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Preface

The value of communication, particularly in business situations, cannot be overemphasized.
It is the bedrock on which all important organizational functions are based. It facilitates
interaction at personal, interpersonal, and team levels for the fulfilment of organizational
goals and objectives. .

The second edition is an improvement on the first edition in that short cases have been
added to each chapter (except chapter 2 and 14). This would enable the readers to have prac-
tical insights on the realities of communication at the workplace. The second edition also
includes interviews and comments of seasoned professionals, on “what constitutes effective
communication at the workplace”. T hope that you enjoy reading the second edition; feel free
to pen down your comments and suggestions to me at: payal@iiml.ac.in

COMMUNICATION IS EVOLVING RAPIDLY

Communication has evolved over the years. Face-to-face interactions of the past have given
way to technology-driven channels of communication in present times. Communication
audit, crisis communication, financial communication, communication beyond boundaries,
and corporate communication are the new buzzwords in the language of business.

Jtis not difficult to predict the new frontiers of business communication. In a borderless world
(well, almost), technology will dictate the form of communication, making it necessary for us to
revisit the norms of direct and indirect communication. A few experts also predict the gradual
demise of face-to-face interaction in business situations. Whatever the case may be, the mes-
sage—with its focus on what is to be said, how and when it is to be said, and at what cost—is
becoming the uncrowned king of business communication. Regardless of the channel, form, and
language used, designing messages to achieve the objective of the organization is the crux of busi-
ness communication. This is why it is imperative for management students to learn how to com-
municate effectively in a business environment. For this to happen, management students need to
understand and appreciate the concepts that underlie workplace communication, and this book
is an endeavor in this direction.

Business Communication for Managers, aimed at all MBA students, begins by briefly
analysing the various theories of communication because [ believe that a sound theoretical
knowledge always helps to improve one’s grasp over the practical aspects of communication.
It demonstrates methods of effective communication through examples, real-life scenarios
and role-plays, It adopts a multi-dimensional and integrative approach to solve communica-
tion dilemmas at the workplace and touches upon the thoughts related to attention, percep-
tion, empathy, and professionalism.

STRUCTURE OF THE BOOK

Chapter 1, “Introduction to Business Communication”, introduces students to the value of
communication in the business world and talks about barriers to the same.

Chapter 2, “Iheories of Interpersonal and Organizational Communication”, presents
the various theories associated with communication, and discusses why it is good to have a
Sound knowledge of communication theories in order to communicate effectively.

Chapter 3, “Interpersonal Communication”, explores the complexitiy of interpersonal
“mmunication as well as the key issues about relationships that influence the same.
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regularity-based argumentation, 36
rejecting, 40
reports

analytical, 300-301
classification, 297-301

components of formal, 312-314

findings, conclusions, and
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