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 Communications management is about keeping everybody in the 
loop. Have you ever tried talking to someone in a really loud, crowded 
room? That’s what running a project is like if you don’t get a handle on 
communications. Luckily, there’s Communications Management, 
which is the knowledge  area that gets everyone talking about 
the work that’s being done, so  that they all stay on the same 
page. That way, everyone has the information they need to 
resolve any issues and keep the project moving forward.



Overview
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Anatomy of communication
 When you communicate with your team, you need to encode your 

message into a phone call, a document, an IM chat, or sometimes 
even a different language for them to understand. Your team then 
decodes that message so they can get its content. If  something 
happens to your message along the way (static on the phone line, 
your printer inserts garbage characters, your Internet connection is 
spotty, or your translation isn’t very good), then your team might not 
get the intended message. The kind of  interference that can alter 
your message is called noise. 
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Get a handle on communication
 Any kind of  communication can have interference. The wrong person 

can get the message; noise can garble the transmission; you can 
make mistakes decoding or encoding the message. It turns out that 
90% of  a project manager’s job is communication, which is why 
there’s a whole knowledge area devoted to it. The Communications 
Management processes are here to help you avoid these 
common kinds of  errors, through planning and careful tracking of  
stakeholder communications on your project. Just like every other 
knowledge group we’ve covered so far, it all starts with a plan. 
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Data Flow
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Manage Communication
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Tell everyone what’s going on
 Once you have the Communications Management plan completed, it’s 

time to make sure that everybody is getting the information that they 
need to help your project succeed. The Manage Communications 
process is all about making sure that the right information makes 
it to the right people. 
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Try
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Get the message?
 Communication is about more than just what you write and say. Your 

facial expressions gestures, tone of  voice, and the context you are in 
have a lot to do with whether or not people will understand you. 
Effective communication takes the way you act and sound into 
account. Most of  the communication on your project takes place 
during the Manage Communication process, so you need to know how 
to communicate effectively. Here are the important aspects to 
effective communication:
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Get the message?
 Nonverbal communication means your gestures, facial expressions, and  

physical appearance while you are communicating your message. You don’t always 
think about it, but the way you behave can say more than your words when you 
are trying to get your message across. 

 Paralingual communication is the tone and pitch of  your voice when 
you’re talking to people. If  you sound anxious or upset, that will have an impact on 
 the way people take the news you are giving. You use paralingual communication 
all the time—it’s a really important part of  how you communicate. When your tone 
of  voice makes it clear you’re really excited about something, or if  you’re 
speaking sarcastically, that’s paralingual communication in action.

 Feedback is when you respond to communication. The best way to be 
sure people know you are listening to them is to give lots of  feedback. Some ways 
of  giving feedback are summarizing their main points back to them, letting them 
know that you agree with them, or asking questions for clarification  When you give 
a lot of  feedback to someone who is speaking, that’s called active listening. 
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Monitor Communication
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Let everyone know how the project’s going
 You spend a lot of  time collecting valuable information about how 

your projects are doing. So what do you do with it? You communicate 
it. And that’s what the Monitor Communications process is for: 
taking the information you gathered about how work is being done 
and distributing it to the stakeholders who need to make decisions 
about the project.
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Monitor Communication
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Count the channels of communication
 How many people need to talk to one another? A good project 

manager needs to get a handle on all this communication, because 
it’s really easy to lose track of  it. That’s why you need to know how to 
count the channels of  communication on any project.
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Counting communication lines the easy 
way
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Try?
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