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Englig%; Exam
i

First Year Master ililg?ociology/l’sychology

Organizational communication is a type of communication that encompasses channels and forms of
communication in which organizations engage in. It includes both internal and external communication. We
can divide organizational communication into four categories:

* Formal and informal communication: Formal communication refers to communication done via
emails, meetings, conference calls, speeches, memos, etc. It follows strict rules. On the other hand,
informal communication or grapevine communication doesn’t involve a strict set of rules.

* Directional communication: Speaking of directions in which communication takes place,
organizational communication can be: '

- Vertical: Vertical communication that takﬁg place from the top down is called downward
communication. In other words, whenever a pgrson in charge communicates with those lower in the
hierarchy than them, we have a case of downward communication. As opposed to that, upward
communication refers to communication directed from lower-level workers to their superordinates.

- Horizontal: When we communicate with our peers, we participate in so-called horizontal or lateral
communication.

* Internal and external communication: If employees are interacting with one another, within the
organization, it’s a case of internal communication. This includes professional communication and
collaboration. When the organization communicates with someone outside the organization, from the
external world, we speak about external communication.

e Oral and written communication: Oral or spoken communication is face-to-face communication that
takes place between colleagues, or between gmployees and customers. Its importance in building
relationships, both professional and personal, is unquestionable. Written communication, both formal
and informal, occurs via emails, instant messages, and social media. In contrast to oral
communication, it is more structured but maybe less personal.

Questions:
1. Give atitle to the text above.

2. Give the equivalent of each word in Arabic: - communication - channels - Formal - Employee
- Organization - directions -hierarchy - workers - superordinates - collaboration - colleagues

- customers -

3. Give the opposite of each word (from the text): extemﬁf‘-}f’gj‘]:i‘liﬂ\gﬁ&ntal- downward- spoken -

top. {
4. Translate the first paragraph into Arabic.
5. What are the main categories of organizatignal commtihiég‘tiop_,

6. What do we mean by face-to-face commur!!gation?




English Exam

First Year Master in Sociology/Psychology

Answers:

1. The title to the text :Organizational communication ( 01)

2. The equivalent of each word in Arabic: - communication Ju=il - channels < s - Formal as -
Employee b se- Organization 4ebic - directions <ladl  -hierarchy el alull - workers Juesl!
- superordinates ¢ls3Jll - collaboration (Osl=i- colleagues ¢>w)) - customers (i3 (03)

3. The opposite of eachword (from the text): external #Internal — Formal # informal - Horizontal
#Vertical - downward # upward - spoken # written - top # down. (1.5)

4. The translation of the first paragraph into Arabic. <l Jadi All Juai¥l ¢l aal 8 alasill Juaiy)
Agardatill VLAY o iSay g Am LAl y A1 YLtV (p DS adiyy ectilaliiall Jaha o35 1 syl SIS
<l ad )l )z (3.5)

5. The main categories of organizational communication are:

6.

- Oral and written communication (05)

Formal and informal communication
Directional communication (Vertical communication, horizontal or lateral communication).
Internal and external communication
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