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In a knowledge-based economy, the ability to communicate
information in clear and concise terms is becoming more
critical. This book on Business Communication is intended to
meet the demand for students who are trained to
communicate effectively in the current globalized context. It
provides readers a comprehensive view of communication, its
scope and importance in business. Besides this, the text
develops an awareness of the importance of succinct written
expression in modern business communication.This book
covers a number of key business communication topics that
aim to develop specific skills and competencies:•
Communication process. To gain an understanding of
communication as a socio-cultural process.• Intercultural
communication skills. To know important factors while
communicating with audiences of diverse backgrounds in the
global business, professional and political environment. •
Letter writing skills. To convey the message precisely through
letters, memos or emails, paying attention to the writer’s
objectives, the readers’ needs, the reader–writer relationship
and the context.• Listening skills. To become an effective
listener to develop new ideas, options and goals.•
Presentation skills. To become more effective speakers and
deliver persuasive presentations.• Report writing skills. To
understand the fundamentals of the report writing process
and develop the critical skills necessary to produce
convincing written reports.The book will be of immense use to
the students of management, animation and multimedia,
engineering, science, media studies, journalism and related
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fields of study. Besides this, the professionals—managers,
advertising, marketing and public relations executives,
businessmen and HR experts—will also find it extremely
useful.
Practical, well-organized, and readable, this highly successful
book explains the basics of business communication and
then provides practice in applying them — in many “realworld” forms of communication. It uses writing improvement
exercises to emphasize workplace skills that are needed in
order to communicate credibly, and compose letters,
memorandums, reports, proposals, employment
communications and oral presentations. Chapter topics
include: state-of-the art technology challenges; basic qualities
for effective communications; valuable tips on finding and
keeping a job, advancing, and resigning; a basic theory of
communication; the role of ethics in business communication;
and healthy computing. For individuals in the business world
who want to improve their written communication skills and
products.
For an undergraduate or possibly graduate course in
introductory business communication found in departments of
business (including marketing, management, and information
systems), business education, English, and communications.
In order to succeed in today?s competitive environment, it?s
imperative that students learn how to speak and write
effectively for the business world. Presented in clear,
everyday language, Business Communication, Canadian
Edition takes the basic concepts that every business
professional must know and conveys them in an accessible,
easy to understand format. Students will also learn strategies
and tools, for successfully applying their communication skills
to achieve their goals. To meet the needs of a diverse student
population, Business Communication, Canadian Edition
focuses on the fundamentals, identifies core competencies
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and skills, and promotes independent learning. The book is
organized using a four–step learning process called the
CASE Learning System (Content, Analysis, Synthesis,
Evaluation). Based on Bloom’s Taxonomy of Learning,
CASE presents key business communication topics in
easy–to–follow chapters. As a result, students not only
achieve academic mastery of business communication topics,
but they master real–world business communication skills.
Never HIGHLIGHT a Book Again Includes all testable terms,
concepts, persons, places, and events. Cram101 Just the
FACTS101 studyguides gives all of the outlines, highlights,
and quizzes for your textbook with optional online
comprehensive practice tests. Only Cram101 is Textbook
Specific. Accompanies: 9780872893795. This item is printed
on demand.
For B.Com., BCA, BBA, MBA and as per the UGC Model
Curriculum.
Business correspondence is trading data so as to advance an
association's objectives, goals, points, and exercises, just as
increment benefits inside the organization. It is a cycle
through which at least two people communicate or trade
contemplations and thoughts among themselves 1.1
DEFINITION AND MEANING: "Communication" has
originated from the Latin word "communis", which implies
normal. In this way, correspondence connotes sharing of
thoughts in like manner. The word reference significance of
correspondence is to pass on or trade data and offer
thoughts. Correspondence is the way toward sending data
and comprehension starting with one individual then onto the
next or from one unit to other unit with the end goal of getting
the ideal reaction from the collector. Through this cycle at
least two people trade thoughts and comprehension among
themselves to accomplish the ideal impact in the conduct of
someone else.
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Never HIGHLIGHT a Book Again! Includes all testable terms,
concepts, persons, places, and events. Cram101 Just the
FACTS101 studyguides gives all of the outlines, highlights,
and quizzes for your textbook with optional online
comprehensive practice tests. Only Cram101 is Textbook
Specific. Accompanies: 9781305938359. This item is printed
on demand.
Never HIGHLIGHT a Book Again! Includes all testable terms,
concepts, persons, places, and events. Just the FACTS101
provides the essentials of the textbook: all of the outlines,
highlights, and quizzes for your textbook with optional online
comprehensive practice tests. Only Facts101. Accompanies:
9781285187044. This item is printed on demand.
Business Communication + Mindtap Business
Communication, 6-month AccessIn Person, in Print,
OnlineBusiness Communication: In Person, In Print,
OnlineCengage Learning
The highlight of many peoples daily lives is business, the act
of communicating and exchanging, negotiating and
transacting, of selling and buying. In business, while there is
always potential for transaction, nothing happens until the
business is explained or the deal is done. Communication is a
central ingredient. In fact, good communication alone can
constitute a business practice. It is certainly a social and
informant activity which facilitates business interaction.
However, the study of business communication produces as
many questions as there are answers: What was that order
again?; How do I best advise my staff of this latest
developments and the companys progress?; How do I work
with the competition to better our sales?; How do I explain
this? The purpose of this book is to understand vital concepts
of business communication in eight easy to read, but
scholarly chapters. A-B-C: Analogues in Business
Communication takes a fresh look at many of the issues that
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people face in the business world at any level today, including
such questions as: When and how to reduce uncertainty;
What leads to credibility? and making decisions,
management, leadership and self-esteem; When to use
competition and co-operation?; What is selling? and coping
with information overload. Bringing together related concepts
in business communication, this book aims to entertain and
inform, showing that beneath the plethora of tasks that face
us every day in the business world, there are a number of
constants, which when understood in more depth, can make
business communication easier at a conceptual level for
anyone and everyone. Business is about efficiency, it is about
suppliers meeting demand. In business, no one wants to take
longer to accomplish something than he or she needs to; that
is, good business communication saves time. But in order to
save time, knowing how to navigate the salient concepts of
the business environment is useful. Who has not heard the
business aphorism to make things happen!? In order to make
things happen you need to communicate, and you need to be
able to understand the communication concerns of your
business environment. This is the purpose of A-B-C:
Analogues in Business Communication.
The ability to communicate clearly in business situations is
crucial to anyone who wants to advance their career. Written
by Martin Manser, a leading experts on business
communication, this book quickly teaches you the insider
secrets you need to know to in order to be understood. The
highly motivational 'in a week' structure of the book provides
seven straightforward chapters explaining the key points, and
at the end there are optional questions to ensure you have
taken it all in. There are also cartoons and diagrams
throughout, to help make this book a more enjoyable and
effective learning experience. So what are you waiting for?
Let this book put you on the fast track to success!
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In the growing global competition, business communication
for management is the key for survival/growth of any
organization. Business scenario is changing at a fast pace, in
order to meet the existing need, organization are forming and
adopting new strategy for timely success. The objective to
appraise the student with the thorough understanding of laws
and rules so that business could be comprehended entirely.
This book provides a holistic view of different acts and
ordinances pertaining to the discipline on management.
Keeping in view its importance, Universities have introduced
the Business Communication for Management as a core
subject in the Management Course. This book has been
written for the benefit of all students of MBA, CA, CS, M.Com,
Management Researcher, BBA, and B.Com. Etc. The book
has been, designed, according, to the syllabus of, MBA
course of Shri Venkateshwara University Gajraula, Dr. Abdul
Kalam Technical University Lucknow, University of Rajasthan
Jaipur, RTU Kota & MDS University Ajmer also for the similar
courses of the other Indian universities. It has been observed
that, students coming from, Hindi, medium background faces
difficulties due to change in medium; hence, a humble
attempt has been made to provide the whole subject matter in
simple and explanatory language.
Business communication has undergone a major change in
the past few years but the basic concepts remain the same.
This book integrates the age-old concepts of communication
with the new-age concepts thereby providing a seamless
equilibrium of conceptual and practical aspects of the subject.
Written in an anecdotal style, the book does not only impart
knowledge but also makes for a very interesting read. This
approach helps in learning and retaining the concepts.

Develop effective business communication skills and
learn how to use them strategically and powerfully
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with Business Communications by Carol Lehman
and Debbie DuFrene. The basis of the book is a
strategic model for business communication which
includes the dynamic work place forces of diversity,
technology, legal and ethical constraints, and a team
environment. All the latest coverage of current
communication technologies are covered, including
electronic job searches, scannable and online
resumes, e-mail, Internet search engines, video
conferencing, collaborative software, and multimedia
presentations. Exercises and Internet activities
throughout the book help practice and develop
written and oral communication skills, and special
"team-building" activities help you become more
effective in group situations.
This is a wide-ranging, up-to-date introduction to
modern business communication, which integrates
communication theory and practice and challenges
many orthodox views of the communication process.
As well as developing their own practical skills,
readers will be able to understand and apply
principles of modern business communication.
Among the subjects covered are: interpersonal
communication, including the use and analysis of
nonverbal communication group communication,
including practical techniques to support discussion
and meetings written presentation, including the full
range of paper and electronic documents oral
presentation, including the use of electronic media
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corporate communication, including strategies and
media. The book also offers guidelines on how
communication must respond to important
organizational issues, including the impact of
information technology, changes in organizational
structures and cultures, and the diverse, multicultural
composition of modern organizations. This is an
ideal text for undergraduates and postgraduates
studying business communication, and through its
direct style and practical relevance it will also satisfy
professional readers wishing to develop their
understanding and skills.
The second edition of Business Communication:
Concepts, Cases, and Applications builds on the key
strengths of the first edition, clear writing style and
comprehensive content, by updating the material to
reflect the latest research and technological
developments in business communication and
presenting it in a style that engages the reader.
The Business Communication Handbook, 11e helps
learners to develop competency in a broad range of
communication skills essential in the 21st-century
workplace, with a special focus on business
communication. Closely aligned with the
competencies and content of BSB40215 Certificate
IV in Business and BSB40515 Certificate IV in
Business Administration, the text is divided into five
sections: - Communication foundations in the digital
era - Communication in the workplace Page 8/23
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Communication with customers - Communication
through documents - Communication across the
organisation Highlighting communication as a core
employability skill, the text offers a contextual
learning experience by unpacking abstract
communication principles into authentic examples
and concrete applications, and empowers students
to apply communication skills in real workplace
settings. Written holistically to help learners develop
authentic communication-related competencies from
the BSB Training Package, the text engages
students with its visually appealing layout and fullcolour design, student-friendly writing style, and
range of activities.
Have you achieved Business communication
improvements? How much are sponsors, customers,
partners, stakeholders involved in Business
communication? In other words, what are the risks, if
Business communication does not deliver
successfully? What is your formula for success in
Business communication ? Who is gathering
Business communication information? Are there any
constraints known that bear on the ability to perform
Business communication work? How is the team
addressing them? Defining, designing, creating, and
implementing a process to solve a challenge or meet
an objective is the most valuable role... In EVERY
group, company, organization and department.
Unless you are talking a one-time, single-use
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project, there should be a process. Whether that
process is managed and implemented by humans,
AI, or a combination of the two, it needs to be
designed by someone with a complex enough
perspective to ask the right questions. Someone
capable of asking the right questions and step back
and say, 'What are we really trying to accomplish
here? And is there a different way to look at it?' This
Self-Assessment empowers people to do just that whether their title is entrepreneur, manager,
consultant, (Vice-)President, CxO etc... - they are the
people who rule the future. They are the person who
asks the right questions to make Business
Communication investments work better. This
Business Communication All-Inclusive SelfAssessment enables You to be that person. All the
tools you need to an in-depth Business
Communication Self-Assessment. Featuring 953
new and updated case-based questions, organized
into seven core areas of process design, this SelfAssessment will help you identify areas in which
Business Communication improvements can be
made. In using the questions you will be better able
to: - diagnose Business Communication projects,
initiatives, organizations, businesses and processes
using accepted diagnostic standards and practices implement evidence-based best practice strategies
aligned with overall goals - integrate recent
advances in Business Communication and process
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design strategies into practice according to best
practice guidelines Using a Self-Assessment tool
known as the Business Communication Scorecard,
you will develop a clear picture of which Business
Communication areas need attention. Your purchase
includes access details to the Business
Communication self-assessment dashboard
download which gives you your dynamically
prioritized projects-ready tool and shows your
organization exactly what to do next. You will receive
the following contents with New and Updated
specific criteria: - The latest quick edition of the book
in PDF - The latest complete edition of the book in
PDF, which criteria correspond to the criteria in... The Self-Assessment Excel Dashboard - Example
pre-filled Self-Assessment Excel Dashboard to get
familiar with results generation - In-depth and
specific Business Communication Checklists Project management checklists and templates to
assist with implementation INCLUDES LIFETIME
SELF ASSESSMENT UPDATES Every self
assessment comes with Lifetime Updates and
Lifetime Free Updated Books. Lifetime Updates is an
industry-first feature which allows you to receive
verified self assessment updates, ensuring you
always have the most accurate information at your
fingertips.
This collection is a guide to greater communication
efficiency in both clarity and time-management for
Page 11/23

Online Library Business Communication In
Person In Print Online Amy Newman Scot Ober
any professional or aspiring professional. It guides
the reader through the ways in which communicating
through technology rather than face-to-face can alter
their perceptions of others and the perceptions
others make of them. Each chapter concisely
summarizes existing studies from the fields of
communication, psychology, philosophy, and
engineering to lead the audience to very practical
guidelines to make their professional communication
world easier and more efficient. The book is divided
into three sections. The first focuses on the more
abstract components of communication, such as
creating connections and navigating humor. The
second part deals with more applied knowledge,
offering guides to specific and common technologies
used for communication such as email and video
conferencing. The final section focuses on training
for both trainers and trainees. The volume gathers
together contributions by 29 scholars, all of whom
offer their own unique expertise and guidance to the
audience.
Never HIGHLIGHT a Book Again! Includes all
testable terms, concepts, persons, places, and
events. Cram101 Just the FACTS101 studyguides
gives all of the outlines, highlights, and quizzes for
your textbook with optional online comprehensive
practice tests. Only Cram101 is Textbook Specific.
Accompanies: 9781305588554. This item is printed
on demand.
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It is a comprehensive textbook especially designed for
the students of commerce, management and other
professional courses. It serves both as a learner´s text
and a practitioner´s guide. It provides a sharp focus on
all relevant concepts and cardinal principles of business
communication and adds value to the reader´s
understanding of the subject. Following a need-based
and sequential approach, the book is highly stimulating
and leads students to communicate with élan and
prepare for work place challenges.
??????????????????????????? ???????????????????
??????????TED????????????
?????????????????????????????? ?????????????????
????X???????????????? ????????????????
?????????????? ????????????????????????
?????????????????????????????????? ??????????????
?????????????????????????????????????????????????
????????????????????????Grit??????????????????????
?????????????????????????????????????????????????
???? ???????????????????????? ????????????????????
?????????????????????????????????????????????????
?????????????????????????????????????????????????
??????????????????????? ??????????????????????
?????????????????????????? ????? •???????????????
•??????????? •???????????????????? •??????????????
•????????????? •????????????????????????
•??????????????????????????? •???????????????
•?????????????????????? •??????????????? ??????
???? ??? Teach for Taiwan??? ??? ???????????? ???
??????? ????Lawrence H. Summers? ????????
???????Sal Khan? ???????? ?????????Arianna
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Huffington? NBA?????????? ?????Brad Stevens?
???????Starfish Media Group???? ?????Soledad
O'Brien? Tory Burch????CEO???? ??????Tory Burch?
?????????? ????????Robert D. Putnam? ???????
??????Amy Cuddy? ?????????? ??????Sonja
Lyubomirsky? ??????????? ???????Barbara
Fredrickson? ?????????? ??????Joel Klein? ??????????
????????Ed Viesturs? ??????? ???????Josh Waitzki?
???????? ?????Malcolm Gladwell? ????????????
???????Daniel H. Pink? ??????????? ??????Susan
Cain? ??????????? ???????Simon Sinek? ??????????
??????Paul Tough? ????????? ????????Daniel Gilbert?
??????????? ?????Dan Heath? ????????????
????????Amanda Ripley? ??????????? ??????David
Shenk? ??????????????????????????????????????????
?????????????????????????????????????????????????
?????????????????????????????????????????????????
?????????????????????????????????????????????????
?????????????????????????“Passion, Patience,
Persistence”????????????????? ???? ????????????????
?????????????????????????????????????????????????
?????????????????????????????????????????????????
?????????????????????????????????????????????????
?????????????????????????????????????????????????
?????????????????????????????????????????????????
?????????????????????????????????????????????????
?????????????????????????????????????????????????
???? Teach for Taiwan??? ??????????????????????????
???????????????????Lawrence H.
Summers???????????????????? ????????????????????
?????????????????????????????????????Sal
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Khan????????? ???????????????????????????????????
???????????????????Brad Stevens???????????? ??????
?????????????????????????????????????????????????
????Soledad O'Brien?????????Starfish Media
Group???? ???????????????????????????????????????
??????Arianna Huffington????????The Huffington
Post???? ????????????????????????????????????????
?????????????????????????????????????????????????
??????????????????????????????????????????????Tor
y Burch??????CEO???? ????……?????????????????????
????????????????????????????????????????????Robe
rt D. Putnam????????????
??????????????????????????????????Amy
Cuddy?????????
????????????????????????????????????????Sonja
Lyubomirsky???????????? ?????????????????????????
???????????????????????????????Barbara
Fredrickson????????????? ?????????????????????????
??????????????????Joel Klein???????????? ??????????
???????????????????????????????????????????Ed
Viesturs???????????? ????……???????????????????????
?????????????????????????????????????????????????
??????????????????????????????????Josh
Waitzki????????? ???????IQ????????????????????????
??????????????????????????????Malcolm
Gladwell?????????The Tipping Point???
??????????Stephen Covey??????Carol Dweck????????
?????????????????????????????????????????????????
Daniel H. Pink??????????????
??????????????????????????????????Susan
Cain????????????Quiet??? ?????????????????????????
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?????????????????????????????????????????????????
??Simon Sinek????????????Start With Why??? ???????
?????????????????????????????????????????????????
?????????????????????????Paul
Tough???????????How Children Succeed??? ?????????
?????????????????????????????????????????????????
???????????Daniel Gilbert??????????Stumbling on
Happiness??? ????????????????????????????????????
????????Dan Heath???????????Switch????? ?????????
?????????????????????????????????????????????????
?????Amanda Ripley?????????????The Smartest Kids
in the World??? ???????????????????????????????????
????????????????David Shenk????????????The Genius
in All of Us???
Freedom. Flexibility. Focus. Business Communication:
Building Critical Skills was built to provide the ultimate in
freedom, flexibility, and focused classroom. Broken into
30 modular chapters, this text provides topic-focused
modules, allowing instructors to customize their
resources piece-by-piece to best suite their course and
teaching style. Each module has a strong workplace
activity orientation, supporting students to build critical
skills in writing, speaking, and listening.
Locker/Kaczmarek is grounded in solid business
communication fundamentals, and supports students to
piece together what is needed to be a successful
communicator for the 21st century.
This text presents the dynamics of business
communication with a lively, conversational writing style
that takes students inside leading companies to (1) learn
basic principles of business communication, (2)
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understand important communication issues, and (3) to
profit from up-to-date discussions of the latest
developments. *Focuses on actual companies and
business situations to successfuully demonstrate how
business communication works. *Concentrates on the
essential communication skills needed to succeed in
business today - skills that help students gain a
competitive edge whether as employees vying for
corproate positions, entrepreneurs competing for
sponsors, or small-business owners competing for
customers. *Offfers practical, realistic assignments,
giving students; (1) vivid view of business
communication; (2) on-the-job practice applying newly
learned principles; and (3) exposure to all types and
sizes of organizations, both domestic and international.
Business Communication, Business Writing found in
departments of Business, English or Communication.
This text is designed to help students improve their
ability to communicate more effectively especially in a
business setting both in writing and orally. It outlines
writing concepts essential for all types of business
documents, discusses appropriate content and structure
for specific types of business documents, and explains
how employees can make more effective presentations
in both small and larger groups.
Most Books On Business Communication Focus, Mainly,
On What It Is Definition, Nature, Process, Form, Types,
And So On. This Book, With Cases And Applications,
Besides Concepts, Shows For The First Time, How Total
Communication Skills Can Be Developed. The Book
Propounds That Business Communication Skill Is Not
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Just A Managerial Ability; It Is Also An Extraordinary
Trait. Effective Business Communication Is Not Just
Purpose-Driven; It Is Also A Complete Strategy. Thus, It
Is Not A Speaker Or Writer Who Communicates; It Is
The Total Individual, A Personality . Presented In A
Reader-Friendly Style, The Book Can Be Effectively
Used By Students, Faculty And Executives For
Teaching, Training And Self-Development Equally
Comfortably.
The Business Communication field is at a crossroads as
communication technologies are reshaping how people
communicate in the workplace. "Business
Communication: Developing Leaders for a Networked
World," by Peter Cardon, puts students at the center of
business communication through the author's unique
focus on credibility woven throughout the textbook
chapters, forward looking vision built on traditional
concepts, and practitioner and case-based approach.
Students are more likely to read and reflect on the text,
and are better positioned to understand the essentials of
efficient and effective business communication, thereby
transforming them into leaders for a networked world.
????????????????
This book Business Communication: Essential Strategies
for Twenty-first Century Managers brings together
application-based knowledge and necessary workforce
competencies in the field of communication. The second
edition utilizes well-researched content and applicationbased pedagogical tools to present to the readers a
thorough analysis on how communication skills can
become a strategic asset to build a successful
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managerial career. With the second edition, Teaching
Resource Material in the form of a Companion Website
is also being provided. This book must be read by
students of MBA, practicing managers, executives,
corporate trainers and professors. KEY FEATURES •
Learning Objectives: They appear at the beginning of
each chapter and enumerate the topics/concepts that the
readers would gain an insight into after reading the
chapter • Marginalia: These are spread across the body
of each chapter to clarify and highlight the key points •
Case Study 1: It sets the stage for the areas to be
discussed in the concerned chapter • Case Study 2: It
presents real-world scenarios and challenges to help
students learn through the case analysis method • Tech
World: It throws light on the latest advancements in
communication technology and how real-time business
houses are leveraging them to stay ahead of their
competitors • Communication Snippet: It talks about real
organizations/people at workplaces, their on-job
communication challenges and their use of multiple
communication channels to gain a competitive edge •
Summary: It helps recapitulate the different topics
discussed in the chapter • Review and Discussion
Questions: These help readers assess their
understanding of the different topics discussed in the
chapter • Applying Ethics: These deal with situationbased ethical dilemmas faced by real managers in their
professional lives • Simulation-based Exercise: It is a
roleplay management game that helps readers simulate
real managers or workplace situations, and thereby
enables students to apply the theoretical concepts •
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Experiential Learning: It provides two caselets, each
followed by an Individual Activity and a Team Activity,
based on real-time business processes that help readers
‘feel’ or ‘experience’ the concepts and theories they learn
in the concerned chapter to gain hands-on experience •
References: These are given at the end of each chapter
for the concepts and theories discussed in the chapter
This Book Is A Sincere Attempt To Explain The
Operating Functions Of Management And Tools Of
Communications In A Simple And Lucid Language. The
Primary Object Of Writing This Book Is To Meet The
Requirements Of C.A. (Professional Examination-One)
Students. However, This Book Will Also Be Very Useful
For The Students Doing B.Com., M.Com., Mba And
Other Professional Courses. Even A Layman Who Is
Interested In Knowing Basics Of Management Principles
And Communication Skill Will Find This Book Extremely
Useful.
Effective communication is the key to success in life. We
live in an era where words and gestures play an
important role in effective communication. Businesses
operate in various circumstances and it is paramount
that the communication between different parties
concerned is clear and effective and also takes into
account the cultural sensitivities. This is where the
concept of Business Communication comes to play. This
book, written in accordance with the syllabus of the
University of Delhi, is an attempt to equip the readers
with skills required to communicate effectively in a
business situation. It would also be useful for the
students of BCom, BBA, and MBA of other universities,
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and for anyone looking to learn the nitty-gritties of
business communication. KEY FEATURES • Analysis of
vital components of business communication •
Informative use of illustrations, examples, diagrams and
pictures • Inclusion of review questions and university
examination questions • New tools for business
communication like, emails, teleconferencing, video
conferencing, telex, fax discussed in detail
BUSINESS COMMUNICATION: IN PERSON, IN PRINT,
ONLINE, 10E prepares readers to become successful
employees and leaders with a realistic approach to
communication. This book covers the most important
business communication concepts in detail and within
the context of how communication actually happens in
organizations today. Company examples and situations
keep readers engaged while demonstrating how
principles work in the real world. In addition to core
written and oral communication skills, readers learn to
navigate complex relationships and use current,
sophisticated technologies. Learners also become skilled
in creating PowerPoint decks, managing their online
reputation with LinkedIn and other tools, engaging
customers using social media, leading web meetings and
conference calls, and more. Self-reflection questions
throughout the book help readers develop a deeper
understanding of themselves and how to communicate to
reach personal and professional goals. Important Notice:
Media content referenced within the product description
or the product text may not be available in the ebook
version.
An excellent book for commerce students appearing in
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competitive, professional and other examinations.
Business Communication (Compulsory Course)
Objective: To equip students of the B. Com. (Hons.)
course effectively to acquire skills in reading, writing,
comprehension, as also to use electronic media for
Business Communication. Unit 1:- Nature of
Communication Process of Communication, Types of
Communication (Verbal & Non Verbal), Importance of
Communication, Different forms of Communication.
Barriers to Communication Causes, Linguistic Barriers,
Psychological Barriers, Interpersonal Barriers, Cultural
Barriers, Physical Barriers, Organizational Barriers. Unit
2:- Business Correspondence : Letter Writing,
Presentation, Inviting Quotations, Sending Quotations,
Placing Orders, Inviting Tenders, Sales Letters, Claim &
Adjustment Letters and Social Correspondence,
Memorandum, Inter Office Memo, Notices, Agenda,
Minutes, Job Application Letter, Preparing the Resume.
Unit 3:- Report Writing Business Reports, Types,
Characteristics, Importance, Elements of Structure,
Process of Writing, Order of Writing, the Final Draft,
Check Lists for Reports. Unit 4:- Vocabulary Words often
Confused, Words often Misspelt, Common Errors in
English. Unit 5:- Oral Presentation Importance,
Characteristics, Presentation Plan, Power Point
Presentation, Visual Aids. Content:- 1. Nature of
Communication, 2. Process of Communication, 3. Types
of Communication 4. Communication : Basic Forms 5.
Barriers in Communication 6. Business Correspondence
[Letter Writing and Presentation] 7. Quotation/Order
Letters/Tenders 8. Persuasive Letters : Sales Letters and
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Collection Letters 9. Claim Letters 10. Adjustment Letters
11. Social Correspondence 12. Memorandum [Memo]
13. Notice/Agenda/ Minutes 14. Job Application Letters
15. Cover Letters 16. Credit Letters 17. Enquiry Letters
18. Resume 19. Report Writing
[Importance/Characteristics/Preparation] 20. Business
Report . [Types/Characteristics/Presentation] 21. Status
Report 22. Analytical Report 23. Inquiry Report 24.
Newspaper Report 25. Common Errors in English 26.
Presentation (Oral/Power Point/Visual Aids)
Principles Of Business Ethics 2. Corporate Governance
And Corporate Social Responsibility 3. Ethics At The
Workplace 4. Environment And Ethics 5. Ethics In
Marketing And Consumer Protection 6. Ethics In
Accounting And Finance 7. Essentials Of
Communication
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