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TYPES OF DOWNWARD
COMMUNICATION

* INSTRUCTIONS
MEMORANDA

WRITTEN Brderns

MANUALS/HANDBOOKS
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« INSTRUCTIONS

« SPEECHES

+ MEETINGS

« TELEPHONE CALL

| .
1 nadiasasmita@uny.ac.id


Nadia
Typewritten text
nadiasasmita@uny.ac.id


UPWARD COMMUNICATION

» Communication that flows from bottom
to top 1.e. from lower hierarchical level
to higher level.

» [t Is mainly used to tell superiors what
IS happening at the lower levels

» |t can flourish only in democratic
organisations

» Example
feedback, suggestions, complaints, re
POrts
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LATERAL/HORIZONTAL
COMMUNICATION

MARKETING [—

MANAGER | PRODUCTION
| MANAGER




DIAGONAL/CROSSWISE

« |t includes flow of information among
persons at different levels who have
no direct reporting relationships

» It Is used to speed up information
flow, Improve understanding and co-
ordinate efforts for achievement of
organizational objectives
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DIAGONAL/CROSSWISE

MARKETING PRODUCTION

MAHKETING\ PRODUCTION

SUPERVISCR SUPERVISOR



INWARD COMMUNICATION

>~ « Includes all the information received by the
| organisation from external agencies like
government, other
organisations, suppliers, customers, competit
ors, media or shareholders
» It can be
> Letters
> Emails
> Offers
> Orders
> Complaints
> Notice
> Suggestions
- Requests



OUTWARD COMMUNICATION

« Communication which the
organisation maintains with the
outside world.

« It is a difficult task as interaction takes
place between a large number of
people belonging to various
disciplines, with different personalities
and expectations.

» This communication creates the image

of a company in eyes of outside world
thiie it neede tn he earrect and



FORMS OF OUTWARD

COMMUNICATION

- ADVERTISEMENTS

- MEDIA INTERACTION (PRESS
NOTES, CONFERENCE)

> NEGOTIATIONS

> MAILS

- TENDERS

- TELEPHONE CALLS
- LETTERS
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ORAL COMMUNICATION

» Anything that emanates from the
mouth iIs referred to as oral
communication

» The words used and the manner in
which these words are pronounced
forms the major ¢
communication

Supervisors -
25%

Executives — 65-
75%

Top Management
-90%




METHODS OF ORAL

| COMMUNICATION

~—~ A AMONG INDIVIDUALS
* Face to face conversation

Interviews

Telephonic conversation

Grapevine



METHODS OF ORAL

- COMMUNICATION

8. AMONG GROUPS
< > Negotiations

Lecture

Speech

Meetings

Conference

Workshops



ORAL COMMUNICATION
SKILLS

A manager should be able to converse or
discuss persuasively, effectively and
convincingly. Thus he must have
following oral communication skills

» Help in problem solving

» Resolve conflict

» Influence people to work together

» Be assertive without being aggressive
» Develop listening skills

» Be an effective negotiator



TIPS FOR EFFECTIVE ORAL
COMMUNICATION

"~ « Be confident

-« Use simple language and familiar words
» Be brief and precise

» Avoid use of slang words

» Be sensitive and courteous to the
listener

» Don't be repetitive
» Hear the other person too
» Maintain eye contact

« Exhibit positive gestures and body
language

n.’l.n:i-l nu“l._ﬂﬂ“*



METHODS OF WRITTEN
COMMUNICATION

AVI ANAND




Classification of NON VERBAL
COMMUNICATION

FROXEMICS (SFACE

TIME LANGUAGE FPARA LANGUAGE SIGN LANGUAGE

. L
KINESICS (BODY LANGUAGE) hANCLUCH

I A\
‘VOICE “‘1
FEATURE FIXED *PITCH VARIATION
B SPACE -SPEAKING SPEED || VISUAL SIGNS
FACIAL « PAUSE
EXPRESSIONG ~ * NONFLUENCIES M
-VOLUME VARIATION
—— .
| SEMI FIXED P ATON | AUDIO/SOUND
SPACE — SIGNALS
EYE CONTACT
— ——
—
—4{ PERSOMNAL SPACE - TOUCH
GESTURES | )
SURROUNDINGS \ /
— ® cﬂLﬂuH P
1+ LAYOUT AND DESIGN
BODY POSTURES | woRDSTRESS
— \
—{ APPEARANCE




KINESICS

>« Kinesics means body movements.

» Body language is a reflection of
thoughts and feelings

» By nodding our head, blinking
eyes, waving hands; we send out
signals and messages which are
louder than words.

» Our body consciously and
unconsciously carries
messages, attitudes and moods

indicating warmth, indifference
nositive and nenative feelinns.



1. Facial expressions

» “The face iIs the index of heart”

- Whatever we feel deep within
ourselves Is at once reflected in our
face making facial expressions an
iIntegral part of communication.

» The face and eyes are the most
expressive means of body
communication.



SMUG OR
VAN

=

SUSPICION CR
FLIRTATION

DOUBT OR
DISINTEREST

PAlN OR
STRAIN

PLUMNCH DRUMNK

MIXED EMOTIONS

L 30 2 2




DALE LEATHER'S Facial
Expressions .

BEWILDERMENT - >
CONFUSION

/

DISGUST

\

INTEREST

DETERMINATION




a) EMBLEMS

EMBLEM ____________IMEANNG
PATTING THE STOMACH HUNGRY/FULL

NODDING THE HEAD YES/NO

PATTING THE ADJACENT SEAT  SIT BESIDE ME

YAWNING BORED/SLEEPY

PLACING FINGER ON LIPS BE SILENT

SCRATCHING HEAD FRUSTRATION/CONFUSED
WAVING HELLO/BYE

B) lllustrators — it illustrates the
words which a speaker is saying



EDWARD T.HALL — types of

space
1. FEATURE FIXED SPACE — it refers

to buildings and other fairly
permanent structures, such as walls.

The manner in which buildings are laid
out and the sequence of rooms and
offices have a considerable influence
on communication.

Evidence reveals that bigger the fixed
place, higher will be the status of
iIndividuals in organization.



2. SEMI FIXED FEATURE SPACE - the
| arrangement of moveable
objects, such as desk and chairs

The quality of furniture has considerable
Influence on the status of the
iIndividuals
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1. VOICE

« Voice tells us about the
background, education and
temperament of a person.

« It Is very important for every individual
to have a clear and pleasant voice for
communication.

\ SPEAKING -
PITCH VARIATION SPEED PAUSE
o VOLUME
NONFLUENCIES VARIATION PRONUNCIATION

LAY
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1. VISUAL SIGNS

» "A picture is worth a thousand words”

« Visual signs are a universal language
understood by anybody anywhere

MAPS AND
PAINTINGS @ POSTERS DIAGRAMS




ASSESMENT TIME

POP QUIZ FRIDAY =
ICOSAHEDRON *ﬁ- BOLITICS IN MEDIEVAL CHINA

(YOUR EIRST-HAND EXPERIENCES)

READING, WRITING

ﬂ%& R..OLEPLAYIN G

1.MAKING GROUP
2.CHOOSE TOPICS






ROLE PLAYING
AKTIVITAY KOMUNIKAS ORGANINAMI

1. PRAKTEKKAN KOMUNIKASI EFEKTIF
2. PRAKTEKKAN SEMUA ASPEK :

TIPE , TEKNIK, LEVEL, BARRIER
3. TUJUAN > MENCAPAI KEPUTUSAN MUFAKAT DALAM

PENYELESAIAN MASALAH/ KASUS
4. PERANKANgSBIMUA TOKOHZIERLIBAT KASUS / BIDANG

TERKAI DERAI QR
role
play




’ WISUDA
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Wisuda llegal, Rektor UT: Bukan Wisuda
Mahasiswa Kami

mlbEGL 20 SEFTEMBER 2015 | 04: 298




HOME ® HASIOHAL ¥ FENDIDIEAN

Aneh, Kampus Ini Terima 50 Mahasiswa
dan Luluskan 500 Orang

SENIM, 28 SEFTEMBER 20115 | 04:04 W8
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TIM EVALUASI KINERJA AKADEMIK: 4 MAFIA MELAKUKAN JUAL-BELI AZAH 447/
Pondok Cabe, Tangerang Selatan, Banten

» = 2

Ketua Tim Evaluas Kineria Perguruan Tinggl Supriadl Bustad sast menggerebek weizudas mahasisywa perguruan tingg ol baweah
Yavaszan Aldiana NMusantara di Universitas Terbuka, Pondok Cabe, Tangerang Selatan, TEMPOFEIdian Eka Saputra



HOME * HASIONAL ® PENDIDIFAM

Kementerian Gerebek Wisuda Kampus
Abal-abal di Pondok Cabe

SABTU, 19 5EPTEMBER 2015 | 1747 W8

TE IR, s el '

LR

w A AR LR,
i Sl L PR

SELAMALDAN SURSES

¢ ok, w i RN AR A W
VL SIE By b b 1L S ATRA

Salah zatu peserta menunjukkan surat ucapan selamat stas kelulusan dalam wizuds legal di Pondok Cabe, Tangerang Selatan, Banten,
128 September 2015, Dalsin: sidak tersebut petugas menaemukan ribuan peserts wisudadlegal vang mendapatkan gelae =1 dan D3
dengan lmazah palsu tanps harus mengikuti perkuliahan. TEMPOMartkasWiahyu Hidayat



HOME #* HASIOL

Prakt;k' Wlsuda Abal-abal Beroperasi 3
Tahun, Ini Modusnya

SEMIN, 21 SEPTEMBER 2015 | 09:45 WIB

Searan wisudavvan mendikuti acara wizuda legal di Pondok Cabe, Tangerang Selstan, Banten, 19 September 2075, TEMPCOMaritka

WNERY L RIcsy St



Heboh Wlsuda Digrebek: Mahasiswi Ini
Malu Sebut Kampusnya
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HOME * DUMNIA * TIMTEMNG

TRAGEDI MINA, WNI Jemaah Haji Mandiri
Ikut Jadi Korban

SENIM, 28 SEFTEMBER 2015 | 1730 vB8
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Petugas medis thelakukan operasi penvelamatan kepaila jamash calon haji vang menjadi korkan terifiak-injak zaat berdezakan di jalan
menuju tempat pelemparan umrah di Mina, Arab Ssudi, 24 Zeptember 2015, Kepala Daeral Berja Mekah Arsyvad Hidavat mengatakan

satu orang jemaah Indonesia meningoal dalam musiaah inl, Directorate of the Saudi Civil Defense agency via AP



Tragedi Mina, Kenapa Arab Saudi
Terkesan Halangi Informasi




HOME ® HASIONAL ¥ EESRA

Tragedi Mina, Tim Indonesia Diminta Lebih
Teliti Cari Korban

SEMIM, 28 SEFTEMBER 2015 | 12:54 WiB

Merteri &gama Lukman Hakim Saifuddin. TEMPOI2ditia Movianzyah



SEMIM, 14 SEFTEMBER 2015 14:19w18

INSIDEN HAJI

Tumbangnya crane proyek peruasan A
Masjicil Haram, Jumat talu, bukanlah A e l‘j’t‘r‘:h;f‘tzda i
Eﬁiﬂ"l hﬁ%mﬂfﬁiﬁﬂtﬁmda TR antara pendemo Iran
s dan polisi Saudi.
braiea et o Tones Sedikitnya 400
:NESREH fmfl.“lan aﬂgg{:-lta S anggota jemaah
jerticah hoy. ez iga : .TEn meninggal dan ribuan

dekade terakhir. lainnya teriuka.
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The fires comer 850 hectares. Around 80 (ﬁ
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Blﬂwmg Smoke and Stoking Fires

Afrustrated Made Ali, deputy coordinatar ofthe Riau Forest Eescuers
Metwork (dikalahar, in Fekanbary, sent that text messadge to Environment
and Forestry Minister, Siti Murbayva Bakar on September 14

Culpable Corporations?
Giants Behind the Haze
Up in Smoke







HOME ® NASIONAL P LINGEUNGAN

Kabut Asap, Jokowi Kunjungi Lahan
Gambut di Banjarbaru

FLABL, 23 SEFTEMBER 2015 | 12:52 WIB

o,

Fresiden Joko Widodo meninjau lokaszi bekaz kebakaran lahan di desa Guntung Damar, Banjatiraru, Kalimantan Selatan, 23 September
:

015, Zelain meninjau lokasi titk api Thotspot), Jokow jugs akan melakzanakan ibadah salat Idul Adha di Masiid A Karomah Madapura.

ANTAR A My Murdy Hermawaan



Jokowil: Cabut Izin Perusahaan Pembakar
Hutan




HOME * INFOGRAFIS * NASIONAL

Bergelut dengan Api dan Asap

HaARS, 17 SEFTEMBER 2013 ) 15:21 WiB

BERGELUT DENGAN .‘-:_ .
API DAN ASAP \ O

i

PENGGUNAAN AIR
Air dicampur dengan
amonia fosfat atau

ion sulfat. Sumber air

o dari laut dan sungai

HLHKOH: TEL PRIMONDOR | MOHORDENKO BOTRLO HOD) | dapat d|p‘E.EDI“: EEE r

ILUBTRABL: TEMPOY INDREO FOUTD | INFOSROAA: UHAY BUHARD o truk Iangki

Badan Meteorologi dan Geofisika
memperkirakan turunnya hujan di Riau
dan Jambi baru terjadi pada bulan
depan. Beberapa upaya telah dilakukan
pemerintah. Berikut ini jumlah titik api
yang melalap hutan dan lahan gambut.

DAFTAR HITAM }

PEMBAKAR HUTAN







TERUNGKAP Restoran Tempat Gayus
Keluyuran Itu Adalah...




HOME F HASIONAL ® HUKLRA

Gayus Keluyuran di Resto, Adakah
Pengunjung yang Tahu?

SELASA, 22 SEPTEMBER 2015 | 20:06 WiE
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Dua-orang Pesvarta Foto mengintip dari balik jendela jelang pemindahan terpidana mafia gaiak, Gayus Tambunan di Lapas- Sukamizsking,
Barcung, 22 September 2015, TEMPO/Adtya Herlaimbang Putra



HOWME ® HaS|ORal ¥ HUELR

Terbukti Pelesiran, Kemenkumhan
Perberat Hukuman Gayus

SELASA, 22 SEPTEMBER 2015 | 21:17 B

Foto terpidana pajak Gayvus Halomoan Tambunan saat berada di sl izdlasi Lapas Sukamizkin, Bandung, 21 September 2015

Facebook comi@bDewan T Wyndantara



Habllesebut Tolol, Gayus Tambunan
Dikepung 40 CCTV, dan...




