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Delegation
Discuss four reasons delegation is important.
The first importance of delegation is that it helps in the development of an employee. An organization’s manager has the ability of assisting an employee in evaluating and analyzing situations. They give them the reason the various failures and successes. By doing this, the employee is able to grow and expand from the experiences she gets. The second importance is to help improve control. If managers effectively delegate, results can be emphasized and feedback gotten whenever needed. Thirdly, delegation is important because it enhances power. If employees receive empowerment, there is creation of an environment (Newman et al. 1770). The environment results to more employees being concerned about the objectives of that particular organization. Lastly, delegation helps in improving time management. Instead of managers and leaders straining to meet the goals, they can delegate tasks effectively to their staff. If tasks are delegate to other staff members, managers can have enough time to troubleshoot and plan better for other activities.
Explain the interrelationships among authority, responsibility, and accountability.
Authority needs one to have the ability to properly give orders. Responsibility requires a person to have the ability of following through and making sure that every order is carried out in the right way (Argyris 180). Authority needs to be sufficient enough so that the requirements of the job are fulfilled at all costs. If there is delegation of responsibility and authority, the responsible individuals can be given accountability. 
Why do some supervisors fail to delegate effectively? If this situation were a common problem in an organization, what could be done to increase supervisors’ skills in delegating effectively?
Most managers fail to effectively delegate because they are not sure of what parts of the assignment they should delegate. They fail to trust the team’s skills and abilities as they believe they are the only people who can deliver what they want (Bell et al. 100). If this was a problem in an organization, the following would be the best solutions to improve the delegation skills
· Put into consideration all the benefits
· Ensure that the team members are given the right tools
· Encourage the supervisors to have the letting go skills. 
In what way or ways can higher management affect the delegation process?
Higher management can affect delegation process by not putting into consideration the skills and knowledge of an employee before giving a task. Higher management can also have effects on the process if they have work to do but due to lack of trust they choose not to assign anyone. 
In what way or ways can employees affect the delegation process?
Employees can have effects on the delegation process because of their knowledge and experience differences (Zhang, Xiaomeng and Bartol 111). Not all employees have similar experiences and knowledge. Therefore, as the supervisor when giving out tasks, it is important to weigh what task fits what employee. 
Communication 
What are the five components of the basic communication process model?
· Noise; noise is considered as potential effective communication barrier. Noise may include choice of words, distractions and language barriers.
· Feedback. This is the sent message when responding to another person’s communications (Jarvenpa et al. 900).
· Message encoding. This is the method where a person converts other people’s ideas into either words or gestures then comes up with a message. 
· Message decoding. This is how a message’s meaning is interpreted by the involved party.
· Channel. This is the means via which a message passes along. It could be from emails, phone call, group meeting, reports and face to face talks. 
Define each. Identify some of the important forms of electronic communication discussed in the text. (See file MGT. Chapter 06)
The electronic form of communication may include the following
· Email. These are information exchanged over telecommunications between two or more users (Kaplan and Haenlein 63). 
· Instant messaging. These are messages that when sent appears on the screen of the recipient the moment it is transmitted. 
· Text messaging. The act of sending electronic texts on mobile phones, laptops or computers.
Explain the seven different ways in which nonverbal signals influence supervisory communication.
· Body signals. These are nonverbal signals that a person communicates by their body actions i.e., clenched fist, crossed arms just to mention a few (Burgoon et al. 254).
· Voice signals. These are signals that a listener sends to the speaker by emphasizing on the voice tone, particular words or pauses.
· Touching signals. These include touching someone, shaking hands just to get their necessary attention.
· Object signals. These are signals like clothing, desk, chairs or the worn jewelry. One can use these to get audience’s attention.
· Time signals. These are signals that require one to always be available or always be on time.
· Facial signals. These signals include frowning, smiling, eye contact, or raising eyebrows in response. 
· Lastly we have space signal. This signal is where an individual stands very close or distances himself from the speaker. 


What are some examples of linguistic style communication differences that you have experienced? Explain.
I come from Germany. In my country, every communication that we have is straight to the point and blunt. In most cases it leaves very minimal doubt of where a person stands. When I moved to the United States, I realized that a good number hug others too much and they stand very close to each other. One can easily feel misguided because everyone is treated in a similar way. I had a boss who made long pauses and talked slowly. Listening to him was difficult because most of the times I had to try predicting what he would say next. 
Explain how a supervisor can use feedback to improve communication.
The supervisor can use informal communication to give information to his staff. It would be helpful; because informal communication can help in delivering information in a much more friendly way (Davison et al. 97). A supervisor can use his communication skills well to give feedback on various aspects that affect an employee. He should always give the employee feedback in a way that motivates him. When this is done, the supervisor will be a more effective leader and the reception from the employee might be different. 
Define and give an example of active listening.
Active listening is when a person pays close attention to what another person is saying. The aim of active listening is to understand the views and feelings of the speaker (Weisberg and Peters 433). For example, every time I talk to my boss, I ensure I keep an eye contact and give him cues like “How come”just for him to know I am paying attention to what he is saying. 
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