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even more complex. When choosing a channel, many factors have to be considered: the intent
of the message, the understanding of the receiver and the meaning inherent in the channel itelf

Additionally, a certain expertise is required and expected for sing each channel
effectively. No longer can you compose an email message and send it off before
reviewing it. Spellchecking the document s a necessity, but often this is not enough, as
You cannot depend on this limited process to be completely accurate

You have to reread the email from the perspective of the receiver. Is each word
understandable? Will the receiver get what “it” refers to in the first sentence? Is all the
necessary information included for a complete understanding of the communication?
Ifany vital element of the message is cloudy or excluded, the communication is
ineffective.

Take a look at this internal email memo, sent to 50 people, and see if you can
identify some of the communication problems
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40 Dobby johnson

SUBJECT: Retirement Party

Hello everyone. As you know Joe Banyon is retiring next month. I've been

asked by some of his friends to arrange a lttle farewell party in his honour.
The date is Friday, 6 p.m. at City Café, and we hope you can make it

We would like to give him a gift certificate. We are asking everyone to
contribute. Let me know ASAP.

See you there.

Bobby
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110 Communication in Daily Life

The 10 Cs for writing effectively:

1. Content Are you saying
exactly what you want to say?

2. Completeness Have you
included all the necessary
information your receiver may
need?

- T - A—

What you should know is that each message you send will carry a
contextual meaning that is as important as the content.

How you say something, and where and when you say i, will
carry as much, if not more, weight than what you are actually
saying. You must give each message deliberate thought and
consideration as to the words, tone, adherence to rules, language
style, etc. The receiver will read between the lines, looking for

clues into the true meaning and intent of the message.




image2.jpeg
checked your communication
to be sure your facts are
accurate?

Clarity Have you made
your message clear to your
receiver?

Coherence Does your
language contribute to an
understandable message?
Conciseness Have you
eliminated words that might
mislead or dissuade a
receiver?

Types of written business message

Traditional written communications include formal letters, memos
and reports. They usually address complex issues that need to be
presented in a structured format or used as reference material.
Effective written communications are dependent on how well you
have thought out your purpose and then how you have structured

the message. For example, memos can do the following:

« create a record that can be useful in the future;
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10.

. Connection Have you

appealed to the needs of your
specific audience?

Creativity Have you
developed your message ina
new and unique manner?

. Courtesy Have you used a

sincere and appropriate tone?
Closure  Have you asked for
the action you want from your
recelver?

« allow for detailed reporting:

« give recipients the opportunity to think about the content and
return to it if necessary;

+ facilitate a broad distribution (Business Communication, 2003,
p. 63).

Types of electronic communication

Technology in the workplace has brought electronic
communication to the forefront of the business day at all levels of
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hierarchy, from the CEO to the administrative assistant to the order filler on the production
line. Email, faxing, instant messaging, teleconferencing, presentation software, phone
‘messaging options and global visual connections (possibly even more options have been
developed since this book was printed) are used to communicate to the person sitting in the
office next to you or with thousands of people around the world.

Electronic charts, graphs, budget numbers and annual reports can be recorded,
distributed, stored on disks, CDs or flash drives, attached to emails or posted on
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Chapter 5 Bl Communication Channels 111

websites. Pictures, sound, video, graphics, hot links and multimedia effects may be
included to add further richness to the message.

Electronic messaging can mean cost savings in paper, printing and postage. Rewrites
and revisions are made easily, quickly and inexpensively. Electronic documents use

minimal storage space. Instantaneous distribution of electronic documents is feasible
across the world to multiple recipients

Choosing a Channel

The extent of options for sending effective business messages makes choosing the right channel




