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Business communication

Communication is the key to your success—in
relationships, in the workplace, as a citizen of
your country, and across your lifetime. Your
ability to communicate comes from experience,
and experience can be an effective teacher.

Business communication can be thought of as
a problem solving activity in which individuals
may address the following questions:

«  What is the situation?

+ What are some possible communication
strategies?

« What is the best course of action?

« What is the best way to design the chosen
message?

«  What is the best way to deliver the message?

Whenever you speak or write in a business
environment, you have certain responsibilities
to your audience, your employer, and your
profession. Your audience comes to you with an
inherent set of expectations that you will fulfill
these responsibilities. The specific expectations
may change given the context or environment,
but two central ideas will remain: be prepared,
and be ethical.
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