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Overview 


A common reason for frequent mistakes can be a simple misunderstanding between people. It is something that I personally experience a lot, from both the listening and the speaking side of communication. I’ve been told I’m not always on the same page as everyone else because I’m consistently dealing with this problem. Clarity is also key when it comes to a professional setting, but how do you achieve it in the best way possible? By learning how to balance both verbal and non-verbal messages and how to properly explain yourself regarding each situation. Mastering this skill can lessen confusion and significantly improve communication not only in the workplace, but also in all areas of your life.

Description of Problem 

Ambiguity is defined as, “Open to or having several possible meanings or interpretations; equivocal (www.dictionary.reference.com/browse/ambiguous)” This could mean that when you hear one thing, in actuality, it means another. Ambiguity is also defined as, “Of doubtful or uncertain nature; difficult to comprehend, distinguish, or classify (www.dicitonary.reference.com/browse/ambiguous)” This could mean that something is unclear, that information might be missing or muddled. Do you notice the problem? When I refer to being ambiguous, you might be thinking of a different meaning than what was initially intended. Understanding others is plays a large role in communication, and a lot of the time is a crucial part of the communication process. One example in Communicating at Work gives an example of a misunderstanding; “Your performance was below par last quarter. I really expected more out of you,” said by the manager, was understood by the employee as, “If you screw up one more time, you’re out.” What the manager actually meant was, “You’re going to have to try harder, but I know you can do it.” (Adler & Elmhorst, 2010, p. 93) Being ambiguous is something that I am constantly trying to avoid because many times it has caused problems and wasted time because there simply was a misunderstanding of what was being said.

Resources and Constraints


Communication is in almost everything we do and that gives us a good opportunity to improve what skills we haven’t fully developed yet. A good way to improve your communication skills and to avoid ambiguity is to practice with those around you. Asking questions and picking up tips is a great way to do just that. It is also resourceful to refer to informative texts that provide descriptions of good communication skills used for various situations. They can not only pick up on incorrect behaviors but give suggestions for proper behaviors as well. If you do not practice these skills and pay attention to those around you, both in how they deliver and respond to information, you might not improve significantly enough. 

Recommendations


You can improve your clarification skills by using many different techniques. One of the most useful techniques is to use Low-level abstraction. That means describing something on a low enough level so that you are avoiding a general description. It is a specific, concrete statement that refers directly to objects or events that can be observed (Adler & Elmhorst, 2010, p. 94). If you speak in a general sense, or a high-level abstraction, you risk being vague or giving too broad of a perspective for optimum clarification. For example, you could say, “The filing cabinet upstairs,” or, “The filing cabinet in my office.” If you just said upstairs, the other person would inquire which floor, or what room. By getting rid of unnecessary details or inquiries, you can focus more specifically on what you are trying to explain. 


Another useful technique is to avoid being biased by trying to describe things according to the way other person might understand. You may have to change the way you are explaining or even the way you listen by paying attention to the other person’s gender, ethnicity, or even age. You should be aware of different communication styles, be ready to switch styles when appropriate, and to combine styles (Adler & Elmhorst, 2010, p. 102). This way, you can avoid stereotypical clashes and by being unbiased, you can connect easier with whom you are communicating with.


One major factor that attributes to the way you communicate is nonverbal communication. This is referring to messages expressed by other than linguistic means  (Adler & Elmhorst, 2010, p. 103). It includes everything from voice, appearance, and posture to the physical environment. By paying attention to the signals being sent non-verbally and making sure you are sending the correct ones, you can ensure you are sending the right message. 


Following these simple instructions can significantly improve outcomes by eliminating confusion in task responsibility or desired achievements. They are easy to learn and can lessen stress in many situations. Not only do they improve time efficiency; they make it easier for everyone to communicate.

 Summary


Being able to understand one another correctly is critical in our world, we need to control outcomes as best we can by making ourselves clear enough to avoid confusion. By understanding how you might be perceived, changing perspectives and learning how to explain yourself, we can become closer to reaching our goal of clarity. Fewer mistakes will be made if we learn how to be more precise with our interactions and achieve what was intended. I am looking forward to carrying out these skills in future cooperations.
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