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2. Levels, Forms, and Channels of Managerial Communication
Levels
Managers who aspire to be effective communicators necessarily understand terms such as levels, forms, and channels. A glossary of terms and an extended vocabulary are essential to the study of any discipline, and managerial communication is no different. Levels used in this course include intrapersonal, interpersonal, team, and organization.
Formal and Informal Communication
A manager's place in the organization dictates the direction of formal communication: upward, downward, horizontally and diagonally (Encylopedia of Management, 2012; Robbins & Coulter, 2016). Conversations relevant to management functions and communication objectives are considered formal. An executive sponsoring a corporate-wide process and technology change would necessarily communicate downward and outward. A mid-level manager enlisting other business units to participate in a planning exercise might communicate horizontally to peers in other departments and upward to a supervisor. Or, a team leader might discuss a new performance management system downward to team members and upward to supervisors. And a production engineer may communicate diagonally with the director of marketing to reconcile planning and development timelines. Regardless of the level or direction, information can only be effective if it is reliable and factual and moves freely through the organization (Encyclopedia of Management, 2012).
Informal communication, in contrast, is less rigid and structured, and still holds a position to transfer information within a firm. Informal communication comes in the form of rumors or the grapevine, informal communication is considered within the study of organizational culture.
Forms
Managers communicate in the following forms: orally, nonverbally, and in writing. For example, a task to present a speech at a team meeting requires a written script and an oral delivery. Other common examples include tasks such as executive briefings, performance feedback, feedforward counseling, recruiter interviewing, or any number of other examples. When we consider the pace of work and technology advancement, it is apparent that managers must continue to build basic and advanced communication skills to manage effectively. The ability to make public speeches and write in a clear and concise manner are requirements of all managers. Using technology channels and accessing the most up-to-date information are also critical to effective communication.
Trust in managers depends on employees’ perceptions of content. Managers must know when and where to access reliable and valid sources of content and relevant information. Congruency of messaging, accuracy of factual information, and sensitivity to privacy and confidentiality are obligatory for any manager. Managers must hold themselves to high standards of communication for the benefit to the organization, employees, and themselves.
Communication Channels
Managerial communication channels are defined by the media used. Face-to-face dialogue and email are no longer considered typical, as instant messaging, texting, video conferencing, and business blogging take on new importance in a fast-paced technological and global environment. A multitude of channels are available, and choices increase rapidly. An insightful manager understands the audience’s needs and preferences within the standards and policies of the organization to make thoughtful and appropriate channel selections. 
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