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INTRODUCTION
In every organisation, business communication plays an integral role with the interchange of information, ideas, and messages between businesses, so that the corporate objectives can be achieved.  Therefore, it comprises communication to and from all levels of the organization hierarchy structure; hence, various modes of communication, such as verbal, nonverbal and written are used daily.  As a result, in order for communication to be effective in the corporate world, it must be clear to the point, precise; that is accurate and also consistent with active listening, and the capacity to adjust the style used to diverse the audience. Therefore, implementing business communication in the organisation is imperative, so that the flow of message encourages and strengthens the bond, co-operation and teamwork amongst workers from all levels. It also reassures decision-making, stimulates connections with stakeholders, and eventually adds to the organizations development. 
The general concept viewed by many scholars concerning business communication in the organisation, both in earlier years and present, is the effectiveness of its nature and how it enhance the employees competence by promotion collaboration through various methods of communications. Thus, when choosing the most appropriate method to use in effective business communication, it is of vital significance, because it can create an atmosphere of confidence and thoughtfulness between employers and employees, and even the external clients.
This essay will analyse the definition of Business Communication, the various types of Business Communication.  It will also give an insight of the Principles of business communication; that is; the 7 Cs in Business Communication as well as the importance of Business Communication. It will also give a synopsis of some advantages and disadvantages of Business Communication, as well as a conclusion.







DEFINITION
In today’s society, the general public is of the belief that business communication takes place when basic information is shared between the internal and external clients within an organisation, in order to boost productivity and to increase the effectiveness and efficiency of the business environment.  This will also foster the conduciveness of the business arena, where it build loyalty trust between internal and external clients. They are also of the views that business communication involves the perpetual flow of material and incorporates several modes of communications, comprising of written, verbal and non-verbal. However, according to Ricks and Gow (Business communication Systems and Applications, (1987))  “business communication is seen as a system that affects change throughout the arena of the entire organization”, while,  Scholar Raymond Lesikar in his Bulletin (1981) “Responses to Raymond V. Lesikar "the Meaning and Status of Organizational Communication," defines business communication as a development or activity that allows individuals to co-operate and work as a team.  
On the other hand, Dale Carnegie in his book “How to win Friends and Influence People (1936) believed that out of 10 business tasks carried out within the organisation, as a result of lack of communication skills, 9 of them fall in the failure rate.  He also lamented that poorly established communication skills cannot achieve success, whether it be in the organisation or in your personal life.
TYPES OF COMMUNICATIONS   
As we all know, the business arena is a dynamic one, therefore, several types of business communications are used in order to accomplish organisations objectives.   Hence, in this essay we will analyse some types of business communication that can enhance and create goodwill for the organisations.  According to M. K. Sehgal, in his Excel Books India, 2008 –“Business communication is the lifeblood of every business organization”.   Hence, there are several standard mode of communications from earlier years, which is still essential for today,.  See Appendix 1.  These are as follows:-
Verbal Communication
This is the most common type of communication universally, and as such, it is define as information being emanate through spoken words, by way of knowledge, ideas, emotions and concepts.  It allows individual to interconnect, collaborate and nurture relationships in business which involves sending and transmitting messages from one individual to another using language.  This type of communication can either be done face to face, video conferences, presentations and also through telephone calls.  Therefore, this is a very essential mode of communicating in the business arena, because it helps in business negotiations, public speaking and also imparting knowledge.  

According to various scholars and authors, there are four (4) components of verbal communication.  These are;   i) information, which is the message, ii) communication means, iii) communication network, and iv) communication activity., where the message is changed into a code known as language by a sender and then conveyed as a discourse, which is a  text through a precise channel or means of communication to a receiver.  However, according to 
Albert Mehrabian  (2004 Business Communication), he believed that attitude and congruence always show up when  a person communicates feelings, there are three (3) elements of the message; the word, the tone of voice,  and the facial expression, which tells or show how much the receiver believes or like the person sending the message. Therefore, in order for communication regarding emotions to be effective, the alignment of the message, must have these components.

Non-verbal Communication
The notion of non-verbal communication takes into account diverse features and general agreements, hence, using this type of communication can be serious, because this is where information is interchange through emotions and thought without using any form of words or verbal language.  Communication can be done in the form of gestures, posture, eye contact and facial expression. However, these gesticulations may have various meanings in societal and cultural contexts, where they accentuate the reputation of national differences in both national and international environment. 
Written Communication
In the business environment, written communication is a very important and effective mode to communicate, whether it be internal or external clients. This form of communication   allows people to express themselves using written symbols such as words, phrases and paragraphs, and when compile, you can generate reports, memorandum, articles emails, texts and written form of language.  It must also be noted that when comparing verbal to written communications in the organisations, written communication can stand the test of time where the hard copy of documents is always available for future reference.
 In a nutshell, written communication must be understandable to the intended audience, hence, it must be clear and concise.  Consequently, as best as possible evade jargon or technical terminology that may intimidate the reader.

Formal Communication
According to Price (1997) “Handbook of Organisational Measurement”, formal communication is a method used in the organisation to communicating through management by way of planning, organizing, leading and controlling. As a result of this, it is govern by processes, standards and rules, thus, information flows according the structure of the organisation’s hierarchy, therefore,  the top-down hierarchical structure is often used in this mode of communication and also in several organisations..

On the other hand, like written communication, formal communication can also be done through reports, memos, official emails, meetings, letters, and presentations. Thus, it guarantees effective and efficient communication in the business arena by upholding order, lucidity and accountability.

Informal Communication
Informal communication is the interchange of information unintentional and unofficial, not organised by management, therefore, this is mostly done through the ‘grapevine’.  According to Park & Lee, 2013 “Testing the Impact of Messages”, informal communication is also welcome in the after work settings, such as face-to-face, meeting, lunches and parties  However, this style of communication takes place outside the formal channels and structures of an entity.  As a result of this, accomplices involve in this mode of communication habitually ignoring hierarchical standards.  

In today’s technology driven world there are other communication mode which is even more effective. Thus, the way to communicate now-a-days using technology device is very fast and even more effective than earlier years.   See Appendix  2.  These are:-


Email
This type of business communication is where messages are created and distributed via electronic means, this is done from one technology device user to another through the use of technology network.  This mode of communication is also consider to be fast and concise, because it allow you to proof read before sending the message to the recipient.
Networking
This can be done using a number of devices, such a laptop, high tech telephone and tablets   Networking can also boost the confidence and effectiveness of the  organisation
 Meetings (Online Zoom, Microsoft team and Web Ex)
This is a very vital way in general to communicate that employers used to communicate to their staff.  However, if not organised properly, an ineffective unstructured meetings can waste time.  Meetings can also be online, especially since the pandemic of Covid 19, more meetings are held using this mode in the organisation, and this of course save cost.
Reports (Office 365 Suite or Share Point)
Reporting is a way of informing employees of what took place at a particular time, therefore, if not done properly, this can lead to confusion. Hence, using modern technological software tools to enhance reporting format in order to generate tables, visualization and graphs will structure the reports with clear headings and summaries for the report to be meaningful
Presentations (Using Power Point)
The use of Power Point when doing presentation saves time and resources, because of the computer application that is design specifically for that purpose
Social Media 
Social Media is widely used by majority of persons, whether it be formal or informal in today’s technology driven world.  Therefore, this can be defined as an interactive mode of communicating through technologies that empower the formation, distribution and consolidation of the content, interest, ideas, and other forms of means of thoughtful expression. 
The 7 Cs of Business Communication  

In 1952 Scott M. Cutlip and Allen H. Center published their Seminal Book, 'Effective Public Relations'.  They suggested that when communicating in business, there are 7 Cs that must be taken into consideration in order for the information to be operative to the listeners.  Thus, the 7 Cs are:  clear, concrete, correct, concise, complete, coherent and courteous.  See Appendix .3

Clear
In order for a message to be classified as clear, the reader must not be wondering what was said, because of lack of clarity. Hence, the message must be clear and straight forward to the point, so that the reader can understand it, as well as the medium used to express what you want to say to the reader; that is; the format apply.. 
Correct
In the business arena, it is very important that the language and grammar use are correct, in order to capture the audience attention.  Always, make sure that the message is error free, in order to maintain the standard of the entity. As a matter of fact, it is never good to send message with mistakes, because it can create misperception of the entity.  Therefore, make sure you proof read the message for the correct, figure, grammar as well as the spelling before sending messages.  
Complete
In the business environment, in order for communication to be considered as complete, it must be effective, therefore, when the recipients of the message receive all the required information, then it is said to be complete. Hence, the message must be independent, that is; not relying on another message for support but can stand on its own without sustenance from added message.



Concrete
As a result of getting your reader to be focus when communicating through this media, it is best to get to the point and keep the messages short and simple, therefore, assemble the words in sequence, so that you avoid repeating words, unnecessarily.
Courteous
In order to show the audience that you respect them, always be polite with the messages sent out, whether it be oral or written, and this will also enhance the effectiveness of the messages, thus, be friendly, considerate, professional, respectful, open and honest.  Give a prompt reply to messages
Coherent
In order for your communications to be effective, they must be coherent, Therefore, the communication must have a logical flow, the tone must be moderate and the language used must be consistent throughout the communication. 
Concise
Always get to the point, when communicating messages through this media.  The messages must be to the point and use limited words, if possible.  Also avoid the risk of using long sentences, thus focus mainly on the key areas you need to get across to the reader

THE IMPORTANCE OF BUSINESS COMMUNICATIONS
In today’s business environment, the significance of business communication is vital, because of the backbone role it plays in every organization, where it builds a crucial bond to connect different departments, agencies, stakeholders, and organizations. Therefore, effective communication must ensures that all the clients of the organisation understand to a point,  and also get the meaning of the message.  This will increase the organisation’s growth and sustainability, whereby it helps to foster strong teams co-operation in the organisation, as as a result of this, it will leads to the flow of effective communication.. 
Consequently, when communicating with team members in general, different ideas generate and collaborate in order to enhance team spirit which results in boosting employee’s morale, by involving all team members in the communication tasks.   On the other hand, unfortunate communication minimize the efficiency of the messages convey, as well as the general quality of tasks to be carried out.  In consequence, when instructions are not given clearly, mistakes are guaranteed to occur, while, if instructions given are clear, then, there is no need to worry about the outcome of the message conveyed.
It must also be noted that continuous communications which are very effective within the working environment also develop loyal staff in the organisation, because it allows staff to speak freely with their superior, and this helps to minimize misunderstanding of individual free speech, which may create conflict amongst staff members due to the various trend of argument from different perspective.  At times, employees feel that their emotional needs are not being satisfied while communicating with someone, hence, the feeling of disrespect or disregard can cause animosity. However, if not resolved, it may create difficulties in their work, which will result in a lack of efficiency and productivity reduction. 
As we all know, if communication is lacking within the organisation, it can have a great adverse effect on the organisation, such as; high employee turnover which will lead to a decline in productivity, as well as resource wastage, and as such effective communication plays an imperative role in monitoring these. _
Advantage of Business Communication
1. This helps to develop strong bond with employees, which foster better relationships within the organisation, and this helps to strengthen team work and build a better working environment.

2. Resolves Conflict 
Effective business communications are critical for resolving conflict disagreements between employees, thus, avoiding them from developing into larger issues and can create havoc in the organisation. 
3. Decision-making
It is very important to empower your staff, therefore, let them have a  say in the decision-making process, where all employees get the chance to participate and feel  apart of their organisation.
4. Boundary Setting
When communicating, everyone must know how far to go, therefore, boundaries must be set, also, adhere to mutual respect and harmony in every aspect of the level of hierarchy. 

5.	Effective business communication also create a healthy culture for the workplace, as well as helps to solve problem arise internally.

Disadvantage of Business Communication
In business communication everything will not go according to plan, and as such it will have negative effects of the stakeholder, hence, there are several disadvantages which affect the effectiveness and efficiency of productivity.  These are as follows:
1. If communication is not clear, this can cause or create a barrier to the readers,    
thus, the clarity must be concise.
      2.	Cultural barrier can also be considered as a disadvantage to effective business or even to communication in general.
      3.	Conflict can create havoc in an organisation if communication from the hierarchy did not flow effectively, and as a result of this, time can be wasted, if communication is not done through the correct media or mode.
      4.	Language differences between the sender and the can create cultural barrier..






RECOMMENDATION
1. In every organisation information must be place in a central area, so that it can be visible and available to the internal and external clients.   This will enable constant communication from both ends.   However, not every information will be available to the general public, because employees must be aware of somethings that the external clients do not know.

2. In order to have communication flow effectively, the flow of information must be stimulated internally, therefore, provide the necessary tools and equipment to help boost this media and this will increase productivity to the highest level.

3. It is wise to hold regular meetings, irrespective of the mode or media used.  It is also important that employees keep abreast with the trend of the organisation.

CONCLUSION
In a nutshell, the essence of business communication is intensely different from fictional communication, as it is essential in carrying out the flow of correct information, which will create success in any organisation.  It is also recommended to maintain the consistency of language pattern and principles within the organisation, because it is vital to the organisation,..   Always use the 7 Cs in your communication, whether, it be internal or external, formal informal or even written or oral, because you will get the concept of what the sender is saying and this will definitely boost productivity.
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APPENDICES
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