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Preface

Operative communication is considered == a ta’ tool for any
business owner. Your achievement at rice’vi > your point across
could be the distinction between closw. ~ a 2riract and missing out
on a prospective chance. You ovght o boable to obviously clarify
company strategies to clien’s « d c .stomers and respond their
questions as foe your proa. ~te or services. It is vital to communicate
well in discussions to ensure y.  attain your aims. Communication is
correspondingly signific 'nt v ithin the business. Real communication
can help to promote a > ent working association between you and
your personne.. wl th can in turn expand confidence and
effectiveness. T book will clarify the key features of both verbal
and not. ve.02 communication, how to listen to and follow others,
and . o1 make the noblest possible first impression on the publics
you i 2t in and around your business.

Spring 2018



Business Communications

Content

L 5
What is Business Communication?
Communication .................

CBAPIOE 2 ottt s s ® i
Oral Communication - Meaning, Advantages and Limitations.................... 0
Advantages of Oral Communication e T IO |,
Disadvantages/Limitations of Oral Communication
Chapter 4
Written Communication - Meaning, Advantages and Disa” /intagy ... 12
Advantages of Written Communication P D o M)
Disadvantages of Written Communication ............. L T R,
Chapter 5

.......................

Importance of Communication i~ an \rgah.zation....
8 G S————. . . W
Communication Flows in ai Qi gan 2ation
Chapter 9....................... A R T
Writing effectively t~ get 1 Jul Potential Client
Chapter 10

Pros and Cons of Grapevine Communication.................oeeerevveceerioo,
Advantages of Grapevine L o1
Disadvantages of Grapevine Communication..........o..o.coevceerminnn,

Chapter 13



Communication Batriers - Reasons for Communication Failure.............. 35

CRAPEET 14 ...t esiss s rmes s s s R e 39
Overcoming Communication BaITiers ... 39
How to overcome these barriers of communication ... 39
10171111 Ol 1 SO PSRRI RC ORISR RSN
Seven C’s of Effective Communication

Chapter 16 ... e srssremssnenees

Corporate MEEHNES .......coimimmmivmnninssissiinrmmsssssssssssssssssesmms s
L0171 517 U SO RP PSP SIS
How to Conduct a Meeting? ... iensrnsineineennnns .48
Guidelines for Effective Communication ......c...ocvvvrmiamivniniiinn esesns 50
Chapter 18 .......convmnmmmimssmsssssssssssssenssssessesed D (oomesi s enenineensces 52
Tips for Professionals to Improve Communication ... oo s 52
Chapter 19 . crsssssssses s o e i eeees 56
Effective Listening Skills - An essential for go(d ¢.m. sacation ............. 56
Effective Listening Skills .. — . . )
Characteristics of Good and Effectlve T Iy, . |
Chapter 20 ... s memsmiismssnseres| el gt esenssssenoes 60
Checklist for Effective Resume W ollin, ..o 60
Dos and Don’ts in your ReSUnii... o c..oriimrrisimmsmsisensss-irsssssssssesscnins 01
How to Write an Impressive Resu 18 .t 62
CRAPLET 21 ceeoicvieiiss e esrss e e 67
Resume Mistakes to £ v2id . s P 67
Chapter 22 ... < o O R T D BT 72
Job Interview - M anm Tips for [nterviewee & Interviewer................. 72
Tips for the Ti TEIAE VR .ouuvvnivrrescesrssesnesssisctismmss st 72
Tips for ucTnt rviewer SN . .
CRAPHET 2.0 oo essasse e R b 75

BUSITL 58 NUSOHALOMNS. .....cocecvrivarenrmiimssissinasinsss bttt 75



