MAINTENANCE

Maintain that which has been established, i.e., an effective work force that has been assembled with the ability and willingness to perform organizational tasks. Maintenance would naturally encompass a continuation of all operative functions previous to this.

Special efforts must be made through the following processes:

1. Communication and Counseling

To address maintenance of employee attitudes and assist in alleviating attitudes detrimental to both the employee and the organizations.

2. Safety and Health

To address maintenance of employee-citizen’s physical and mental health, and safety.

The Nature of Managerial Communication

Communication is the exchange of messages between people for the purpose of achieving common meanings.  Unless meanings are shared, managers find it extremely difficult to influence others.

Types of Communication

1. Verbal Communication – is the written or oral use of words to communicate.  Both written and oral communications are pervasive in organizations.  Written communication occurs through variety of means, such as business letters, office memo, reports, policy manuals, etc.  Oral communication, or the spoken word, takes place largely through face-to-face conversation with another individual, meetings with several individuals, and phone conversations.

2. Nonverbal Communication – is by means of elements and behaviors that are not coded into words.  Studies estimate that nonverbal aspects account for between 65 and 93 percent of what is communicated.

Categories of Nonverbal Communication

· Kinesic behavior – Body movements (language), such as gestures, facial expressions, eye movements, and posture.

· Proxemics – The influence of proximity and space on communication.

· Paralanguage – Vocal aspects of communication that relate to how something is said rather than to what is said.  Voice quality, tone of voice, laughing, and yawning are in this category.

· Object language – The communicative use of material things, including, clothing, cosmetics, furniture, and architecture.

Evidence suggests that when the verbal and nonverbal elements contradict each other, the receiver is most likely to interpret the nonverbal communication as the true message.

A Human/Interpersonal Interaction Model:

The Johari Window


The Johari Window, named after its creators Joseph Luft and Harry Ingham, depicts aspects of interpersonal interaction in an easy to understand graphic.  It describes degrees of knowledge about the self on two dimensions; (1) that which is known/unknown to the self and (2) that which is known/unknown to others.

It is one of the most useful models describing the process of human interaction. A four paned "window" divides personal awareness into four different types, as represented by its four quadrants: open, hidden, blind, and unknown. The lines dividing the four panes are like window shades, which can move as an interaction progresses.

The OPEN pane of the window is made up of those things in my life that I know about and that you know about. Things like my gender, height and approximate weight, or other messages that I intentionally convey to people. This is my basic public personality. A very private person such as a hermit might always maintain a narrow OPEN pane, and conversely a strong extrovert might quickly share lots and lots with others quickly.

The HIDDEN pane of the window is my collection of things that I keep to myself. These might include my favorite brand of chocolate or my erotic preferences. I can choose not to share these parts of myself with others because I may consider these private.

The BLIND pane of the window is occasionally called the 'bad breath' quadrant. You know this about me, but I don't know it about myself. In the course of our interactions you might choose to tell me things in this quadrant. The advantage of having friends is that my BLIND quadrant shrinks by others telling me about myself.

The UNKNOWN pane of the window is that which is hidden from me and from you, even though it may affect our relationship.
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