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Learning Objective

After studying this report, you will be able to:

· Prepare Effective Presentation 

· Deliver Informative Public Speech
· Learn How to Right professional Emails

· Identify the purpose of a meeting

Report Overview

Communicating effectively is an indispensible factor for success in personal and professional lives.  For and an organization, communication is like bloodstream to a human being.  If the bloodstream of a person were distorted, that person would get paralyzed.  Likewise, if the communications process inside an organization was distorted and the flow of information was not smooth, that organization would run ineffectively and be in its way to fail.

Communication involves one or more sender of a message, and one or more receiver.  There are many forms that a communication is practiced.  That can be face-to-face interaction, presentation, email, memos, or meeting.  There are many factors that may affect the effectiveness of business communication.

This research paper explores the ways in which a person can practice communication effectively.  It starts with an explanation of the communication process.  Then, it discussed how effectively give a presentation speak publicly.  After that, composing emails that pays results is explained.  Finally, the report portrays how a successful meeting can be conducted.

Effective communication means delivering and receiving information with other people to achieve an objective successfully.  That will not only lead to career success for a person, but also will lead to the success of the organization for which that person works.

The Communication Process for Managers

The Communication Process

Communication is formally defined as the transfer and exchange of information and understanding from one person to another through meaningful symbols.  Moreover, the process of communication involves sharing ideas, attitudes, values, opinions, and facts.

The communication process is composed of three entities:

1. A sender: the source of information and initiator of the communication process

2. A receiver: the person who receives and interprets the message.

3. A message: the verbal (spoken or written) symbols and nonverbal cues representing the information that the sender wants to convey to the receiver.  Nonverbal messages can be facial expressions, eye contact, gestures, or body movement.  These are referred to as Body Language.

The communication process starts when an idea sparks into the sender’s mind.  Then the sender needs to encode the idea into a message.  The message may take the form of a letter, an email, a slideshow, or a phone call.  After that, the sender transmits the message to the receiver through digital or analog medium.  The receiver then decodes the message and provides a feedback to the sender.  Figure 1 depicts the communication process.




Managing by Communicating

To be effective, a manger must acquire solid communication skills.  Managers use communication process to carry out his/her four functions:

1. Planning.

2. Organizing.

3. Leading.

4. Controlling.

To make the right decision, a manager needs to access the relevant information.  This access is feasible by building a network of relationships with the organization’s staff through communication.  It is important for a manager to share information with his/her employees.  When a decision is made, the execution of that decision by employees will be fast and efficient.

To increase the effectiveness of their communication, managers must adhere to the following five principles:

1. Relevancy: careful selection of words to compose the message and making it significant and meaningful.

2. Simplicity: making the message simple to perceive by eliminating unnecessary words and numbers.

3. Organization: arranging the message as a series of points that make it easy to understand.

4. Repetition: restating key point of the message.  This principle is particularly important for spoken communication.

5. Focus: emphasizing key points and avoiding unnecessary details.  For spoken messages, emphasizing is by changing voice tone.  For written messages, emphasizing is by underlining or italicizing words or sentences.

Communication and Gender Differences

To be effective, a manager should recognize that men and women differ when communicate.  The major differences between men and women in communication are listed in Table 1.

	Women
	Men

	Apologize Even they did nothing wrong
	Avoid apologies

	Accept blames to smooth tense situations
	Ignore blames and place it elsewhere

	Criticize indirectly
	Criticize directly

	Use soft voice to persuade
	Speak loudly to gain attention and control

	Thank
	Avoid thanking



Presentation and Public Speaking

At some point, individual and business professionals alike must come face to face with speaking in public. For many, the experience of standing in front of a group of one’s peers can be incredibly anxiety producing, causing some to develop a fear of speaking in public.

While individuals can by and large avoid public speaking, business professionals are not so lucky. For within the business world, it is common to pitch a business idea to a group of investors, report quarterly earnings in front of a board, or present a lecture on market trends to a large group of colleagues. Accordingly, there are some who have developed the requisite skill set needed to become masterful public speakers. These individuals dazzle their audiences, persuade investors to invest in their products, and steadily rise along the corporate ladder of success.

On the other hand, there are those public speakers who fail at the most elementary step: capturing and maintaining the attention of their audiences. These individual have been unable to realize that public speaking, like any skill, is something to be developed and honed through experience, practice, and education. What follows is thus a manual of sorts that can be used to prepare and deliver effective presentations. 

Preparing Effective Presentations

It can be useful to think of presentations as a two-step process. In the first step, an individual addresses all of the things needed to prepare an effective presentation. This includes (1) identifying one’s audience and their needs, (2) developing the purpose of the presentation, (3) creating a thorough outline, (4) anticipating challenges, questions, and obstacles, and, most importantly, (5) rehearsing.

Identify Your Audience and Their Needs

One of the first steps that effective public speakers take in creating winning presentations occurs prior to giving thought to the ideas they would like to express. More particularly, these individuals consider the make-up and needs of their audience. This is especially important because persuasively explaining the same idea to different audiences may require vastly different approaches. Consider, for example, giving a presentation to group of female, business-sector leaders. This group has particular needs that a speaker ought to take into account, for failing to do so may alienate many within the audience. Similarly, if one has to give a presentation to a group of foreigners, one ought to consider what issues and special needs the audience may have before creating an outline for the presentation. (Custom Business Resources, 516) 

Develop the Purpose of Your Presentation

But even before an effective outline can and should be created, thought must be given to the purpose of the presentation. In large part, this step is effective precisely because it helps give coherence and direction to the focus of the presentation. One might, for example, be invited to give a presentation on the topic of effective marketing strategies to a group of MBA students at a local college.

In such a case, how does one identify the purpose? Part of the skill needed to answer this question is to recognize that one has some discretion in determining the purpose. The purpose might be, for example, to inform MBA students of the most profitable marketing strategies within your industry. Or it might be to pique the interest of and recruit talented MBA students to your company, in which case you will highlight the cutting-edge marketing campaigns that your company has undertaken. Nonetheless, as a general rule of thumb, one should always consider audience needs when developing a purpose statement. (Pollack, 10)   

Regardless of the particular purpose of your presentation, it is important to note that a clear and concise purpose statement will help to clarify the discussion points of your presentation. Thus, after identifying your purpose statement, the natural next step is to create a thorough outline.

Create a Thorough Outline

Just as good writers know, a detailed outline almost always leads to a well-written paper, so effective speakers know that thorough outlines culminate in winning presentations.  Therefore, it is nearly impossible to deliver an effective presentation without preparing an outline well in advance.

A common misperception about presentation outlines is that they must encompass all the details that a speaker will touch in during the course of his or her speech. In actuality, a thorough outline will consist of three parts. (Morreale and Bovee, 234-237) In the first part, a speaker introduces the audience to the main points that the presentation will touch on. For example, if an AT&T sales executive is presenting the new cell phone models to a prospective client, he or she might open up as follows: 

“Good morning. I’d like to begin by thanking you for meeting with me. As you may or may not know, I represent AT&T and am here today to introduce you to our cutting edge technology. To make things simple for you, I’ve gone ahead and divided this section into three parts: in the first I’ll discuss different models, namely Blackberries, I-phones, Nokias and Motorolas. Second, I’ll touch on the advantages of switching to AT&T from your present service provider. And thirdly, I’ll wrap up by highlighting the cost savings that you will accrue from switching to AT&T.”

This example is particularly noteworthy for several reasons. First, it is clear and to the point. Often times, speakers fill their speeches with fluff or extraneous material. This can bore listeners and cause them to not pay attention. Second, the layout is easy to follow, largely because it is the result of well-written outline, which appears as follows:

Sample Outline


Purpose: To persuade a company to do business with AT&T.


Introduction:


Section 1: Models

A. Blackberry

B. I-Phone

C. Nokia

D. Motorola


Section 2: Advantages of Switching to AT&T

A. Largest network in the United States

B. Fewest dropped calls

C. Rated number one in customer satisfaction 


Section 3: The Cost Savings that Result from Switching to AT&T

A. AT&T is between 10-15% less expensive than competitors

B. Loyalty savings plan

As one can see, abstracting one’s presentation in this manner allows one to have a clear sense of what to deliver during the presentation. In this sense, the outline serves as a road map. When drawn properly, an outline can mean the difference between having your colleagues congratulate you on a good speech, and feeling lost and uncertain as you stare into a sea of strange faces in a public setting. 

Clearly, the advantages of creating an outline are well worth the effort it takes to compose one. Yet, a thorough outline does not necessarily translate to a winning presentation, for another necessary component is that of anticipating and fielding questions from the audience.

Anticipate Challenges, Questions, and Obstacles

There will be times when your presentation is delivered perfectly and everyone in the crowd seems to wholeheartedly embrace your idea. These moments should be savored, for they truly are far and few between. In actuality, many times you should expect your audience to be critical of your proposed ideas, possibly even of your central thesis. In extreme cases, you may deliver a speech to crowds that are hostile to the ideas you are espousing. Therefore, being mindful of your audience and anticipating challenging questions ahead of time can make the difference between a winning and poor speech.

An effective way to think about possible complications that may arise during the Q and A section of your presentation is to revert back to your outline. Which ideas contained within it might your audience not accept? Look at the outline with a critical pair of eyes and ask yourself this question.

Considering once again the AT&T speech, one might first and foremost consider the individual in the audience who will simply reject the thesis in its entirety, i.e., that switching to AT&T will be beneficial to his company. This individual might take this stance for several reasons: he may have had a poor experience with AT&T in the past, he might reject some or all of your supporting clauses, or you may have simply caught him on the wrong day. In either case, it is important to prepare for such an audience member. Taking each one of these objections, draw up responses and be prepared to fire back if an audience member voices one of them. 

Rehearse

Once the audience needs, purpose, outline, and challenges have been identified, a final step in the pre-presentation phase, and easily the most important, is to prepare. Presentations, unlike written documents, are usually timed. A speaker might be requested to, say, deliver a 10, 15 or 20-minute speech. It is thus important to ensure beforehand that your presentation meets the predetermined time length.

This can be done by rehearsing. Essentially, this requires that you deliver your presentation ahead of time, either on your own or in front of a camera or group of friends. (Gitomer, 17) The goal is to gain feedback. Are you able to get through the presentation without tripping over certain parts? Do you forget the general flow of the outline? These are questions that should be addressed and resolved (when necessary) well ahead of the moment when you will deliver your presentation. In this sense, the effective public speaker is not unlike the convincing actor. In both cases, hours of rehearsing may be invested before culminating in stellar performances.

Delivering Effective Presentations

Once all the bases have been covered in the pre-presentation phase, it is time to prepare to actually give the presentation that you have spent a substantial amount of time preparing. 

Dressing for the Presentation

A vital part of delivering effective presentations has nothing to do with the presentation itself, and has everything to do with the appearance of the presenter. The style of dress that one employs says a lot about oneself. Dressing casually, for instance, for a business professional meeting can immediately alienate the audience, causing everyone to miss the message. 

As a general rule of thumb, it is wise to err on the side of conservatism. In other words, it is better to dress in standard business professional garb than in bright blue suits, jeans and a button up shirt, etc. 

Posture, Body Language, and Facial Gestures

In addition to dress, posture, body language, and facial gestures communicate a great deal to your audience. For example, not looking your audience members in the eye indicates a lack of confidence and in some cultures a lack of respect even. (Chaney and Green, 22-27) Hunched shoulders also convey a lack of confidence in oneself, and may lead audience members to subconsciously be weary of your message.

In light of this, the best advice is to prepare your body language and facial gestures in the rehearsal stage of preparation. The ideal is standing straight, arms at one’s side, continually making eye contact with audience members.

Email and Writing

Whereas presentations and public speaking entail face to face interaction, innovations in communications technology have enabled people from remote parts of the globe to instantly communicate by the mere push of a button. As borders become more and more transparent, it is more common for Americans to remotely conduct business negotiations with people in China, India, Latin America and other parts of the world. Writing and sending emails is an integral part of the changes presently taking place in how people do business in the 21st century.

Yet despite the vital role that emails play in today’s business environment, few people know how to write professional and effective emails. Rather than using the subject line as an opportunity to capture a potential reader’s attention, many fail to even fill the subject line in. Additionally, some people use fonts that are difficult to read, thereby increasing the chances that an important email will go unread. Others further complicate emails by failing to be concise, or by intertwining several messages into one email rather than separating them into several messages. (Watson, 121) In order to address these points, it is especially important that management take a leading role in drawing up email etiquette P&P.

Capitalize on the Subject Line

Due to the expanding use of email in the business-sector, it is not uncommon for individuals to receive upwards of 30 emails per day. Yet, the demands of yesterday are not lessening, which means that individuals have to find ways to sort through a steady stream of emails while simultaneously managing other tasks. It is important to recognize this basic point when composing an email because, as most people know, no one enjoys sorting through junk mail.

Of course, there are times when you will have an urgent request that you will email to someone. Ideally, this person will, upon receipt, immediately read the email and respond promptly. Yet this person may not get to the email until a few days down the road. How, then, can you increase your chances of having the receiver look at your email sooner?

One way is to use the subject line as an opportunity to inform the reader of the urgency of the email. (Watson, 122) For example, one might use the subject line as follows: “Urgent, please read.” While this example is better than leaving the subject line blank, it can be improved. Consider the following: “Urgent Request: Please Respond by End of Day.” In this case, the receiver is giver a better indication of the expected response time. Barring unforeseen circumstances, it is quite reasonable to expect that the receiver will reply by the end of day.

Use Professional Looking Font, Size, and Color

Another area of concern is font. Recall that the purpose of business email is to communicate ideas in an incredibly time efficient manner. Anything that prevents the effective transmission of ideas can be seen as a barrier to effective email writing. Because fonts come in all shapes, sizes, and colors, fonts can act as a barrier.

Ideally, individuals utilize fonts that are easy to read. Some users complicate matters by writing in terribly small font sizes. Others, for some reason, use pink or light yellow fonts, making it a challenge for recipients to read the contents of the email. In a nut-shell, email fonts should be black, Times Roman or something comparable, and size 12.

Be Concise

Because business professionals are constantly on the go, it is important to be concise when writing emails. If it is possible to state your purpose or question in one sentence, then there is no need to utilize a paragraph or two. This is especially important considering that, as individuals become more and more busy, they tend to simply scan the contents of your email. If your email is overly verbose, individuals may scan it, not find the important content, and thus discuss your email in its entirety. Supposing that you were pitching an important sale, the effects of not being concise can be rather detrimental to you and your company.

When to Send Several Messages Instead of One

One of the reasons why businesses began adopting emails is the cost savings that the email platform generates in contrast to traditional communication systems. It costs relatively little to send one email, and there is quite literally no difference between sending two, three, or a hundred emails (aside from the time invested in composing and sending the emails). 

Because of this, it is important to point out that some managers mistakenly send emails containing several important messages within one email. For the purposes of clarity, it may become burdensome on your reader to have them sort through several pressing issues in one message. On the other hand, it is much easier to have several messages, each one touching on one particular issue. Since the cost of writing several emails is comparable to that of writing one, it is clear that you should opt for the former.

Establishing P&P on Email Etiquette

Certainly, aside from the points discussed above, businesses encounter all sorts of difficulties with emails. This might include sexual harassment, discrimination, and bullying. The easiest way to address these issues, as well as the ones discussed above, is by establishing P&P on appropriate email etiquette.

Meetings

Within the business world, it is not uncommon to attend at least one meeting on a daily basis. The purpose of each meeting differs, yet the general rationale for coming together is the same. The team environment generated by business needs necessitates coming together to discuss and come to an agreement on issues. One important factor in conducting effective meetings is identifying the purpose for coming together. (Billikopf) Another is to create an agenda to facilitate the meeting. A third is to clue in staff members to the meeting’s agenda. Once the meeting is underway, management ought to encourage staff members to share their ideas, while always maintaining a safe space to voice differing views.

Identifying the Purpose of the Meeting

Effective meetings should be held with a particular purpose in mind. Whether it is to debate funding a particular project, come to agreement on a heated issue, or to inform another department of changes in your department, a clear purpose must be identified if the meeting is to be effective.

Create an Agenda to Facilitate the Meeting

Once the purpose has been identified, an agenda tailored to the purpose must be created. In other words, the agenda not only sets the tone for the meeting. It is also geared toward addressing the topic under discussion. If, for example, a meeting is being held in order to determine whether the company is going to invest in a solar power, an agenda might be drawn up as follows:

Sample Business Meeting Agenda


Introduction: Discuss purpose of meeting (whether to invest in solar power)

1. The Reasons why to pursue solar power

A. Tax breaks

B. Good for the community

2. Reasons why not to pursue solar power

A. Untested technology

B. Expensive

3. Open floor discussion

Of course, many meetings cover several issues; however, the disadvantage of utilizing this approach is that staff members might become confused over the 
several issues under discussions. Therefore, it is often times most effective to touch on one or two main points in any given meeting.

Introduce the Purpose of the Meeting to Staff Members

As the meeting is about to begin, it is useful to provide staff members with a copy of the agenda. This allows staff members to gain a clear sense of what to expect. Accordingly, they are less likely to lose focus. In the event that they do fade out for a few moments, the agenda may prove useful to helping them follow along with the meeting.

Invite Staff Members to Participate by Sharing Their Ideas

Additionally, staff members are often times eager to participate when management creates an environment that invites them to share their ideas. It is important that a manager be explicit on this point. He or she can do so by saying something along the lines of, “As all of you know, I highly value your input. As such, I invite you all to share your perspective and stance with the team.” 

The benefits of doing so are to, on the one hand, make staff members feel like valued employees, and on the other, to empower employees to become participating members during meetings.

Summary

A decade into the 21st century leaves many marveling at the speed with which information can now be transmitted. Wireless phones and the internet allow information to travel at the mere push of a button. Within the business world, advances in communication technologies have resulted in greater expectations of managers. They are expected to oversee employees, deliver public presentations in front of large audiences, communicate with a large network of clients, vendors, associates and others by email, and conduct meetings with employees in addition to the responsibilities of yesterday. 

All of these endeavors require that an individual be able to communicate with others. Thus, while technological advances have changed the nature of business, communicating with others remains constant. By adhering to the foregoing information on effective communication skills, one can further one’s career interest while also improving that of the organization.
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Figure 1: The Communication Process Flowchart.





Table 1: The Communication Differences between Men and Women.
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