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MAIN TYPES OF BUSINESS COMMUNICATION

It is possible to communicate with the other person in multiple ways and
modern-day employees working in diverse sectors need to be fully aware of
these ways of improving the overall way of functioning of their firm. Some
different forms of communication in business, which are globally used are
presented here.

Internal Communication is the type of communication in which interaction
takes place within a corporate house. There are formal as well as informal
channels of internal communication. Upward communication, downward
communication and horizontal communication are considered to the major
types of internal communication.

In upward communication, the information is passed on from the junior
level employees to the management of the company. This enables the
employees to participate in the company's business and policies and give their
valuable inputs. This kind of communication can help the employees gain
confidence, and understand the functioning of the organization better.

On the contrary, in downward communication, the flow of information is
from the top-level management to the subordinates. This type of
communication enables the organization benefit from the managerial expertise
and experience of the top level management. However, the management should
make sure that downward communication does not take away the employees
freedom of expressing their views on certain aspects. So, giving some powers
to the employees in spite of having downward communication is essential for
growth of the organization.

In the case of horizontal communication, we see an interaction and
collaboration between people employed at the similar posts or communication
between to departments or sections. This helps them get their queries solved
and gain knowledge from their colleagues. Interaction between workers must
be promoted by the top management for exchange of ideas and new concepts.

External communication is when the company employees or officials get in
touch with people outside the organization for the purpose of business
expansion. The main advantage of such type of communication is that the
management gets to know what are the expectations of the customers/clients in
the market, and what the competitors are offering. With this information, the
existing product range can be improved and new products can be developed
and introduced.

Communication by Letters is a widely used technique to communicate with
the outsiders. This makes the outsiders understand the points which the
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company management wishes to convey easily. Moreover, the company can
have a copy of the letters with them as a proof of communication with
outsiders.

The use of information or promotional seminars and exhibitions is one of
the best modes of external communication. Seminars can help the organization
display their products and have the company representatives explain their use to
the customers in detail. This can help in solving any kinds of doubt which the
consumers might have about the company's products.

E-mails are yet another effective way of external communication in this
age of advanced technology. E-mails can help us instantly reach out to several
people at a time over long distances, and create awareness about the products
and services of the company.

In this competitive age, where every business house is trying its level best
to get more orders from customers, inventing new forms of communication in
business is essential.
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PA3ZBUTUE CEKTOPA UKT B I'EPMAHUU

PasButne u HIMPOKOE pacrpocTpaHeHHE UH(pOpPMAINOHHO-
KoMMyHHUKaIMOHHEIX TexHojoruid (VIKT) B 'epmanum siBisieTcs riro0anbHOM
TEHJEHIMENH HayYHO-TEXHUYECKOTO MPOrpecca MOCIEAHUX AECATHIETHIH, KOTO-
poe MpHBeIIOo K 3HAYUTENLHBIM U3MEHEHUSIM NMPAKTHYECKH BO Beex cdepax ue-
noBeueckol nestenbHOCTH. Mcnonb3oBanne MKT nmMeer pemnaroniee 3HaUCHHE
JUIS TOBBIIEHHS KOHKYPEHTOCIOCOOHOCTH HAI[MOHAJIBHOW 3KOHOMMKH, pac-
HIMPEHUS] BO3MOXKHOCTEN €€ HHTETPALlUU B MUPOBYIO XO3SIICTBEHHYIO CUCTEMY,
HOBBIIEHUS 3()(PEKTHBHOCTH TOCYJaPCTBEHHOTO YIPABICHMS W MECTHOTO Ca-
MOYTIpaBleHUs W T.1. Pa3BuTne MHGOPMAIMOHHBIX TEXHOJOTHH IEPEBOAUT
MOCTUHYCTPHUAIbHOE OOILIECTBO B HOBOE KaYECTBEHHOE COCTOSIHHE — MH(OP-
MAaI[IOHHOE OOIIECTBO.

B cBsA3u ¢ TeM, 4TO OTpaciv HOBOM SKOHOMUKHM ['epMaHuK UMEIOT pas3ind-
HYIO CTETEHb Pa3BUTHS U HEOJWHAKOBYIO 3HAYUMOCTB UISL OTAEIBHBIX HEMEI-
KHX 3eMelb, HanOosee 3(QEeKTUBHBIM MIPEACTABISIETCS (GOPMUpPOBAaHHE HOBOU
9KOHOMHKH TI0 KJIACTEPHOMY NMPUHIHNILY, HO YUUTBIBAs MIPU 3TOM HOTpeOHOCTH
BCeil CTpaHBl, a TaKXKe €€ MUPOXO3AHCTBEHHBIE CBA3M B Pa3BUTHU HAyKH, UH-
(hOpMAaIIIOHHBIX TEXHOJIOTH, COBPEMEHHBIX KOMMYHHUKaIMi. [Ipu aToM pa3su-
THE OTpaciiedl HOBOH SKOHOMHUKH 00OeCrieunBaeT He TOJbKO PEIlIeHHEe BHYTPEH-
HHUX COIMAJIbHO-3KOHOMUYECKUX MPOOJIeM OTAEIbHOW 3eMIIH, HO M TIO3BOJISIET
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