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Unit – III: TOOLS OF COMMUNICATION

It is necessary to understand that what exactly the Business Communication stands for before having any discussion on tools of communication. Because tools of communication depends on the nature of communication taking place in the business arena in present time across the globe. Throughout the world   the doing business concept is changing fast. Under such change it is essential to understand the nature of business communication first.
BUSINESS COMMUNICATION:

Business communication may be defined as, the passing of information message or news within or outside the organization for the financial benefit of the organization. To elaborate, communication is the process through which an idea, opinion, or information is transferred to others for achieving the ultimate objective of the organization.
It is a process of exchanging idea, meaning, message, feeling, emotion, or understanding from one mindset to another mindset, this may include the use of various aids for exchange process.

A business organization’s main objective is to attain its pre-decided goals. Thus, the core function of an organization is to structure the plan of action and arranging tasks so as to reach the target followed by sub-functions like staffing, reporting and budgeting come to the main frame. In order to make the work force productive, motivate them is a must. For holistic growth of the organization, coordination, cooperation is required. But can any of these functions be accomplished without the weapon of communication? So, it is essential to have a well defined communication process both formal and informal so as to let the employee know about the plan of action, to motivate and coordinate & cooperation. Without of such all functions will come to a standstill in any business organisation.

The term business communication is used for all messages that we send and receive for official purpose (both formally & informally) like running a business, managing an organization, conducting the formal affairs of a organization and so on. 
The success of any business to a large extent depends on efficient and effective communication. It takes place among business entities, in market and market places, within organizations and between various group of employees, owners and employees, buyers and sellers, service providers and customers, sales persons and prospects and also between people within the organization and the press persons. All such communication impacts business. Done with care, such communication can promote business interests. Otherwise, it will portray the organization in poor light and may adversely affect the business interest.

Communication is the life blood of any organization and its main purpose is to effect change to

influence action. In any organization the main problem is of maintaining effective communication process. The management problem generally results in poor communication. Serious mistakes are made because orders are misunderstood. The basic problem in communication is that the meaning which is actually understood may not be what the other intended to send. It must be realised that the speaker and the listener are two separate individuals having their own limitations and number of things may happen to distort the message that pass between them.

When people within the organization communicate with each other, it is internal communication.

They do so to work as a team and realise the common goals. It could be official or unofficial. Modes of internal communication include face-to-face and written communication. Memos, reports, office order, circular, fax, video conferencing, meeting etc. are the examples of internal communication.

When people in the organization communicate with anyone outside the organization it is called

external communication. These people may be clients or customers, dealers or distributors, media, government, general public etc. are the examples of external communication.
Thus, under the changing perspective of doing business concept now a days communication has become key to success. With the development of telecommunication technology and utmost competitive environment, it has become first choice for any organization to have a strong communication network both physical and virtual for getting success in business. The whole world has become a global village. No competition is local now, rather every competition is global. Keeping in mind this situation the nature of business communication is changing continuously. The present competitive environment is forcing the business entity to accommodate changes taking place around them. Time management has became the key aspect for getting success in business. So, it the call of the day to have a well defined communication network structure both internally and externally.

[image: image1.png]Completeness

3
Conciseness
4

Concreteness

ik
Clarity
I 7'c of
6
Correctness

Business
Communication

5
Courtesy




The above picture indicates the basic requirements of a well defined communication network structure that an entity should ensure for getting success to achieve their pre-defined objectives.

1. Clarity

An enterprise needs to be clear on the message being put a crossed, whether formal or informal. An entity is made up of different people, and everyone has an idea of how a project should be done. By establishing a common mission, vision, or project the employees and staff will work toward achieving it.

2. Completeness
The particular principle requires excellent communication. This means the message sent within the firm or outside needs to have all the required details. Figures or graphs can be included if need be and no information should be left out.
3. Conciseness
It’s indeed a part of the seven C’s of business communication; this dictates that the information sent to the relevant parties should use fewer words. However, that doesn’t mean excluding the other seven C’s of communication. The message sent should not have vague words. This ensures the information submitted by the firm is straight to the point and easy to comprehend.
4. Concreteness
Firms need to be clear on the information that they give to the public. This is where concreteness comes in as part of the seven C’s of business communication. It implies that the messages conveyed to the consumers or staff has to be factual. Nothing should be assumed and should be backed up with figures.
5. Courtesy
Consumers want to feel appreciated and respected after and before purchasing product. This gives them a sense of belonging. Therefore, businesses need to show these emotions when communicating with them. A courteous message should show sincerity, politeness, and enthusiasm when he or she reads it.
6. Correctness
The correctness of information ensures there is an understanding between the management and the employees, investors or consumers. Hence no grammatical error as expected. For example, if the firm is looking for an investor to finance their projects.
7. Consider
Consideration is something a firm should look into when communicating with its employees. The message has to be logical and in line with the topic. For, example, when it comes to the mission, values and goals of the firm. It has to be sensible and achievable.
We can summarize with this note that the main purpose of all communication in an organization is the general welfare of the organization. Effective communication is needed at all stages in order to ensure this welfare. At the planning stage, information is needed on the various aspects of the enterprise, the feasibility of the project being undertaken, finances involved, man-power required, marketing conditions, publicity campaigns, etc. At the execution stage, orders are issued to the employees to start work, the workers associated with the project are constantly motivated and kept involved, a sense of discipline is cultivated among them and their morale is kept high. All this requires constant two way communication between the managers and the employees. Then at the assessment stage, the manager is again required to communicate with various sources, both internal and external, to assess the success of the project, and if a need is felt, to envisage modifications in the future plans. In view of this elaborated and complex commercial structure, communication can be used for any or more of the following objectives: 

1. Information 
2. Advice 

3. Order 

4. Suggestion 

5. Persuasion 

6. Education 

7. Warning 

8. Raising morale 
9. Motivation
