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Abstract

In business, communication is used to promote dymtoor services, relay information within the mess
or deal with legal or similar issues. We can alsfingé business communication as a process of tiigtirggn
information and thoughts between various partsnadrganization and also to people outside organizat
Effective communication is essential and indispbles#or the success of any business. Technology has
opened the door to new ways of interacting, bufpttoeess is still challenged by barriers that hiritde
effectiveness. In our paper we have defined comaatioin process, barriers to effective business
communication and various tips to overcome thesenconication barriers.
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1. Introduction

In an organization communication plays a cruci& in employer-employee relationship. Although
effective communication does not guarantee suafess organization but in effective communication
assure problem and very soon these problems vdtirbe a crisis. Communication in any organization is
of vital importance to be able to express objestiviecessities, emotions etc. an effective comnatioit
must have certain qualities which are describedvizel

i Completeness
ii. Conciseness
iii. Consideration
iv. Correctness
V. Courtesy
Vi. Clarity
Vii. Concreteness
Some of the interesting facts about communicatrerdascribed below:
i 7% words of the information communicated.
ii. 38% vocal tone.
iii. 55% of body language
Some of the methods for business communicatiodeseribed below:
i Web based communication
ii. E-mails
iii. Writing letters, reports, memos etc.
iv. Video conferencing
V. Audio video presentation (e.g. PowerPoint)
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Vi. Using telephone
Vii. Face to face meetings

2. The Benefits of Effective Communication in an Organization
There are various benefits of an effective busieessmunication in an organization such as;
1. Employee commitment to his/her job is improved.

2. Training and recruitment cost are reduced.

3. Better employee performance.

4. Helps in avoiding misunderstanding.

5. Improved employer-employee relationship.

6. Improved exchange of ideas.

7. Company’s goals are reached much quicker.

8. Less confusion.

9. It will help with innovation and creativity.

10. Communicated in an effective way can prevent uadst.
11. Proper method of communication can save time anteyof an organization.
12. Effective communication enhances client relation.

13. It will originate an environment of ample particijuen.

14. Organizing human resource in an effective manner.

3. Business Communication Process

To carry out effective business communication tlaggecertain elements of business communication
process which are described below and explain&igure 1.

» Sender/Transmitter: Sender is the initiator of blwsiness communication process. It is the duty of
sender to choose the type of message and effat@gBum. A sender can make use of symbols to
convey the message.

» Message: It is codified information, which the sensglends to the receiver. It must be ensured fleat t
main objective of message is clear.

» Medium: It is the channel of communication betwsender and receiver. The sender must choose an
appropriate medium which makes it effective andeity interpreted by receiver.

» Receiver/Decoder: Receiver is a person for whomtkeesage is aimed. Successful communication
takes place only when a receiver understand theimgitended by the sender and it depends upon
various factors such as knowledge of recipienttdadesponsiveness to the message.

Feedback: It permits the sender to analyze theaaf§i of the message. It is the best way to proatette
message was received and understood. Feedbackewaylal or non verbal. It may also in the written
form like reports, memos etc.

4, Barriersto Effective Business Communication

Below are some of the exclusive barriers to effechiusiness communication which are shown in Figure
and are listed below:

» Physical Barrier: some of the physical barrierarnnorganization are listed below:
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i. Marked out area portraying a particular territory.
ii. Large working area.
iii. Separate areas for the people of different status.

Perceptual Barrier: Each individual is differentiahat is why they think different. A same message
may be taken differently by different individualdathat will create a barrier.

Emotional Barrier: Emotional barrier is one of ttldef barriers to open and free communications.
This arises when people become very mindful of whaty are going to speak next. They feel
vulnerable and hence this stunts their thinking @oand communications.

Cultural Barrier: When people belonging to diffarequlture work together, can be one of the
business communication barriers in an organizatan.to avoid this kind of problem there must be a
cultural diversity in the work place.

Linguistic Barrier: When the people of differenttioaalities and different mother tongue work
together there must be biggest communication bamiehe workplace. When they couch their
communication in their language, it is a way oflaging others.

Technological Barrier: Some time due to the techirf@ilure the message is not delivered completely
or not delivered at all and this will create a Barin business communication.

Improper way of explaining: Some speakers get fatisti when the other person fails to understand
things quickly, this will create a business comnaation barrier.

Red Tape: Message gets delivered to many diffgreaple before reaching the actual recipient. This
can alter the message and makes the process o lon

5. Overcoming Communication Barriers

Below are some points which help us know, how tercome business communication barriers in an
organization:

1.

© ©®© N o ok~ wN
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We have to eliminate difference in perception.
Taking the receiver more seriously.

Modify the message according to the audience.
Reduction of noise levels.

Effective use of informal channel of communication
Effective use of body language.

Avoid information to be overloaded.

Using multiple channels and encoding.

The speaker should step into the shoes of listener.

. The message should be concise and complete.
. Message should state the purpose clearly.

. Organizational structure must be simple.

. Listening attentively and carefully.

. Clear and simple words should be used.

6. Effect of I neffective Business Communication on Business Growth Graph
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An effective communication can improve the growtlaoy business firm whereas an ineffective
communication can create problems and declinegrihweth graph of that particular business firm, vhis
shown in Figure 3.

7. Conclusion

For the successful running of an organizatiors itiportant that the transparency is maintainedrentioe
employers and employees. There are lots of comratiaitbarriers in an organization, but to ensuee th
free flow of information between the sender andréeeiver, these communication barriers must be
overcome and for this it is important to understtrelunderlying causes of business communication
barriers which may include a wide range of factors.

In a nut shell every employee must try their Idwett to avoid business communication barrier in an
organization for effective business communication.
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