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Abstract

This paper takes a look at administrative commuimnawith a specific focus on the Nigerian Public
Sector. It argues that the effectiveness of putnganisations in the accomplishment of organisation
goals is partly a function of the communicationlitibs and skills of the operators of the systeomndr
the highest to the least ranking officer. The papagins with introductory remarks and graduates to
other sections like conceptual clarifications, teas of administrative communications, forms of
communication in public organisations, list of abiviations/Acronyms used in administration and
other sections.
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Introduction

Administration is a universal phenomenon that tagkse in all forms of organizations, whether
private or public. It is the vehicle through whithe goals of an organization are realised and
accomplished. No doubt, every organization hasggmaachieve. For example, while the cardinal goal
of private organizations is profit maximisatiomahgh the production and sales of goods and sesyvice
that of the government or public organizationshis tendition of essential services such as pravisfo
roads, medicare, education amongst others for #gmbars of the public with little or no charges or
better still, at affordable rate. However, thelimsgion or accomplishment of organizational goals
largely depends on many factors. For instance ckhassical organization theorists such as Frederick
Winslow Taylor and Max Weber talk about division labour in an organization on the basis of
employees’ abilities or competencies, which implikat a worker would be able to maximize
productivity or output (get the most out of) if be she is assigned the job which he or she has been
developed or trained to do. On the other hand, aidimative theorists like Luther Gulick, Lyndal
Uwick and Henry Fayol laid emphasis on the fundiaf a chief executive (an administrator or
manager) which amongst others include: planningawizing, staffing, directing, reporting, and
controlling, budgeting.

Understandably, an administrator has numerougifimgcto perform. One of the fundamental
responsibilities of an administrator therefore asnenunication, which is the focal point of this pape
Undoubtedly, every organization has a structur@auhority or hierarchy which depicts the flow of
authority or seniority from the top of the orgaragrto the bottom. In the same vein, communication
flows from top to bottom of the hierarchy and vigersa. In other words, in every organization,
especially formal organizations, there is always,o&erall head (chief executive) who oversees the
entire organization. He communicates to the othembers what the overall goal of the organization is
and what to do towards the realization of the sgo®d. Apparently, communication is the life wire of
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every vibrant and successful organization becawgbput communication, workers would not have
direction and coordination will be hampered anduinvented.

From the foregoing, it is clear that the only wibat connects one officer from the top of the
hierarchy to another is the official communicatwhich directs, instructs or orders an employee or
group of employees on what to do per time so &h#ble the organization to accomplish its set goals

The paper is aimed at addressing specific questishich constitute the basic research
problem of the study. These questions are:

1 Are there standards of communication in adminittnét

2 Ifthere are, to what extent do administrators cahend and apply them?

3 Those who receive messages packaged in admirostraibw do they interpret them?

4 Is there any standard body of knowledge developedna this pattern of administrative
communication?

5 Do the abbreviations used in administrative comication have universal meaning?

Conceptual Clarification
Communication

There are as many definitions of communicatiorhaset are many writers on the subject. However, for
the purpose of this study, it is germane to exarsomae definitions of communication as put forward
by some writers. Little, (1977) cited in Hambag(®000:2) defines communication as “the process by
which information is passed between individuals/andrganizations by means of previously agreed
symbols”. Here, communication is perceived as ivivg) the use of symbols to transmit ideas, thought
or messages from one person or group of persomsaditer. It also implies that a receiver of a mgssa
should be able to decode or interpret the symbekdun the communication. For example, in
administration a superior officer can minute inila fo a subordinate by using abbreviations as.fb.u
next meeting”. Meaning “bring up file in the nexteeting”. Similarly, k.i.v. in administrative
communication means “keep in view”. However, sublbraviations could mean different things in
other professions. Agreeably therefore, in the exinbf this particular discourse, communication is
achievable “... by means of previously agreed synitadsopined by Little (1977).

In a similar vein, Sharma and Sadana, (2008: @&fhe communication as “the process of
passing information and understanding from onegrete another. It involves an exchange of facts,
ideas, opinions or emotions by two or more indiaildll. With specific reference to organization, W.G.
Scaot, cited in Sharma and Sadana, (2008: 688) g@wmunication as a “process which involves the
transmission and accurate replication of ideadosird by feedback purporting to stimulate actitims
attain organizational goals”. Clearly thereforemoounication in administration is highly purposeful.
Any instruction, directive or order (written or &) from a superior to subordinate in administradti
is aimed at achieving specific objectives. Alsotted end of any directive or order, a subordinate i
expected to report back to the superior the extemthich he has done what he was asked to do or if
action has completely been taken. Communicatiothésefore a two-way traffic that serves four
specific functions. Robbins, Judge and Vohra (2838,359), noted that communication acts to control
the behaviours of organisational members; fostartvation by clarifying to workers what they must
do, how well they are doing it, and how performaocar be improved upon; provides for the emotional
expression of feelings and fulfilment of social deeand finally, communication facilitates decision
making by providing the information individualsdagroups required to make decisions through the
transmission of the requisite data needed to if{eatid evaluate choices.

Primarily therefore, for public organisations imglria and elsewhere to perform effectively,
Robbins, Judge and Vohra(2013:359) echoed that isemeed to maintain some form of control over
members or workers, stimulate members to perfollmwaemotional expression, and make decision
choices.

Features of Administrative Communication

From the foregoing, it is obvious that communicatims some essential features.
= Communication involves two or more individuals -ader(s) and receiver(s).
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= Communication is a process that begins with foromatif ideas by the sender. The idea is the
subject matter or actual message or content ofnitkesage. It may be a fact, a thought,
transmitted through signs or symbols.

= Documentation: most administrative communicatiores lzand-written or typed and kept in
files for reference purposes. A proper filing systes a fundamental means of retrieving
official documents for future use or communicatiomNigerian Public Organisations.

= Channel: Communication has a channel which inclugdsphone, mail, letter, fax, email etc.

= Receiver: in any communication, the person who ivesethe message is the receiver.
Communication is incomplete without a receiver.

= Understanding/Decoding: this has to do with theerear’s ability to interpret the content of
the message transmitted to him or her, without lvkiie desired result or action is impossible.

= Communication is continuous. Day in day out, comivation continues to flow from
superior to subordinate and vice versa.

= Feedback: in every communication, feedback is rseecgsFeedback is the response or reply
to the message received by the receiver. Feedlmatdes the sender of the message to know
whether or not the receiver actually understoocctirgent of the message.

For ms of Communication in Administration

Basically, there are two major forms of communizatin administration. They are oral and written
communications.

Oral communication

Oral communication is the process of verbally tmaitting information and ideas from one individual
or group to another (Donna, 2014). Oral communicatan be either formal or informal. Examples of
informal communication include:

o Face —to — face communications

o0 Telephone conversations

o Discussions that take place at business meetingeetings in public organisations..
Formal types of oral communication include:

o0 Presentations at business meetings

o Classroom lectures

o Commencement speech given at a graduation cereeiony
Essentially however, with advances in technologgw rforms of oral communication continue to
develop. For example, video phones and video cenéars combine audio and video so that workers in
distant locations can both see and speak with etiedr. Other forms of oral communication include:
Podcast (audio clips that you can access on theniet) and voiceover internet protocol (VOIP), whic
allows callers to communicate over the internet awbid telephone charges (www.education-
portal.com).

Advantages of oral communication

Umorem, (2013:9) has identified the following asattages of oral communication:
1. Oral communication gives immediate feedback.
2. Enhances interpersonal relationship
3. Enlivens the message as gestures made in facecéocfantact enforces and clarifies the
message.
In addition, oral communication is appropriate dvantageous if time is limited and a business matte
requires quick resolution, in such a situationmiy be best to have face to face or telephone talk.
Furthermore, there is more flexibility in oral comnication in which case, one can discuss different
aspects of an issue and make decisions more qultddyone can in writing.
More important is the fact that oral communicati®most advantageous in handling conflicts
in an organization. Also, oral communication proesoemployee morale, energy and enthusiasm
within a team (Donna, 2014).
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Disadvantages of oral communication

1. Oral communication lacks formal record of transatti

2. Not all categories of audience could be reacheliyora

3. If the verbal message is passed from one levehefhierarchy to the next, then some
distortions can occur during the process.

4. Lengthy and distant communications cannot be effelgt conveyed verbally (Preserve
Articles, 2014).

5. Spontaneous responses may not be carefully thaloghit.

Written Communication

In administration, written communication is the massential form of communication. Written
communication includes any type of communicatiomassage that makes use of the written word. It
refers to oral messages or thoughts translatedaiptwabetic symbols and include hand-written, type-
written and any form of the printed word. Examptegypes of written communication often used in
organizations include; memos, reports, bulletiob, descriptions, employee manual, email, and imstan
messages (IM). Others include; letters, proposellegrams, faxes postcards, advertisement, broshure
and news releases.

Essentially, in written communication, Omachon@0(Q3:8) asserts that “the level of
attainment in written composition often indicatée tevel of intellectual maturity as well as mental
development of the writer”. He maintains that “@pito write good composition is clear evidence of
concrete intellectual achievement...” Clearly therefo effective written communication is
characterised by the following features.

Fundamentals of written communication in administration

In administrative communication, certain ingredgeate basic when writing. Hambagda, (2000: 123-
139) has pointed out the following as the fundasraf written communication:
1. Completeness: a complete message contains all the facts teatehder needs for the reaction
desired.
2. Conciseness. has to do with the use of few words as possiblegive the necessary
information or compressed in order to be brief. Kell and Corts, (1983) quoted in
Hambagda (2000:125) have noted:

Most business situations require the manager td woickly and

efficiently. And because managers have to be exshemctive, on-

the-go people, they prefer short, precise, almbsppy statements

that go directly to the heart of the issue.
Concise therefore means expressing much in few svofd achieve conciseness, the writer should
always analyse his message to ensure that he ey essential ideas, avoid unnecessary and omit
trite expressions. Make every word work and coantbu.

3. Clarity: connotes getting the reader to interpret the woadd sentences with the same
meaning as intended by the sender. To achieveitmgyrthe writer should choose words that
are short, common and direct to the point. Words$ s@ntences should not be vague. As
Hambagda, (2000: 127) has rightly pointed out titats important to recognise that the
reader is likely to be a busy man and does not lihgetime to run to the dictionary for
meanings. Instead, he will guess what the writeamag often incorrectly, or will disregard
some or all the message”. Consequently, lack afitglan administrative communication
hampers desired result. Thus, the choice of woodlgshbe determined by the writer's aim, the
situation and the level of understanding of theleza

4. Consideration: as an administrator, it is often expedient to pet teceiver of your message
into consideration in terms of his or her abilidyibterpret or understand the written message.

| 60
Research Centre for Management and Social Studies (RCMSS)



International Journal of Public Administration and Management Research (IJPAMR), Vol. 3, No 1, July,
2015. Website: http://www.rcmss.com. |SSN: 2350-2231 (Online) | SSN: 2346-7215 (Print)
Edino,O. F. & Agba, M.S,, 2015, 3(1):57-66

In this case, the qualification, profession andegahintellectual competence of the receiver of
the message are factors to be considered whemgyriti

5. Concreteness: writing concretely means being specific, defirated vivid rather than vague
and general. The ideas expressed when the wordsuategether in sentences become more
and more specific as more specific terms are usddaee illustrated by concrete and specific
details. For example, whenever the communicatidraged on popular terms capable of being
interpreted in different ways, or professional tertinat may be strange to the reader, specific
details are required to support it. Also, when yoake a claim that your reader might
disagree, you will need specific details to supjitoin order to clear his doubt. Furthermore,
any statement of opinion needs to be clearly erpthand justified beyond reasonable doubt.

6. Courtesy: courtesy has to do with good manners; showing denation for the needs and
feelings of the receiver of the message. It mehatsas an administrator or manager, you are
supposed to be polite in your communication. Yoo'dimake expressions that irritate, hurt or
belittle your readers or colleagues. Another aspécburtesy is to be quick in responding to
mails so that you don’t keep someone in suspense.

7. Correctness. correctness has to do with an expression that tkowi error. Thus, it is
expected of an administrator to use the correguage when writing. Accurate facts, words
and figures should be maintained and other acckptgiood writing principles or
technicalities should be observed. As OmachonuQ3pbas rightly noted “the merit of a
piece of writing is judged based on the writer'sassful handling of the writing task as it
relates to the target audience, the purpose arsittieion.

Having examined the concept of communication agtlenit is expedient at this juncture to delve into
the concept of administration given that both comimation and administration are interdependent.

The Concept, Administration

Essentially, a careful look at available literatusyeals that administration as a concept lacks a
universally acceptable definition. The differenfidigions of administration put forward by differen
authorities seemingly reflect their individual pgptions of the subject matter. It is therefore ebget

to examine some of the definitions of administnatiat least, to give one an insight even though one
cannot pinpoint any of the definitions to have ligtaaptured the connotation of administration. The
Encarta Dictionary, (2009) defines administraticn“the management of the affairs of a business,
organization or institution”. This implies that aiistration is the act of managing both human and
material resources of an organization. From anofhenspective, the Encarta Dictionary views
administration in terms of management staff, megnitthe staff of a business, organization or
institution whose task is to manage its affairdinigarly, Adebayo, (1989) defines administration as
the “organization and direction of persons in ortleraccomplish a specified end”. It means that
administration involves people and the people oughbe led or directed by a particular person or
group of persons to achieve a given goal.

Furthermore, Simon, (1947) cited in Bagaji, (2@)2defines administration “activities of
group’s cooperation to accomplish common goals”. like manner, Drucker, (1967) sees
administration as “getting things done through mtheGulick and Urwick understand administration
in terms of functions captured in an acronym POSB8Qinterpreted as planning, organizing,
staffing, directing, coordinating, reporting anddgeting.

From the foregoing, it is clear that an administrgperforms several functions including
communication which is identical with all the aforentioned functions as captured in the acronym
POSDCORB. Understandably, everything an organimatoes requires communication including
setting goals and objectives, making and implementiecisions, motivating staff and measuring
results or performance, recruiting and trainindfsta well as dealing with the external environmient
which the organization exists.

In this work however, special attention is giverspecific abbreviations, acronyms or jargons
that are often used by administrators, especialblip administrators in the bid to economize witin
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and to be confidential in official (especially vieih) communications. However, the question of
whether or not such administrative jargons havevamal connotations is what makes this study
significant; as it will acquaint readers (globaltf)the existence of such acronyms, their meanamgs
the extent to which an organization can adopt them.

Abbreviations/Acronyms used in administration

Hambagda, (2000:127) posits that “when communigatiith members of a group that share an
understanding of certain technical words and plsrabe use of such jargons may be the most eftectiv
and efficient way to get the message across”. Tihuss much as there are many of such adminisgrativ
abbreviations or jargons used by administrators, choice of which abbreviation to use per time
should depend on the objective, the situation resseéntially, the reader of the written communicatio
Because the reader is expected to respond to tissage and his response largely depends on his
ability to interpret the content of the message.

The abbreviations and their meaning are:

A.B.C - At Back Cover

A/IC - Account

A.F.C. - At Front Cover

Ag. - Acting

A.LE. - Authority to Insure Expenditure
A.S. - Assistant Secretary

A.S.AP - As Soon As Possible

AY.C. - At Your Convenience

B.C. - Back Cover

B/F - Brought Forward

B.O.F. - Back of File

B.U. - Bring Up

B.U.F. - Bring up File

C.B. - Confidential Branch

CcC - Carbon Copy

CCcO - Chief Clerical Officer

CIF - Carried Forward

Cap. - Chapter (usually of law)

C/O - Care of

Conf. - Confidential

Cont. - Continued

CSC - Civil Service Commission

D.AV - Departmental Adjustment Voucher
D/D - Dated

Dept. - Department

DPS - Deputy Permanent Secretary
DVEAB - Department Vote Expenditurecdunt Book
E.g - For Example

Enc. - Enclosure

E.O - Executive Officer

E.T.A - Estimated Time of Arrival
E.T.D - Estimated Time of Departure
F.F.A - For Further Action

F.N.A - For Necessary Action
F.R - Full Rate

F&R - File and Return

F.U.A - For Usual Action

F.Y.C - For Your Consideration
G.E.C - General Executive Class
G.0 - General Order

H.O.D. orH of D - Head of Department
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H.E - His Excellency

H.E.O - Higher Executive Officer
Hon - Honourable

H/W - Herewith

LAW - In Accordance With

I/C - In Charge of

I.D.C - In Due Course

l.e - That is or In other words
I.F.O - In Favour of

I.R.O - In Respect of

I.V.O - In View of

K.LV - Keep in View

L.P.C - Last Pay Certificate

L.P.O - Local Purchase Order

L.T - Letter Telegram

Misc. - Miscellaneous

Mylet - My Letter

N.a - Not applicable

N.A - Native Authority

N.a.t - Necessary action taken
n.f.a - no further action

o/C - Officer in Charge

O.K - All correct or agreed

o&M - Organization and Methods
P.A - Put Away or Personal Assistant
Para. - Paragraph

P.E.O - Principal Executive Officer
Perm Sec. - Permanent Secretary
P.T.O - Please turn over

P.U - Put up (papers or suggestions to andesjfic
P.v - Payment Voucher

R.V - Receipt Voucher

S.A - Special Adviser

S.AS Senior Assistant Secretary

Source: Nigerian Civil Service handbook (2011)
Other Forms of Administrative Writing

Other forms of writing in administration include:imtes, report, notices, memo and circular and
letters.

Minutes

In administration, a minute is a written communi@at in a mail or file usually in a brief form, fimo
one officer to another. A minute could be a dinggtian order, instruction or mere official infor et
from one officer to another directing or tellingetheceiver, in clear terms, what to do. In thisety
minute, the receiver’s rank is written and undexinfollowed by the message (usually direct to the
point) and it ends with signature, rank of the arénd date.

For example, in a letter of application for emplam addressed to the Vice Chancellor of a
university, on receiving the letter, the VC can atnto the Registrar thus:

Reg.

The application of Dr. J.J. John as LI is approved

Convey approval.

Signature (VC)
Date
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Above is an example of a minute in day-to-day adstriative writings. Note that “LI” in the VC's
minutes above represents “Lecturer I”. It is expddhat the Registrar will write to the applicanta
inform the VC that action has been taken as dideoteinstructed. Where necessary, a copy of the
appointment letter sent to the applicant can baech#d for VC's sighting and a carbon copy of the
appointment letter would be sent to different a#fis of the university such as the Bursar, Audigord
Dean/HOD just to mention a few plus a file copyfiaiure reference.

Minutes of M eeting

Minute of meeting is the brief summary or recorflsbat is said or decided at a formal meetingah c
also be defined as the records of the proceedifigsnoeeting usually prepared by a secretary to be
read at the next meeting. The decisions, resolsitéord contributions made are usually reportedén th
third person (Omachonu, 2003). It is important aterthat once the minutes of a meeting has beeh rea
by the secretary, adopted by the general houseradteessary corrections and amendments, and signed
by the chairman and secretary; it becomes a legalrdent that can be tendered in court.

Fundamentals of Minutes of M eeting

1. A minute of meeting should have a heading contgirtire parties that are meeting, type of
meeting (regular or emergency), venue and date.

2. Followed by attendance/apology for absence or aesesthout apology.

3. Agenda (list of items for discussion)

4. AOB (Any other business)

5. Closing

6. Name and signature of the secretary and Chairméreaheeting.
Report

A report in the context of this work is a writterrcaunt of a particular matter after thorough

investigation or consideration by an appointed @ersr body. Usually, in administration, whenever

there is an issue that requires critical attenfoora lasting solution to be proffered, a commitigk be

set up to achieve such a specific goal. Thus, uccde a conflict resolution committee, a panel or
commission of inquiry, appointment and promotiormoaittee, examination committee and so on.

Such a committee is to be headed by a chairmanaasecretary who records the proceedings or
minutes of their meetings.

In most cases, the chairman and secretary todimenittee are appointed by the body that set
up the committee. In the light of this, OmachonQQ2:66) opines that “membership of a committee
should be an odd number preferably. This is tosialedeadlock that may arise from disagreement in
the course of their deliberations on especiallysé®e matters”. In the end, a report should betemi
in chapters. It should begin with a heading folldwgy introduction which should contain preliminary
information such as:

= What occasioned the setting up of the committee?

=  Who set up the committee and when?

= Members of the committee as appointed.

= Terms of reference (what the committee is to do)

= Mode of operation and the number of times the cdtemimet.
Other qualities of a good report are:

= It should be factual: every report should be basedacts, verified information and valid

proofs.

= Areport should be clear and easily understandable.

= It should be free from error and duplication

= Should facilitate the decision makers in makingribht decision

= Result focused and result oriented

=  Well organised and structured

= Ethical reporting stylewywww.mnestudies.cojn

-
Research Centre for Management and Social Studies (RCMSS)



International Journal of Public Administration and Management Research (IJPAMR), Vol. 3, No 1, July,
2015. Website: http://www.rcmss.com. |SSN: 2350-2231 (Online) | SSN: 2346-7215 (Print)
Edino,O. F. & Agba, M.S,, 2015, 3(1):57-66

Notice

A notice is a written or printed announcement oftksplayed on a board or wall for people to read.
Some notices are circulated or sent directly toitléviduals concerned, informing them of an event
that is to take place in future and the need fentho prepare toward the event. A notice shouldhav
an address, date, sender, title or heading anth#ssage which must contain date, time and venue of
the event that is going to take place with the &igre and name /title or rank of the writer (sepder

Example of a notice
DEPARTMENT OF PUBLIC ADMINISTRATION, UNIVERSITY OF CALABAR
1st December, 2014.
To all Lecturers
NOTICE OF MEETING
This is to inform you that there would be an emaoyedepartmental meeting as scheduled below:

Date:  2°December, 2014.
Time: 10:00 am prompt
Venue: Faculty Boardroom
Agenda: Honorarium

(Signature)
HOD

Memo

Memo which is the short form of memorandum is atemi communication like a letter but without the
formal address at the beginning that is circuldtegheople within the same organization or office.
Memo should be clear and brief. Memos are usuaduo share information, influence decisions and
document actions. In a typical organizational sgitmemo provides a useful means of communicating
work related information, such as giving instrun8p announcing a meeting, announcing policy
changes, listing job duties, posting of staff, pobjtimetable and offering feedback. In a nut shell
memos are often used to instruct, remind and hghli

For mat of a memo or memorandum

MEMO
To:  write name of receiver(s)
From: write your name as (sender or writer)
Date:
Subject: A memo should deal with a subject per tifie
subject should be bold or underlined.

Note that the body of the message goes into theesffdne message should be brief but clear and care
should be taken to make sure the grammar and mpeltie correct. Keep the language appropriate for
the recipients. For example, if the memo is toeaglues on equal rank, then jargon language is okay.
But if you are writing to your superior make sureuyare polite and respectful and if it is to a
subordinate then, make it clear. Finally, end tleemm with your initials ww.businesstraining.com
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Circular

Circulars or fliers are like a formal letter intesttifor distribution to a large number of people.nyla
organizations use circulars to enforce policiesitthemployees to meetings and even dress codes. In
government, circulars can be issued to differenistiies, departments and agencies to forward
specific details to the central government. Fomaple, in the bid to know the total population of al
government employees in the federation, the Fedgoakernment of Nigeria through the Ministry of
Labour and Productivity can issue a circular togalVernment organizations in the federation to that
effect. Thus, the letter that is used to circubaty special message to a large member of audiexices
the same time is known as circulamfw.thebusinesscommunication.cphm

Conclusion

From all indications, administration is instrumdrttathe accomplishment of organizational goals. In
the bid to achieve organizational goals, administeaplan, organise, direct, control and report,
usually, in a written or documented form. Equallypbrtant is communication as the life wire of all
organisations. Communication is the vehicle thatveys the plan of the organization to every worker.
Communication can be oral or written. However, tgritcommunication is the most dominant form of
communication in administration. In written admirggive communications, memos, letters, circulars,
notices, minutes and report are fundamentals. Als@ministrators often use specific
abbreviations/acronyms to convey their messageshathie receivers of such messages are expected to
comprehend if the desired response or result neusichieved. An administrator therefore should be a
good communicator.
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