common 

elements in every communication exchange are the sender and the receiver. The 

sender initiates the communication. In a school, the sender is a person who has a 

need or desire to convey an idea or concept to others. 

                                                                                The elements in the communication 

process determine the quality of communication. A problem in any one of these 

elements can reduce communication effectiveness (Keyton, 2011). For example, 

information must be encoded into a message that can be understood as the sender 

intended. Selection of the particular medium for transmitting the message can be 

critical, because there are many choices. 

❖ Barriers to Effective Communication 

➢ Process Barriers 

 

Sender barrier 

Encoding barrier 

Medium barrier 

Decoding barrier 

Receiver barrier 

Feedback barrier 

➢ Physical Barriers 

                            Any number of physical distractions can interfere with the 

effectiveness of communication, including a telephone call, drop-in visitors, 

distances between people, walls, and static on the radio. 



➢ Semantic Barriers 

                                        The problem is semantic, or the meaning of the words we 

use. The same word may mean different things to different people. 

➢ Psychosocial Barriers 

Three important concepts are associated with psychological and social barriers: 

fields of experience, filtering, and psychological distance (Antos, 2011)). 

Sincerity 

Empathy 

Self-perception 

Role perception 

Efforts to distort the message 

Images 

Vehicle for message 

Ability to communicate 

Listening ability 

Culture 

Tradition 

Conditioning 

Noise 

Feedback 

❖ Improving Communication Effectiveness 

➢ Sender's Responsibilities 

I. School administrators need to clarify their ideas before communicating 

II. Administrators need to examine the true purpose of each communication 

III. Administrators need to consider the total physical and human setting 

IV. Administrators need to consult with others, when appropriate, in planning 

communications 

V. Administrators need to be mindful, while communicating, of the overtones 

as well as the basic content of the message 

VI. Administrators need to take the opportunity, when it arises, to convey 

something of help or value to the receiver 

VII. Administrators need to follow up their communication 



VIII. Administrators need to communicate for tomorrow as well as today 

IX. Administrators need to be sure that their actions support their 

communications 

X. Administrators need to seek, not only to be understood, but to 

understand—be a good listener 

➢ Receiver's Responsibilities 

I. Stop talking 

II. Put the talker at ease 

III. Show a talker that you want to listen 

IV. Remove distractions 

V. Empathize with talkers 

VI. Be patient 

VII. Hold your temper 

VIII. Go easy on argument and criticism 

IX. Ask questions 

X. Stop talking 

❖ Active Listening 

I. Listen for message content 

II. Listen for feelings 

III. Respond to feelings 

IV. Note all cues, verbal and nonverbal 

V. Rephrase the sender's message 

❖ Conclusion 

                    Communication is the process of transmitting information and 

common understanding from one person to another. The elements of the 

communication process are the sender, encoding the message, transmitting 

the message through a medium, receiving the message, decoding the 

message, feedback, and noise. 

                                           


