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FOUNDATION

What is Business Communication?

Business communication is the strategic process of sharing
information to achieve organizational goals. Defined by management
expert William G. Scott, it encompasses transmitting ideas clearly and
receiving feedback to ensure mutual understanding.

This dynamic exchange forms the backbone of effective teamwork,
informed decision-making, and inspirational leadership. Every
successful business interaction relies on clear communication flowing
in both directions.




Knowledge Check: Communication

Fundamentals

Test your understanding of the core concepts from the previous section.

1 Whatis the primary
purpose of business
communication?

A) To entertain colleagues with
stories

B) To strategically share
information and achieve
organizational goals

C) To avoid difficult conversations

D) To solely present personal
opinions
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According to William G. 3
Scott, what two elements

are crucial for mutual
understanding in

business

communication?

A) Speaking loudly and clearly

B) Transmitting ideas clearly and
receiving feedback

C) Writing long reports and
memorizing facts

D) Avoiding jargon and simplifying
messages

Think about your answers—we'll cover them in the next section!

Effective business
communication forms
the backbone of which
key organizational
functions?

A) Budget allocation, employee
benefits, and social media
presence

B) Product development, market
research, and sales targets

C) Effective teamwork, informed
decision-making, and inspirational
leadership

D) Legal compliance, risk
management, and administrative
support



The Communication Process: Key Elements

Sender

2!

Originates the message with clear intent

Encoding

©

Transforms ideas into understandable format

Medium

Channel selection: email, phone, or face-to-face

Receiver

Decodes and interprets the meaning

Feedback

Response confirms understanding

)

(D Real-World Example: A manager emails a project update to the team. Team members reply with clarifying questions,
ensuring everyone understands next steps and deadlines.



11l CHANNELS

Four Primary Communication Channels in

Business

Oral Communication

Face-to-face meetings, phone calls, presentations
e Fast and flexible
e Personal connection

e |Immediate feedback

Written Communication

Emails, memos, reports, documentation

e Permanent record
e Precise language

e Time to refine

Electronic Communication

Video conferences, instant messaging, collaboration tools
e Real-time connectivity
e Global reach

o Cost-effective

Visual Communication
Charts, infographics, slides, diagrams

e Enhances understanding
e Simplifies complexity

e Memorable impact

Selecting the right channel depends on your message complexity, urgency, audience preferences, and desired level of interaction.




SPEAKING

Clarity & Confidence

Speak clearly and confidently. Avoid jargon, slang, and overly technical
language that might confuse your audience.

Body Language

Maintain eye contact and use positive, open body language to
reinforce your message and build connection.

Active Listening
Prepare for questions and repeat them to ensure clarity. Practice active

listening to build trust and genuine engagement.

"Authenticity and passion are the keys to powerful communication."

— Bob Kienzle, Toastmasters Expert



B WRITING
Writing Effective Business Messages

Professional writing follows core principles that ensure your message lands with impact and clarity.

. Conciseness
Clarity
. . NS Respect your reader's time
Make your point unmistakably clear @@ =~
Objectivity
8T8 o
Audience Awareness oo Present facts without bias
e
Tailor to your readers Relevance
@ Stay focused on what matters
Consistency &
@)
e Completeness

Maintain coherent messaging
Include all necessary information

Use plain English and active voice. Structure messages with clear purpose and logical flow. Always proofread carefully—errors
undermine professionalism.



Email Best Practices

01 02 03

Craft Meaningful Subject Lines Focus on One Topic Identify Yourself Early

Grab attention immediately with clear, Keep emails concise and centered on a Be polite, professional, and establish
specific subject lines that preview your single subject. Multiple topics require context quickly, especially with new
message content separate messages contacts
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Proofread Before Sending Respond Promptly

Review carefully for errors and tone. Never send emails when Maintain good communication flow with timely replies that show

emotional—wait and revise respect for others' time



presaaTNS
Delivering Powerful Presentations

Plan

Know your audience and define your purpose
clearly

Prepare

Organize content with strong introduction, body,
and conclusion

Practice

Rehearse to build confidence and ensure smooth
delivery

Present

Engage with eye contact, natural gestures, and

[ Pro Tip: Use visuals sparingly to support your

authentic energy message, not replace it. Avoid reading slides—speak

directly to your audience instead.



[ CHALLENGES ]

Overcoming
Communication Barriers

Common Barriers Effective Strategies

e Environmental distractions o Ask clarifying questions

e Incorrect assumptions e Paraphrase for

e Cultural differences understanding

« Emotional bias and stress * Provide constructive
feedback

e Listen actively and
empathetically

Intercultural Awareness

e Respect varying formality levels
e Avoid slang and idioms
e Check understanding frequently

e Adapt communication styles

Global teams thrive when members embrace cultural intelligence and adapt

their communication approaches to bridge differences and build
understanding.



The Power of Effective Business Communication

Drives Collaboration Builds Credibility Enables Decisions
Fuels innovation, teamwork, and Establishes professional presence and Supports clear thinking and effective
collective productivity leadership influence conflict resolution

Your communication skills are your
business superpower

Commit to practicing and refining these essential skills daily. Every conversation, email, and presentation is an opportunity to
strengthen your professional impact and advance your career.



Communication Channel Selection:
Test yourself

Please go to the link below for doing the activity online.

ication channel and explain

E Google Docs
Communication Channel Selection

In each scenario below, select the MOST appropriate communication channel and
e T T explain why. Channels: Oral (face-to-face/phone) Written (email/memo) Electronic...
‘hat is the most iate channel? Explain 2


https://docs.google.com/forms/d/e/1FAIpQLScqM9zCbdX8MmUkF-joE7IAcDaAzdCFYf0kfAuC2KJ1Z7tTvA/viewform?usp=send_form&usp=embed_facebook

