Assignment 1 (Fall 2011)

Business Communication-ENG301

Total Marks: 15

(Lesson No. 1-9)                                                          


Objectives:
The assessment of students’ understanding of Business Communication and to get them motivated for acquiring conceptual knowledge and practical application of the subject.

Instructions
· Late assignments will not be accepted.
· If the file is corrupt or problematic, it will be marked zero.
· Plagiarism will never be tolerated. Plagiarism occurs when a student uses work done by someone else as if it was his or her own; however, taking the ideas from different sources and to express it in your own words will be encouraged.
· No assignment will be accepted via e-mail. 
· The solution file should be in Word doc form; the font color should be preferably black and font size should be 12 Times New Roman.
Q1.  ‘60- 65% of an effective business message is conveyed through wordless communication.’ Comment        

Communication is not bound to words to convey its essence to the receiver and it is true that 60- 65% of an effective business message is conveyed through wordless communication. Wordless or nonverbal communication consists of that part of a message which is not encoded in words. The wordless part of the message tends to be less conscious and often reveals the sender’s feelings and preferences more spontaneously and honestly than the verbal part. It consists of body movements, gestures, facial expressions, paralanguage, physical characteristics etc. If the verbal message does not match the nonverbal communication, people tend to believe the nonverbal message. The nonverbal aspects of communication are so closely intermingled with the verbal that it is difficult to separate them. People receiving verbal and non-verbal messages combine them with the context in which the communication takes place and interpret the total message. They communicate nonverbally with body movement and with personal behaviours. This wordless or nonverbal communication changes or complements the verbal communication. Nonverbal communication always occurs in a context, or framework. The context often determines the meaning of the nonverbal behaviour. On different occasions the same nonverbal gesture may have completely different meanings. 

Q2.  
Business world is static without Feed Back. Comment    


Feedback
Feedback is a process in which the effect or output of an action is ‘returned’ to modify the next action. Feedback is essential to the working and survival of all regulatory mechanisms found throughout living and non-living nature, and in man-made systems such as education system and economy. As a two-way flow, feedback is inherent to all interactions, whether human-to-human, human-to-machine, or machine-to-machine. In an organizational context, feedback is the information sent to an entity about its prior behavior so that the entity may adjust its current and future behavior to achieve the desired result. Feedback occurs when an environment reacts to an action or behavior. For example, 'customer feedback' is the buyers' reaction to a firm's products and policies, and 'operational feedback' is the internally generated information on a firm's performance. Senders need feedback in order to determine the success or failure of the communication. 

Business world consists of various hierarchies and variety of dimensions. Factories, banks, transportation, agriculture, tourism and mass media are the different elements of business world. All businesses are based on two way processes. This is the process of sending and receiving. They send goods and receive moneys. They send messages and receive answers or feed back. Without feed back business world is dead and static. Business world can not develop and refine itself without feed back. In all businesses, customers are most valuable. These are the customers who justly decide whether the products, services and policies of a business enterprise are good or bad. They decide how much improvement is required in a business field. All types of business feedback can help us improve the success of our business, and become a platform for better customer relations.

Feed back enables business world to adjust itself according to the new demands of supply, price, quality, quantity and competition. Employees and customers who are given the opportunity to provide feedback feel appreciated, important and understood. Employees at all levels will have the most effective solutions and ideas. They're the ones who listen to the customers and work daily in the operations of the business. Every business has a particular culture which can be the result of the communication systems set in place. Feedback allows both customers and employees to voice their opinion, creating a healthy corporate environment which leads to greater productivity and motivation.

Q.3 ‘Misconceptions lead to miscommunication’. Discuss the statement with examples from business world/workplace.


Miscommunication is a failure to communicate properly. It is lack of clear or adequate communication. Misconceptions lead to miscommunication or vice versa.

Miscommunications occur from many different aspects. It can be because the information needed wasn't communicated at all or it was misinterpreted by the listener/receiver. Having a different frame of reference is another area that miscommunication occurs often. The receiver's mind creates their own ideas or insight into the matter (message) at hand. This leads to certain assumptions or misconceptions especially in an unexplainable event. 

The way we talk to each other in our social lives may be offensive culturally. For example, the way we sit, stand or greet each other in a multi cultural environment can cause certain misconceptions and thus lead to miscommunication. 

Although we all live in the same objective world, we all live in different subjective worlds. Communication involves perception, and perception is never precise. So we can say that psychological block and perceptual barrier are main reasons of misconceptions. 

Our product/service is better so we’ll be successful. – Quality is definitely important, but it’s of no use if you don’t market your product/services. Consistent marketing and good timing are also crucial elements to a company’s success.

We’re best friends and get along well together so we should form a business partnership. –This is another misconception in the business world. Remember that your best friend may not have the same work habits as you. You may get along well on the golf course, but that’s not the case in a business setting. If you do form a business partnership with a friend or family member, it’s highly advisable to retain a lawyer. When money is involved, it can make people act in unethical ways.

These are the two misconceptions communicating a false message of getting success in business whereas there are many other crucial elements to be taken into account for running a profitable business.

