CHAPTER UnitV.

Effective Business Communication Competence
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ative compatence refers to social knowledge about how and when to use
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For elleetive: busingess cammunication, a communicator requires to be competent in seven C's of

communication, Bergin qives these 7 O's of communication as listed below:
Completeness: Every  communication must be completed as incomplete messages create
misunderstanding,

Conciseness: Relevant information should be conveyed briefly that saves time and energy of the
sender as well as of the receiver,

Clarity: Message should be presented or communicated in familiar words so that the listeners will
come out with the exact and conect meaning of them.

Correctness: Correat lacts should be transmitted in correct language.

Concreteness: Message should be definite and properly communicated.

Consideration: All communication in business organizations should be listener oriented. The
communicator has to take into consideration the needs, emotions and the comprehensive level of the
receiver.

Courtesy: Always establish good relationship with the audience.

" 3. Importance of Effective Communication in Business
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Moreover. working in teams in an organization has becorne the need of the hour, While WUT}“WQInatEam a\l
members have to communicate effectively so thal they can work efficiently, solve problems quickly, m,
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people working in business organizations,

[T 4. Types of Business Communication Competence
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Effective communication skills are fundamental to success in many aspects of life. As comrnunicatiy, is
two-way process, it involves two parties—sender and receiver. Since communication requires i“‘QTPErsnna|
skill. it can be mainly of two types :

1. Verbal

2. Non verbal

4.1 Verbal Communication
People use language to communicate their idea and messages in a language comprehensible to the ather
party. Verbal communication can be possible through spoken words or written words.

4.1.1 Oral Communication

Oral communication is supposed to be more popular medium of communication than the written one since
speech precedes writing. In the course of development, human beings first learnt to speak then to read and
write. Conversation or communicating in speech has become a tool of social interaction. In sacial, academic
and professional situations, people communicate through spoken words. The study of the human behaviour
shows that 70 per cent of our waking life is spent in communicating. Out of the total time spent in
communicating, normally, 45 per cent relates to listening, 30 per cent to speaking, 16 per cent to reading, and
9 per cent to writing (P.D. Chaturvedi and Mukesh Chaturvedi). Thus, 75 per cent of our time is spent in
listening and speaking. Hence each professional in the business world must pay special atiention w©
inculcating? effective conversational skills for maintaining good relationships.

Thus, is brief, oral communication can be defined as verbal communication which involves the aral Interchange
of verbal messages between sender and receiver.

4.1.1.1 Advantages of Oral Communication

Choudhury et al sum up the reasons of our preferring oral communication to written communication in the

following points:

1. Spontaneous: Oral communication is the most popular and convenient methad of transferring the
message immediately.

2.  Greater speed: Oral communication has a greater speed because it is decoded as soon as the
encoding takes place.

3. Instantaneousness: Any feedback or clarification is possible af the time of communication hecause
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the sender and the receiver both are present af the time of communication. Thus, in oral communicatid
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immediate feedback and clarification is possible.
4.  Persuasiveness: Oral communication along with non verbal medium of communication ke
language, paralanguage, becomes highly persuasive’.
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Written mode of communication is more elfective and time saving method of communication, A "~ 40 ¢5|
Whitten documents can be preserved for future reference. o o 1113
Whiting is not merely meant to convey information from one person to another rather it is 2 storage I;. v rﬁdg
mechanism for decisions in day—to—day life or in business world. % Mb:‘lgdl
4.2 Non Verbal Communication ul
While defining non verbal communication, Raymond V. and John D. write, “By non verbal communicatioy, ] P !sl
we mean all communication that involves neither written nor spoken words but occurs without the 8 0} e .mﬁial
words”. Melvin, Patricia and Timothy define it as “the deliberate or unintentional use of objects, actions, AL
‘sounds, time and space so asto arouse meaning in others”. Thus, b nonverbal communication we mean all ", wﬂﬂdgg .
‘communication that involves neither written nor spoken words. It occurs without the use of words, It is the 1 [OVee
transmission of messages by non-linguistic means. 5 o 25
It is true that verbal and nonverbal systems work together. While speaking words and sentences, people : Wes non
modify their meanings with the use of host of non verbal cues. For a full understanding of the message, we ode
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S~metimes words alone fail to convey message Nonword cues support and supplement the message
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seaking as a mode of communication is often more effec
ncludes non verbal cues that emphasize the meanings and s

tive than writing, it is because speaking
peech becomes more effective.

h{eﬁ;_al mode of communication requires a lot of fime whereas non verbal mode of communication
economises time, energy and money also.

Non verbal communication helps people to convey message of persuasion. Ons’s smiling, patting or
touching lovingly, shaking hands, waving hands in appreciation and the like gestures, postures and

expressions help the leaders to win people’s heart and send message of power and persuasion. It is how
o interpret nonverbal communication.
y

I 1Ell'gmes of Non verbal Communication

signals are sent through various ways.
ow are mentioned the types under which the nonverbal communication is classified :

Language/Kinesics 2. Oculesics/Eye Contact
oxemics/Space Language 4. Paralinguislics/Mocalics
Chronomics

t details consult chapter 12]

ere are some other areas of business communication competence

as listed below
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