Directing is the key managerial function, A man T it Ao, el g oy
. - t has (o perform this function along with planning, organ
staffing and controlling while discharging it il S L st

B his duties in the organization. While other functions prepare a setting for
action, directing initiates action in the organization, ;

b ', Y - .' °cling involves guiding, coaching, instructing, motivating and leading the people in the
arganization to achieve organizational objectiy

€s.
Meaning of Directing
1. *What is directing?

(1 or 2 marks)
Ans: Pi@ﬁng refers to the process of instructing, guiding, counselling, ‘motivating and leading people in the
organisation (o achieve its objectives. '
In simple, Directing means giving instructions and guiding people in doing work.
It1s one of the key managerial functions performed by every manager. R
2. "State ary two characteristics of directing function of management. 2 Marks

Ans: Characteristics of Directing:

(1) Directing initiates action: Directing is a key managerial function which initiates action in the organisation.
(2) Directing takes place at every level of management: Every manager from top executive to supervisor
performs the function of directing.

(3) Directing is a continuous process: Directing is a continuous activity. It takes place throughout the life of the
organization,

(4) Directing flows from top to bottom: Directing is first initiated at top level and flows to the bottom through
organizational hierarchy. (Write any two points)

Importance of Directing
Every action in the organisation is initiated through directing only. Directing guides towards achievement of

common objectives, Through directing, managers not only tell the people in the organisation as to what they should

do, when they should do and how they should do but also see that their instructions are implemented in proper
perspective. :

3. *State any two importance of directing, 2 Marks
Ans: lmportance of directing

(1) Directing helps to initiate action by people in the organisation towards attainment of desired objectives.




4

niples of directing which help the managers in directing process:

 Organisation to contribute to his maximum potential for achiev
t should bring out untapped energies of employees for the efficiency of
lagement may have a good motivation plan with suitable monetary and n
) Ha y of objectives: Good directin
~ the organizational objectives. This can be ensured by convincing that employee rewards and work efficieng
~ arc complimentary to each other. :

ibution: This principle emphasizes that directing techniques must help e

ement of organizatigy,
the organization, For thi
on-monetary rewards,

g should provide harmony of individual objectives of employees ang

Q’u of command: This principle insists that a
~ one superior only. Adherence to this principle ens
(4) Appropriateness of direction techniques:

motivational and leadership technique shoul
money can act as powerful motivator while

(5) Managerial communication: Effective managerial communication across all the

ecting should convey clear instructions to creat
subordinates. Through proper feedbac

ustructions clearly.

person in the organization should receive i

nstructions frop
ures effective direction.

According to this principle, depending upon situations, appropriate
d be used while directing the people. For exam

ple, for some people
for others promotion may act as effective moti

vator.

levels in the Organisatiop

¢ total understanding 3

k, the manager should ensure that subordinate understands kns

present in thnél

(7) Leadership: While directing the subordinates, man

agers should exercise good leadership as it can influence
the subordinates positively without causing dissatisf,

action among them, !
8) Follow through: Mere giving of an order is not sufficient. Man
continuously whether orders are being implemented accordingly o

necessary, suitable modifications should be made in the directions,

agers should follow it up by reviewing
[ any problems are being encountered. If

While directing, a manager has to follow these principles to make direc
deal with people of diverse background and expectations with ease
Elements of Direction:

Following are the elements (the activities related to directing) of directing:
(1) Supervision

(2) Motivation

(3) Leadership

(4) Communication

ting process effective. This helps him ©
and comfort,




eState any one element of direet; o
clnullng. ! Mark
\ns: Elements of divection:
1 Supervision
Y1 Aobhvanon

3 Leadership

L Communication |
(Write any one point)

Supervision

6. *What do you understand by supervision? >R iark

2 Supervision is an eleme o
ns ‘ an ¢ g . .
' | ement of direction. It is a process as well as a function performed by supervisor.

supervision is the process of guiding the efforts of

’ employees and other resources to accomplish the desired
objectives. It me

ans overseei : : . .. : :
Bl : eing what is being done by subordinates and giving instructions to ensure optimum
uthzation of resources and achievement of work targets |

7 f\\ hat is supervision? Explain the role played by a supervisor. (or) What is Supervision? Explain the
importance of supervision. 8 Marks

1s: Supervision i R . - _
Ans: Supervision is an element of direction. It is a process as well as a function performed by supervisor.

Supervision is the process of guiding the efforts of employees and other resources to accomplish the desired

objectives. It means overseeing what is being done by subordinates and giving instructions to ensure optimum
utilization of resources and achievement of work targets.

Importance of supervision (or role played by a supervisor)

Supervision, being a process and a function performed by supervisor, plays an important role in the success of any
organization (as he has direct contact with workers) o | )

(1) Supervisor maintains friendly relations with workers. A good'supervisor acts as a guide, friend and
philosopher to the workers.

2) Supervisor acts as a link between workers and management: He conveys the objectives, ideas and plans of
the management to the workers and workers problems to the management. This helps to aveid
misunderstandings and conflicts between management and workers / employees.

(3) Supervisor plays a key role in maintaining group unity among workers placed under his control. He sorts out
internal differences and maintains harmony among workers. '
(4) Supervisor ensures performance of work according to the targets set. He takes responsibility for task
achievement and motivates his workers effectively. Motivated workers perform the tasks assigned to them
efficiently and effectively.
(5) Supervisor provides good on the job training to the workers / employees: A skilled and knowledgeable
supervisor can build efficient team of workers.
(6) Supervisory leadership plays a key role in influencing the workers in the organization. A supervisor with
good leadership qualities can build up high morale among workers.
(7) A pood supervisor analyses the work performed and gives feedback to the workers. He suggests ways and

means of developing work skills.



ot in a desired manner to achieve certain organi;
stimulating (or inducing) people to action to accomplish desired goals,

.

OR v : _
ts employees ability to work into their willingness to work by offering thepy
Chard. -

§ » Z-Mar S
iam G. Scout, “Motivation means a process of stimulating people to action to accompligp

Vhat 5 'nmﬁve?

INC

otive is an inner state that energises, activafes or moves and directs behaviour towards goals.
What is Motivator?

1 Mark

1 Mark

~Ans: Motivator is the technique used to motivate people in an organisation. E.g. pay, bonus, promotion etc. 7 1

12. %ﬁ:my two features of motivation. - 2 Marks
’ Ans: Features of motivation: 2
(1) Motivation is an internal feeling: The urge, drives, desires, as

pirations, striving or needs of human being
which are internal, influence human behaviour. [For exa

mple, people may have the urge or desire for !
POssessing a car or a comfortable house. These urges are internal to an individual] |

|
(2) Motivation produces goal directed behaviour.

(3) Motivation is a complex process as the individuals differ in

their expectations, perceptions and reactions. e.g.al
particular type of motivation may not have uniform effect o

i
n all the members, - |
(4) Motivation can be either positive or negative: Positive motiy

Pay, promotion etc. Negative motivation uses negative means like punishment, stopping increments etc., which |
may also induce a person to act in the desired way.

(Write any two points) |
Motivation Process: ivati ' ‘

ation provides positive rewards like mcrease in

need is satisfied, the individual is relie\/ed of tensic,
Importance of Motivation

Motivation is considered important because it helps to identify
organisation and thereby helps in improving their performance.

1.

and satisfy the needs of humap resources in the

13. #State any two benefits of motivation. ‘ 2 Marks
Ans: Beaefits (or importance) of motivation : :

(1) Motivation helps to improve performance levels of employees as well

as the organisation (This is because
motivated employees contribute their maximum efforts for organizational goals) ‘
RPN e - e .




h M m ﬁf ma mhmdinsmw -
Nuﬁ'aﬁm is the process of stimulating (or induci
e, motivation is an inducement to act,

OR ‘ ‘
Motivation is the process which converts employees ability to work into their willingness to work by offering e
incentives and i mspmng them to work hard.

Maslow’s need Hierarchy theory of Motivation:

Abraham Maslow, a U.S. Psychologist, developed a theory of motivation (in 1943) based on human needs. He felt
that within every human being, there exists a hierarchy of five needs. They are:

(1) Basic physiological needs: These needs include need for food (to satisfy hunger), clothing, shelter, sleep etc.
These are the most basic human needs. These needs are to be satisfied by every one in the first mstance In the

organizational context, basic salary helps to satisfy these needs. ;

(2) Safety / security needs: These needs provide security and protection from physical and emotional harm.
Examples: Job security, stability of income etc. For an individual, these needs arise only when he / she is
reasonably satisfied with physiological needs.

(3) Affiliation / Belonging needs: These needs include individuals desire for affection, sense of belongingness and
friendship. They become important only when physiological and safety needs are satisfied.

(4) Esteem needs: These needs include factors such as self-respect, autonomy status, recognition and attention.
Once, the first three levels of needs are reasonably well satisfied, a person thinks of esteem needs. -

(5) Self actualization needs: These needs include growth, self-fulfillment and achievement of goals. Thus, it 1s
concerned with the drive to become what one is capable of becoming. It is the highest level of need in the
hierarchy. |

Thus, Maslow’s theory focuses on the needs as the basis for motivation. This theory is widely recognized and

appreciated. The theory is still relevant because it helps the managers to realise that need level of employee should

be identified to provide motivation to them.
15, #State any one assumption of Maslow’s need Hierarchy theory of motivation.

Ans: Maslow’s need Hierarchy theory of motivation is based on the following assumptions:

1 Mark

(1) People’s behaviour is based on their needs. Satisfaction of such needs influences their behaviour.

(2) People’s needs are in hierarchical order, starting from basic needs to other higher level needs.



actualisation
needs

Esteern
needs

/:fﬁliation' / belongingness nceds

Safety / Security needs

Basic physiological needs

Financial and Non-Financial Incentives
19. *Explain any four financial incentives and any four

of 2 company.

Ans: Incentive means all measures which are used t

These incentives may be:

(1) Financial Incentives: Financial Incentives are the inc
motivate people for better performance. The financial incentives general

company are:
(1) Pay and allowances:

Allowances include — basic pay, dearne
monetary form. Salary system consists of regular increments in the pay every year an
from time to time. For every employees, salary is the basic monetary incentive.

(2) Productivity linked wage incentives: Linking wages to productivity of in-dividualé
another form of incentive used (o motivate employees, The individual or group which increases prod
get more wages and this acts as a motivating factor.

ﬂ) Bonus: Based on profit, employees may be given bonus.
salary to the employees. To get bonus, employees are motivated to improve their performance.

ate émploy
8 Marks

performance.

non-financial incentives used to motiv

o motivate people (i.e., employees) to improve

-

entives which are in direct monetary form and serve 0

ly used to -motivzite employees in a

give payl and allowances to their employees. Pay ané

Generally, all the enterprises
paid i

ss allowance, house rent allowance and other allowances which are
d enhancement of allowances

or production groups is
uctivity will

Bonus is the incentive offered over and above Wage s/




 Profit sharing: Companies mav <har . o
! i | § may share their profit with the employces. This will motivate the employees to

ove their performance and contribute to increase in profits

5 Copartnership / stockoption: o ' . »
ik “[I) 1 ption: Under these incentive schemes, employees are offered shares of a company at a
oprice which as lower than market price . - .
L4 es the . m ket price. The allotment of shares creates a feeling of ownership to the employees
and makes them 1o contribute for the growth of the organization.,

6) Retirement benefits: Sever . i _ ' '
o .St\ eral retirement benefits such as provident fund, pension and gratuity offered to the
smployees also acts as an incentive to motivate them

7) Perquisites: In many i ‘o . . ) .
4 dati Y companies perquisites and fringe benefits such as use of companies car, provision of rent
rec accommodation, provisi . . . ]
| o on, provision of free medical facilities and free education to children are offered over and above
he salarv. ese perquisi . . . ] )
: perquisites helps to provide motivation to the employees. (Write any four points).

) Non-financial i ives: . 2% ) . . ,
b ae cial incentives: Non-financial incentives focus on providing psychological and emotional
sausfaction to employees. Some of the important non-financial incentives are:

(1 Statu§: (?0mpany can motivate its employees by raising their status. Status means ranking of positions in the
ors ar.nsauon‘ When company gives more authority, responsibility, rewards, recognition, perquisites and
prestige of job, it raises the status of an individual and motivates him / her to improve the performance.

[B]

Organisational climate: Managers may take positive measures regarding organizational climate /
characteristics such as granting individual autonomy to employees, giving consideration to employees
reasonable request, which helps in motivating employees to perform better.

Career advancement opportunity: Providing opportunity to employees to improve their skills and giving
them promotion to the higher level jobs also acts as motivating factor which encourages employees to exhibit
improved performance. Appropriate skill development programmes and sound promotion policy will help in

this regard.

(3

(4) Job enrichment: Jobs can be enriched to motivate employees to work hard for better performance. Jobs can be
cnriched by designing jobs that include greater variety of work content, by giving workers more autonomy and
responsibility and by providing the opportunity for personal growth and a meaningful work experience.

(5) Employee recognition programmes: Employee recognition programmes (a show of appreciation) such has
congratulating the employee for good performance, displaying the achievement of the employee on the notice

board, installing award or certificate for best performance, distributing mementos and T-shirts and rewarding

an employec for giving valuable suggestions will make employees feel motivated to perform at a higher level.

(6) Job security: Providing job security to employees is another non-financial incentive that can be offered by a
company to motivate them to work hard with greater zeal. |

(7) Employee participation: Employees can also be motivated to work better by involving them in decision
making of the issues related to them.

(8) Employee empowerment: Empowering employees by giving more autonomy and powers is yet another way
of motivating employees to usc their skills and talents positively in the job performance.

(Write any four points)
Thus, both financial incentives like salary, wages, bonus etc. and non-financial incentives like status, promotion

opportunity, job enrichment, job security ete. will influence employees behaviour and motivate them to better their

performance.



luencing the »i ﬁnmfpwplebymn]dng them strive V@I

[March 2019) M,
_ : Mﬂoh “Leadership is the art or process of influencing people so that they,,
wisiastically towards the achievement of group goals”.
OR

ge Terry, “Leadership is the actmty of influencing people to stnve wﬂhngly for group Objectiyg
S mhtmu of leadership.
Ans: Features of leadership:
lmlp indicates ability of an individual to influence others.
m Leadership is a continuous process.
(3) Leadership tries to bring change in the behaviour of others.
14) Leadership indicates interpersonal relations between leaders and followers.

2 Man

15) Leadership is exercised to achieve common goals of the organizatioh.

Importance of Leadership

Leadership is the key factor in making any organisation successful. It is rightly said that, managers are important
but leaders are vital for lasting organizational success. In fact, as a leader, Narayana Murthy took Infosys company
10 the glory. Similarly as a leader Azim Premji took Wipro to the new height. :

(Write any two points)

’ 23. State any two benefits (or importance) of leagership. : : . 2 Marks 1‘

Ans: Benefits (or importance) of leadership:

(1) Leadership influences the behaviour of people and makes them to pos1t1ve1y contnbute their energies for the
benefit of the organisation. Good leader always produce good results.

(2) A leader maintains personal relations and helps followers in fulfilling their needs. He creates congenial work
environment. |

(3) Leader plays a key role in introducing required changes in the organisation.

(4) A leader handles conflicts effectively and does not-allow adverse effects resulting from the conflicts.

(5) Leader provides training to his/her subordinates. (Write any two points)

Qualities of Good Leader

24. *Explain the qualities of a good leader. [March 2019] : 8 Marks

Ans: A good leader can influence the behaviour of his/her subordinates positively and can take the organisation ©
the suceess. To be a good (successful) leader, a person should possess certain qualities. Some of these qualities are:

(1) Physical features: Physical features like height, weight, health and appearance determine the physw'cll
personality of an individual. A leader with good physical features can attract people. Health and endurance help

h' & leader to work hard which inspires others to work with same spirit,
. e s, .




(6 Ms. A leader shmﬂd be an %@‘ML
m ihem through satisfying their needs, | - . o M

o :sel'eonﬁdence' A leader should have high level of self confidence aﬂd should ﬁ&ﬁﬁfé to create confidence in

subordinates. He should not loose his conﬁdence even in most dlfﬁcult times.

(8) Decisiveness: Leader should be decisive in managing the work. Once he is convmced about a fact, he should
be firm and should not change opinions frequently. - '

(9) Social skills: A leader should be sociable and friendly with his colleagues and followers. He should understand
people and maintain good human relations with them. -

All good leaders may not necessarily possess all the qualities of a gbpd leader. But they can try to acquire them

through training and conscious efforts. A good leader can see that work is completed on time and goals are
achieved at minimum cost. Thus, a good leader can bring effectiveness and efficiency in the organisation.

25. *State any one quality of a good leader. @ | . 1 Mark -
Ans: (1) Communication skills '

(2) Self confidence

(3) Motivation skills (or any one point of Q. 24 abeve) '

Leadership style: Depending upon the use of authority, there are three basic styles of leadership. They are:
(1) Autocratic or Authoritarian leader: An autocratic leader gives orders and expects his subordinates to obey

these orders.

(2) Democratic or participative leader: A democratic leader will develop action plans and makes decisions in
consultation with his subordinates.

(3) Laissez faire or Free rein leader: Such a leader avoids using power. The followers are given a high degree of
independence to formulate their own objectives and ways to achieve them.

26. *State any two leadership styles. 2 Marks
Ans: Leadership styles:
(1) Autocratic leader
(2) Democratic leader
(3) Laissez faire leader (Write any two)
1 Mark

27. State any one leadership style.
Ans: Write any one point of Q. 25 above




Communication

Communicati
ation plavs kev rale | . .
plays key role in the success of a manger. Dirccting abilities of a manager mainly depend upon hig

communication skills.
2 Mark
S

8. *\Wha i
. *What is communication?
etc. between OF among people

OR

n two or more persons to reach commop

'.“| 10917 . . ‘.
Communication is the process of exchange of information betwee

understanding.
| 2 Marks

’ * . . .
29. *Define communication. ‘
n does when he wants (o create

“Communication is the sum of all things one perso . nts t
ocess of telling, listening and

Ans: According to Louis Allen, _
s systematic and continuous pr

understanding in the mind of another. It involve
understanding.;’

OR

Accordine to Koontz and Weihrich, «Communication is transfer of information from the sender to the recetver with

the information being understood by the receiver.”

Elements of Communication Process

olves elements like source (i.., sender), message, encoding, media / channel,

The process of communication inv

receiver, decoding, noise and feedback.
3(. *State any two elements of communication process. 2 Marks

Ans: Elements of communication process:
(1) Sender: Sender (i.e., source) is a person who conveys his thoughts or ideas to the receiver.

(2) Message: It is the content of communication such as ideas, orders, suggestions, etc.
e message into communication symbols.

(3) Encoding: It is the process of converting th
message is transmitted to receiver. The media or channel may be

(4) Media: It is the path through which encoded

in written from, face to face, phone call, internet etc.

(5) Decoding: It is the process of converting encoded symbols of the sender.

(6) Receiver: It is the person whio receives communic
(7) Feedback: It includes all those actions of receiver indicating that he has received and understood the message

ation of the sender. -

of sender
(8) Noise: Noise means some obstruction or hindrance to communication. (Write any two points)

Importance of Communication
31. #*What is communication? Explain the importance of communication. ' 8 Marks

Ans: Communication refers to a process of exchange of ideas, views, facts, feelings etc. between or among people

(0 create common understanding.

OR
Communication is the process of exchange of information between two or more persons to reach common

understanding,



mportance of communication: ST . - o
lmp Communication is one of the most central aspects of managerial activiuies. It 15

. foundation of all group activities .
" S test e following points will highlight the importance of communication.

1) Acts as basis of co-ordination: at] inati |
( on: Communication acts as basis of coordination. It ensures coordination among

departments, activities and :

1 and persons 1n the organisati . o g h d
“thel i e mode
of their achievement, ganisation by explaining about organlzallona] goals and t

7) Helps in smooth worki . ' .
(2 Ing of an enterprise: Communication makes possible for the smooth and unrestricted

working of the enterpri ot
rprise. All organizational interactions depend on communications.

3) Acts as basis of decisi - . :
( on making: Communication provides needed information for decision making. Only on

e basis of relevant i -
the basis of relevant information communicated, one can take right decision.

4) Increases manageri | : . ) .
(4  seerial fu t.g rial efficiency: Communication is essential for quick and effective performance of
nctio . . ,
) ogs'b-l-t- (Ills. The management conveys the goals and targets, issues instructions, allocates jobs and
re ibilities s . . ‘
p t 1 and looks afte; the performance of subordinates. Communication 18 involved in all these
aspects. ‘

romots ' ¥ , ' :
(5) Promotes cooperation and industrial peace: The two way communication promotes cooperation and mutual

e I . .
understanding between the management and workers. This leads to industrial peace and efficient operations.

(6) Establishes effective leadership: Communication is the basis of leadership. Effective communication helps to

influence subordi.nates. While influencing people, leader should possess good communication skills.
bles management to

(7) Boosts morale and provides motivation: An efficient system of communication ena
ees and managers. It

motivate, influence and satisfy the subordinates. It also helps to boost morale of employ

improves good human relations in industry.

From the above it is clear that effective communication system increases managerial efficiency and thus plays an

important role in the success of any organisation.

Formal and Informal Communication

Communication taking place within an organisation may be broadly classified as:

(1) Formal communication, and
(2) Informal communication

Formal Communication
communication flows through official channels designed in the organisation chart. This communication

ke place between a superior and subordinate or among same cadre employees Or mManagers. The

nication may be oral or written. Formal communication may be vertical or horizontal.

Formal
may ta
commu
upwards or downwards. Upward communication flows from a
of leave, submission of progress report, request for
r to subordinate examples are, sending notice to

gement to the subordinates etc.

Vertical communication flows vertically,
subordinate to Superior. Examples are application for grant
Downward communication flows from a superio

grants etc.
passing on guidelines framed by top mana

employees to attend a meeting,

mmunication takes place between one division and another or one department and another. Example,

Horizontal co
between production manager and marketing manager.

communication



TR
1) ! 1 ratinn
mmunication.

,a'!..l'v'l e i g

(Write any one point)

mal Communication _ |
hat is informal communication? . | } 2 Markg
smmunication that takes place without following the formal lines of communication is called as informg
ion. E.g., workers discussing about rumours that some employees likely to be transferred.

- :
35, *What is grapevine communication? ‘ 2 Marks
Ans: Grapevine (or informal communication) is an informal channel of business communication which takes place .j
without following the formal lines of communication. It spreads throughout the organisation in all directiong |
\rrespective of authority levels. E.g. workers discussing about the behaviour of the superior, discussing about |

rumours that some employees are likely to be transferred. |

36. *Name any one type of Grapevine network. ' L : - 1 Mark |
' Ans: Types of grapevine network: i |

(1) Single strand network

(2) Gossip network

(3) Probability network

(4) Cluster network (Write any one point)

Barriers to Communication

It is generally observed that managers face several problems due to communication barriers. These barriers may |
prevent @ communication or filter part of it or carry incorrect meaning due to which misunderstandings may be |
ereated, The barriers-lo communication in the organizations can be broadly grouped as: |

(1) Semantic barricrs‘.

(2) Psychological barriers,
(3) Organisation barriers, and
(4) Personal barriers,

ke




: (Write any two points)
e any two Psychological barriers to communication. . 2 Marks

(1) Premature evaluation of message by the receiver.

(2) Lack of attention: Non-listening of message due to lack of attention by the receiver.

(3) Loss of message by transmission and pbdr retentién of message by the receiver.

(4) Distruct between the sender and the receiver of message. : : : _ (Write any two points)

40. State any two organizational barriers to communication. : i 2 Marks
Ans: Organisational barriers to communication:

(1) Some times, oyganizational policy may not be supportive to free flow of communication.

(2) Rigid rules and cumbersome procedures may be a hurdle to communication.

(3) Sometimes a status conscious manager may create a problem. |

(4) Complexity in organisation structure may lead to delay and distortion in communication.

(5) Inadequate organizational facilities fer free flow of communication. (Write any two points)
41. State any two personal barriers to communication. ‘ 2 Marks
Ans: Personal barriers to communication:

(1) Fear of challenge to authority.

(2) Lack of confidence of superior on his subordinates.

(3) Unwillingness to communicate

(4) Lack of proper incentives (Write any two points)

42. What are the common barriers to effective communication?
Ans: Refer Q.no. 38, 39, 40 and 41,

8 Marks



communication: The person sending the message should be very clear in hig hey
¢ wants to say. The message should be stated in such a manner that it ig Clearly

te according to the needs of receiver: Manager should gdjust, his communication according o
nd understanding levels of subordinates. :

hers before communicating: Before actually communicating the message, 1t 19 better to inyoly,
eloping a plan for communication. Participation and involvement of subordinates may help to gain

B “aware of languages, tone and content of message: The language used should be understandable to e

[ receiver and should not offend the sentiments of listeners. The tone of the message should not hurt the feelingg

of the receiver. Further, the message should be brief. It must be able to evoke response from the listeners.

(5) Convey things of help and value to listeners: While conveying message to others, it is better to know the
interests and needs of the people with whom you are communicating. ' :

(6) Ensure proper feedback: The communicator may ensure the success of communication by asking questiong
regarding the message conveyed. The receiver of communication may also be encouraged to respond to
communication. The communication process may be improved by the feedback received. '

(7) Communicate for present as well as future: Communicate according to the requirements of present as well
as future needs.

(8) Follow up communications: There should be regular follow up and review on the instructions given to
subordinates. Such follow up measures help in removing hurdles, if any, in implementing the instructions.

(9) Be a good listener: Manager should be a good listener. Patient and attentive listening solves half of the
problems. »

Thus, by taking up these measures, managers can promote effective communication.
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