SUBJECT: E-COMMERCE &
BUSINESS COMMUNICATION
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DEFINITION OF COMMUNICATION

Communication can be defined in many ways.
In simple terms communication is:

e |nformation transmitted

e A verbal or nonverbal message

e A process by which information is exchanged between
individuals through a common system of symbols, signs,
or behavior
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Benefits of Business Communication

Enhanced professional image

Increased productivity

Stronger decision making

Quicker problem solving

Healthier business relationship
Improved customer relations

Increased awareness among employees
Lesser misunderstanding

Better quality of documents
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In written communication, written signs or symbols
are used to communicate.

In written communication message can be
transmitted via email, letter, report, memo etc.

Written Communication is most common form of
communication being used in business.

Advantages —
Messages can be edited and revised

Written communication provide record and backup.
A written message enables receiver to fully
understand it and send appropriate feedback.
Disadvantages -

Written communication doesn’t bring instant
feedback. It take more time in composing a written
message as compared to word-of-mouth and
number of people struggles for writing ability.®






organization because communication i
human tendency.
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grapevine so that it reaches the subor
informally.




Difference between Formal and Informal Communication

Basis
Origin
Nature
Flow
Flexibility
Authority
Purpose
Speed

Accuracy

Form

Source

Formal Communication

Deliberately Structured

Informal Communication

Spontaneous and Unstructured

Well Planned, Systematic and Authorized Unplanned, unsystematic and unauthorized

Prescribed through chain of command
Rigid
Official Channel

To achieve Business Objectives

Time taking
Accurate, Legal and Authentic

Oral and Written

Can be traced

Unofficial channels not Prescribed
Flexible
Unofficial
To satisfy personal needs

Fast

Often Distorted, may be Rumors and
Gossips

Usually Oral

Cannot be traced



Levels of Comamtep i
* Intrapersonal Communication is
communication that occurs in your own mind. It

is the basis of your
feelings, biases, prejudices, and beliefs.

— Examples are when you make any kind of
decision — what to eat or wear. When you
think about something — what you want to
do on the weekend or when you think
about another person.
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- Eitamples are whel@ou are talking to your
iends. A teacher gfd student discussing an

assignment. A patiéfit and a doctor |

discussing a treatmeht. A mangger and a
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Mass communication is the

electronic or prmt transmnssuon
of messages t
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Barriers of ”

Message
medium or channel

/1] ,
\ \ \ Barriers Receiver
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medium or channel
Feedback




* 2. Perceptual barriers

* 1. Physical barriers




* 3. Emotional barriers e 4. Cultural barriers
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7. Interpersonal barriers




How to Overcome Barriers of




Tools of effective

Effective Communication Cycle
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