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UNIT -1
MANAGERIAL COMMUNICATION

CONCEPT OF COMMUNICATION

The English word ,communication® has been derived from the Latin word,
,LCommunicare* which means to impart or participate or to transmit. The word
,Communicare" is derived from the root ,Communis® which means to make common or

to share. Communication is

1) The activity or process of sharing or exchanging ideas, feelings, information,

experience between two or more persons;
2) An act or instance of transmitting;

3) The information actually communicated by some means.

D'SCUS&ON
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MEANING

Managerial communication is a function which helps managers communicates with
each other as well as with employees within the organization. Managerial
Communication helps in the smooth flow of information among managers working

towards a common goal.

Definitions of communication:

1) The Oxford English Dictionary defines
communication as “the action of conveying or

exchanging information and ideas.”

2) Peter Little defines communication as “the
process by which information is transmitted

between individuals and or organizations so that

an understanding response results.”

3) Allen Lui (Louis) defines communication as
Communication is the sum of all the things one person does when he wants to create
understanding in the mind of another. It is a bridge of meaning. It involves a systematic

process of telling, listening, understanding and responding.”

4) Keith Davis defines communication as “Communication is the transfer of information

and understanding from one person to another.”

Definitions: There are a number of definitions of the term communication. A few of them
are being reproduced below: “Communication is the sum of all things, one person does
when he wants to create understanding in the minds of another. It involves a systematic

and continuous process of telling, listening and understanding.” — Allen Louis

Communication has been defined “As the transfer of information from one person to

another whether or not it elicits confidence.” - Koontz and O" Donell
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“Communication is an exchange of facts, ideas, opinions or emotions by two or more

persons.” — George Terry

1- Managerial Communication - Introduction

Why do individuals need to communicate with each other?

What is Managerial Communication?

Managerial communication is a function which helps managers communicate with each
other as well as with employees within the organization. Managerial Communication
helps in the smooth flow of information among managers working towards a common

goal. The message has to be clear and well understood in effective communication.

The team members should know what their manager or team leader intends to
communicate. The team members should know what their manager or team leader
intends to communicate. Effective managerial communication enables the information to

flow in its desired form among managers, team leaders, and their respective teams.

Ways of Managerial Communication

Usually, there are two ways managers communicate amongst themselves and with their

subordinates:

Verbal Communication

. vmﬁon COmmumcan“mal'on
Communication done with the help of words is é

called as verbal communication. No written g A Q
records are available in verbal communication. In = \\ < "
verbal communication, individuals need to be very *xj 2 4 \ % ,‘/
careful about their speech. What they speak and ) ﬁ E \J\

how they speak matter a lot. Managers must choose the right words to address their
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team members. Make sure you do not confuse your team members. One has to be loud

and clear while interacting with employees at the workplace. Be very clear and precise.

Written Communication

Communication is also done through emails, letters, manuals, notices and so on. Such
a mode of communication where written records are available is often called written

communication.

Managers must inculcate a practice of
communicating through emails with their J
juniors as it is one of the most reliable
modes of communication. It is essential for

managers to master the art of writing emails.

Avoid using capitals, bright colors, designer

font styles in official emails. Make sure your signatures are correct.
Organizational Communication

Organizational Communication is of the following two types:

« Formal Communication: Communication which follows hierarchy at the workplace
is called as formal communication. Employees communicate formally with each
other to get work done within the desired time frame.

e Informal Communication: Employees also communicate with each other just to
know what is happening around. Such
type of communication is called informal
communication and it has nothing to do
with the designation of individuals, level

in the hierarchy and so on.
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2. Why is Managerial Communication Important at the Workplace?
Case Study:

Before understanding the importance of managerial communication at workplace let us

first go through a real-life situation.

Samir and Omar both worked with an organization. Samir represented the marketing
vertical while Omar was heading the advertising department. Samir and Omar preferred
doing things on their own. The two managers hardly interacted with each other and
never really bothered to discuss things and reach better conclusions. The organization
lost an important deal due to a lack of communication between the two teams. Such is

the importance of communication within the

organization. " &Q

———— the power of—=—
It is essential for the managers to Gomun\cat\on
communicate amongst themselves and also J’ . \1
with their team members. It is important not o l S

\eyo\t‘;
. . onsShib customer L |
only to communicate but effectively esitwns

communicate. Effective communication is the key to success in today“s world.

NATURE OF COMMUNICATION

The analysis of the above definitions implies that communication has the following
characteristics, which define the nature of Communication

1. It is process: The term process has been defined as an identifiable flow of interrelated
events moving over time towards some goal or an end. Accordingly, communication is a
process in which there are some identifiable inter-related events which starts with the
sender. Then it moves by encoding messages, through some channel till the receiver
receives the massage and ends with the feedback.
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2. It is inevitable: Communication is essential physically, socially and psychologically. If
an individual is provided all physical comforts but is not allowed to read, write, speak
and listen, he will become mentally retarded.

3. Meaning Based: communication is meaning-based. As has been very succinctly said
by a specialist, “The most immediate need for communication is to be able to refer to
things in the real world, that is, to be able to name things, states, events, attributes,
using words”. In addition, we must be able to link words together so as to make
meaningful sentences and language. Hence, there is a need to be clearheaded about
what we want to say.

4. Communication is intentional as well as unintentional: While some communication is
intended, that is, it is purposely done, much of the communication may be unintentional,
that is, we might convey, in many ways, even what we don“t wish to communicate.

5. Communication is systematic: Every component of Communication is affected by the
other. The one who sends the message, the message itself as well as the receiver of
the message; all are interrelated and affected by each other.

6. A two-way traffic: A significant aspect of communication is involvement of atleast two

people, i.e., a sender and a receiver. In fact, one person cannot communicate to

himself. A receiver is must to

complete the communication act.

There is no communication, until the

massage sent by the sender is being

4

) ;

i3l et

received by the receiver. A personnel

director may send hundreds of
memos and warning letters to
employee, but communication is not
complete unless it is received and read by them. Since communication is an exchange
of views, opinions, directions etc., it is a two-way traffic. The “two way” can be
understood in many ways. It is not just the sender is involved in communication, but the
receiver, is also equally involved in the process. In another way, Communication is both
ways, upward as well as downward, in an organization. Messages, directives, opinions,

etc., are sent to lower levels in the hierarchy of management. Likewise, grievances,
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complaints, opinions feelings, points of view etc., are communicated upward along the
line, i.e., from workers (lower level) to management (higher level). George Terry has
rightly remarked, “Simply talking or writing, without regard to the recipients” response, is
conducive to misunderstanding.” Thus, communication should be both ways.

7. Communication is a social process: Human being is a social animal. He cannot live in
isolation. Communication is a process which helps the human being to interact and
socialize. Hence, it is a social process.

8. Dynamic Process: Dynamic means “ever changing”. Communication is not a
constant, one time event. It is a dynamic process, which is changing all the time.

9. Continuous Process: Communication is a continuous process. More often than not, it
is repeated to achieve the desired results. It is an ongoing process, in which one
interaction is followed by the other. 10. Communication is both interaction and
transaction: The participants of communication exchange ideas and information and
also influence each other in the process. They share and exchange both thoughts and
meanings.

11. It is spiraling process: Communication between the receiver and the sender usually
does not start as the same level or grow at the same rate. It is due to difference at
abilities of the sender as well as the receiver. Moreover, noise and time have an impact
on it. As a result. Communication takes a spiral shape before it is completed and
reaches the receiver the same level and space

12. It is contextual: Communication happens with reference to a context. The same
words would mean different things if they are said in different contexts. Hence, meaning
may differ in different situations. 13. Needs proper understanding: There may be
numerous media of communication but the main purpose of conveying the message is
to create a proper understanding of the message in the mind of the other party. For this
purpose, it should be clearly and concisely worded.

14. Leads achievement of the organizational objective: Effective communication does
this by creating the sense of object orientation in the organization.

15. Dispels misunderstanding: In this sense, it provides clear understanding between

persons and thus builds a bridge of camaraderie among people. 16. It has four specific
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skills: Communication has four specific skills. They are reading, writing, speaking and

listening. Their brief sketch is shown in the following Exhibit.

Definitions of managerial communication

Definition by Lesikar and Flatley: "Managerial communication is the process of
exchanging information and understanding between managers and their subordinates,

peers, and external parties, to achieve organizational goals effectively and efficiently."

This definition emphasizes the importance of communication as a tool for managers to

f METHODS OF MANAGERIAL COMMUNICATION

Formal Methods

1. Meetings:
o Staff Meetings: Regular meetings with team members to discuss ongoing
projects, updates, and issues.
o Board Meetings: High-level meetings with executives or board members to
discuss strategic decisions.
o One-on-One Meetings: Personal meetings between a manager and an
employee to discuss performance, goals, or concerns.
2. Reports:
o Progress Reports: Detailed updates on the status of projects or tasks.
o Financial Reports: Summaries of financial performance, budgets, and
forecasts.
o Analytical Reports: In-depth analysis of specific issues, trends, or
opportunities.
3. Official Memos:
o Written communications that convey important information, policies, or
changes within the organization.

4. Presentations:
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o Structured delivery of information, often using visual aids like slides, to
inform or persuade an audience.
5. Emails:
o Formal written communication used for sharing information, updates, and

instructions
Informal Methods

1. Casual Conversations:
o Unplanned, spontaneous interactions that occur in hallways, break rooms,
or during social events.
2. Instant Messaging:
o Quick, real-time text communication using platforms like Slack, Microsoft
Teams, or WhatsApp.
3. Social Media:
o Using platforms like LinkedIn, Twitter, or internal social networks to share
updates and engage with employees.

Direction of Communication

1. Downward Communication:
o Information flows from managers to employees. Examples include
instructions, policies, and feedback.
2. Upward Communication:
o Information flows from employees to managers. Examples include reports,
feedback, and suggestions.
3. Horizontal Communication:
o Information exchange between peers or colleagues at the same
organizational level. Examples include collaboration on projects and
sharing best practices.

4. Diagonal Communication:
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o Information flows between different levels and departments in an
organization, bypassing traditional hierarchical structures. Examples

include cross-functional team meetings.

Medium of Communication

1. Face-to-Face Communication:
o Direct interaction in person, allowing for immediate feedback and non-
verbal cues.
2. Written Communication:
o Emails, memos, reports, and other written documents that provide a
permanent record of the communication.
3. Digital Communication:
o Use of technology platforms like email, instant messaging, video
conferencing (Zoom, Microsoft Teams), and collaboration tools (Trello,
Asana).
4. Telephone Communication:
o Voice communication over the phone, providing a personal touch and
immediate feedback.
5. Video Conferencing:
o Real-time video communication allowing for visual and auditory

interaction, useful for remote teams.

Examples of Effective Managerial Communication Methods

1. Daily Stand-Up Meetings:
o Short, focused meetings where team members share updates and align
on daily goals.
2. Weekly Reports:
o Regularly scheduled reports that keep everyone informed about progress
and upcoming tasks.

3. Feedback Sessions:

?R Periyar University — PUCODE| Self Learning Material



PUCODE BBA-SEMESTER 1 UNIT -1

o Scheduled times for providing and receiving feedback to improve
performance and address issues.
4. Newsletters:
o Periodic updates that keep employees informed about company news,
achievements, and upcoming events.
5. Surveys and Polls:
o Tools to gather feedback and opinions from employees to inform decision-

making.

OBJECTIVES/PURPOSE OF COMMUNICATION

An objective is something that we want to attain or accomplish by our efforts; it is the
purpose with which we undertake an activity. When we speak or write to our friends, we
may not have a specific purpose, except to keep in touch, to be friendly; when we chat
with a group of friends, we simply want to socialize, be friendly, or express ourselves.
But in an official or business situation, when we speak, listen or write to customers, or to
our subordinates or our superiors, we have a specific purpose or objective; we want to
accomplish something. Communication could have many objectives depending on the
context and persons involved. Communication within a family, in a classroom, in a

theatre, in a seminar, in a boardroom and in the organsation has different objectives.

The objectives depend upon the purpose to be achieved. The objectives of business
communication would include the following: To inform: This is the foremost objective of

communication. Information is power.

The information needs within and outside the organization can be met through
communication To persuade: Businesses work through persuation. It is important to
persuade employees to work efficiently, to persuade customers to buy our product and
so on. The objective of communication may be to persuade. To educate: To
disseminate knowledge and develop skills and attitudes among people working in the

organization may be another objective of communication.
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To train: Communication is an integral part of any training programme. Training is
required to achieve proficiency in specific skills. Instruction, demonstration, practice and

discussion during training require communication as an integral part.

To motivate: High level of morale and motivation are a must to ensure high levels of
productivity and efficiency on a sustainable basis. Communication provides a means to

keep motivation levels high.

To integrate: Large business organizations have different business units, departments
and territorial divisions, pursuing different targets. Communication provides the means

for an integrated approach in pursuing organizational goals.

To relate: Good business relations are a must for the continued success of any
business organsiation. Communication provides the means for building and nurturing

mutually beneficial relationships.

To entertain: Whatever be the nature of business, there is always a time for
entertainment. Communication facilitates social bonding and brings lighter moments

that help in entertainment and relieving tension.

The objectives of communication are dynamic and ever-changing. Some of the common
objectives of official communication are to get or give information, to ask for or give
instructions or advice or suggestions, to make requests, to persuade other people to
agree with us. Sometimes, we communicate with the intention of complaining, or
warning; but unfortunately, we do this angrily and get into arguments. If we learn to
complain and warn in an acceptable and constructive manner, our serious intention can
be conveyed quite effectively without damaging relationships. In order to caution,
counsel, clarify, apprise, evaluate, reprimand, organize and numerous such objectives,

we make use of communication.
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SCOPE OF COMMUNICATION

Communication has unlimited scope. The scope of Communication can be understood

under two headings:
1. External Dimension
2. Internal Dimension

External Dimension: External dimension regarding communication have a bigger arena
It includes building relations with external agencies and stakeholders. Effective
communication can establish a healthy external organizational climate in which there is
trust, cooperation, collaboration, innovation and commitment. Self-involvement of
people in various activities is inculcated to create vibrant and congenial atmosphere .
Likewise, depending upon how an organization looks after its advertisements, publicity
and public relations function, public image and goodwill of the organization is created

through effective communication.

Internal Dimension: A lot of communication takes place within the organization. In an
organization, starting from formulating corporate vision, mission policy objectives, taking
goals to their implementation, communication plays a significant role. For formulating
policies, top management needs to obtain information and views of the middle and
lower level management through various forms. Especially for the appropriate
implementation of the top management policies and plans, it is only communication
which facilitates proper understanding of the policies in the right spirit. Public relations,
as a management function, solely depend on right communication. There are different
functions to be performed by various functional departments to keep the organization
running. Within each department and across different departments, functional heads
have to communicate to their subordinates by giving job-related instructions,
suggestions, advice and orders. For obtaining and giving cooperation to other
departments, exchange of information plays a key role. When we look at each functional
department, the scope of communication further becomes clear. For example, in the
case of human resources department, the HR manager needs to take care of
R Periyar University — PUCODE| Self Learning Material
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communication to avoid grievance, dissatisfaction, and industrial unrest in the entire

organization. Communication skill is essential for manager to design right advertisement

copies, conducting effective interviews, arranging better training programmers etc.

Based on Direction

MANAGERIAL COMMUNICATION

Types of Managerial Communication

Organizational
‘Communication taking place at all
levels in the organization refers to

organizational communication.

Interpersonal

Interpersonal communication
generally takes place between two or

more individuals at the workplace.

MANAGERIAL COMMUNICATION

1. Downward Communication:

(¢]

(¢]

Flows from higher levels of the organizational hierarchy to lower levels.
Examples: Instructions, policies, performance feedback, job assignments.

2. Upward Communication:

O

Flows from lower levels of the ‘ Typesof )

organizational hierarchy to Communication

higher levels. |m |m Im |m
Formal Informal Inter-Personal Non-Verbal

Examples: Progress reports,

feedback, suggestions,

: comncson | 1] conmebat | | commneas

grievances.

3. Horizontal Communication:

(¢]

Occurs between employees or departments at the same hierarchical level.
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o Examples: Coordination, collaboration, information sharing.
4. Diagonal Communication:
o Crosses both organizational levels and departments.
o Examples: Communication between a manager and an employee from

another department, cross-functional team meetings.

Based on Mode

1. Verbal Communication:
o Involves spoken words.
o Examples: Face-to-face meetings, phone calls, video conferences,
presentations.
2. Non-Verbal Communication:
o Involves body language, gestures, facial expressions, and tone of voice.
o Examples: Eye contact, posture, hand movements, tone.
3. Written Communication:
o Involves written words.
o Examples: Emails, reports, memos, newsletters, minutes of meetings.
4. Visual Communication:
o Involves visual aids.

o Examples: Charts, graphs, diagrams, infographics, videos.

Based on Formality

1. Formal Communication:
o Follows the official chain of command and organizational structure.
o Examples: Official memos, formal meetings, organizational reports, policy
manuals.
2. Informal Communication:
o Occurs outside the formal channels and is often spontaneous.
o Examples: Casual conversations, social interactions, informal emails,

instant messaging.
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Based on Medium

1. Face-to-Face Communication:

o Direct interaction in person.

o Examples: Meetings, interviews, presentations, informal discussions.
2. Telephonic Communication:

o Communication over the phone.

o Examples: Phone calls, teleconferences.
3. Digital Communication:

o Involves electronic media.

o Examples: Emails, instant messaging, video conferencing, social media.
4. Written Communication:

o Includes both printed and digital written forms.

o Examples: Letters, reports, memos, blogs, newsletters.
Examples of Each Type

1. Downward Communication Example:

o A manager sends an email to the team outlining new company policies

and procedures.
2. Upward Communication Example:
o An employee submits a monthly progress report to their supervisor.

3. Horizontal Communication Example:

o Two department heads hold a meeting to coordinate their departments'

activities.
4. Diagonal Communication Example:
o A project manager discusses project details with an engineer from a
different department.
5. Verbal Communication Example:
o A manager gives a presentation to the team during a meeting.

6. Non-Verbal Communication Example:
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o A manager uses positive body language and gestures to encourage team
members during a discussion.
7. Written Communication Example:
o An employee writes a detailed report on the outcomes of a recent project.
8. Visual Communication Example:
o A team leader uses a flowchart to explain a new process during a training

session.

PRINCIPLES OF EFFECTIVE COMMUNICATION

1. Clarity

Clarity involves conveying a message in a way that is easily understood by the
recipient. It requires using simple and precise language, avoiding jargon, technical
terms, and complex sentences unless necessary. Specificity and avoiding ambiguity are

key to achieving clarity.
2. Conciseness

Conciseness means being brief and to the point, without unnecessary details. This
involves eliminating redundant words and information, focusing on the core message,

and using bullet points or lists for clarity and brevity.
3. Consistency

Consistency involves maintaining a uniform tone and style in communication to avoid
confusion. This requires ensuring that the message is aligned with previous
communications, using a consistent tone and language, and repeating key points to

reinforce the message.
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4. Completeness

Completeness ensures that all necessary information is included in the message so that
the recipient has everything they need to understand and act upon it. This includes
providing all relevant facts and details, answering potential questions the recipient might

have, and including who, what, when, where, why, and how, if applicable.
5. Correctness

Correctness involves using accurate and appropriate language and information in
communication. This requires checking for grammatical errors and spelling mistakes,
ensuring factual accuracy, and using proper language and terminology suitable for the

audience.
6. Consideration

Consideration means understanding and taking into account the recipients perspective
and feelings. This involves tailoring the message to the audience®s needs and level of
understanding, showing empathy and respect, and avoiding offensive or insensitive

language.
7. Courtesy

Courtesy involves being polite and respectful in communication. This requires using
polite language and tone, addressing the recipient appropriately, and acknowledging the

recipient”s efforts and contributions.
8. Feedback

Feedback is the response from the recipient that indicates whether the message was
understood as intended. This involves encouraging feedback to ensure understanding,
listening actively and responding appropriately, and using feedback to improve future

communications.
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9. Listening

Listening is an active process of receiving and interpreting spoken or non-verbal
messages. This requires paying full attention to the speaker, avoiding interrupting, and

providing feedback to show understanding.
10. Timing

Timing involves sending messages at the right moment for maximum impact and
understanding. This includes choosing an appropriate time for communication, avoiding
sending important messages during high-stress periods, and considering the recipient"s

schedule and availability.
11. Purposefulness

Purposefulness ensures that every communication has a clear objective or goal. This
involves identifying the purpose of the communication, aligning the message with the
intended outcome, and ensuring the recipient understands the desired action or

response.
Applying the Principles

1. Preparation:

o Define the purpose and objective of the communication.

o Understand the audience and their needs.
2. Execution:

o Use clear, concise, and correct language.

o Maintain consistency in tone and style.

o Ensure the message is complete and includes all necessary information.
3. Follow-up:

o Seek feedback to confirm understanding.

o Listen actively and address any concerns or questions.

o Use feedback to refine future communications.
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By adhering to these principles, managers can enhance the effectiveness of their
communication, leading to improved understanding, better relationships, and more

successful organizational outcomes.

Barriers to Effective Communication

1. Physical Barriers

Physical barriers are environmental factors that obstruct or reduce the effectiveness of
communication. These include distance between people, walls, noise, and other

environmental distractions that hinder the transmission and reception of messages.
2. Psychological Barriers

Psychological barriers stem from the mental and emotional state of the individuals
involved in communication. These can include stress, anxiety, preconceived notions,
and lack of attention. Such barriers affect how messages are sent, received, and

interpreted.
3. Language Barriers

Language barriers occur when the sender and receiver do not share a common
language or when technical jargon, slang, or complex terminology is used. These

barriers can lead to misunderstandings and misinterpretations of the intended message.
4. Cultural Barriers

Cultural barriers arise from differences in cultural backgrounds, including beliefs, values,
customs, and behaviors. These differences can lead to miscommunication and conflicts,
especially in multicultural environments where people may have different norms and

expectations.
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5. Organizational Barriers

Organizational barriers are related to the structure, policies, and procedures of an
organization. Hierarchical structures, rigid policies, and inefficient communication
channels can hinder the free flow of information and lead to misunderstandings and

delays.
6. Interpersonal Barriers

Interpersonal barriers are related to the relationships and interactions between
individuals. These can include lack of trust, power dynamics, conflicts, and poor
listening skills. Interpersonal issues can prevent effective communication and

collaboration.
7. Attitudinal Barriers

Attitudinal barriers arise from the attitudes and perceptions of individuals involved in the
communication process. Negative attitudes, such as prejudice, bias, and lack of

motivation, can hinder open and effective communication.
8. Perceptual Barriers

Perceptual barriers occur when individuals perceive the same situation differently due to
their backgrounds, experiences, and viewpoints. These differing perceptions can lead to

misinterpretations and misunderstandings.
9. Emotional Barriers

Emotional barriers are caused by the emotions of the individuals involved in
communication. Emotions such as anger, fear, jealousy, and sadness can distort the

message and affect the sender“s and receiver‘s ability to communicate effectively.
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10. Technological Barriers

Technological barriers arise from the use of communication technologies. Issues such
as technical difficulties, lack of access to technology, and unfamiliarity with

communication tools can impede effective communication.
11. Semantic Barriers

Semantic barriers occur when there is a misunderstanding or misinterpretation of words
and symbols used in communication. These barriers can result from differences in

language, dialect, and meaning assigned to words and phrases.
12. Filtering

. Filtering is the process by which a sender manipulates information to be more
favorable to the receiver. This can lead to the distortion of information and prevent the

receiver from getting the complete and accurate message.
13. Information Overload

Information overload happens when individuals are overwhelmed by the amount of
information they receive. This can lead to difficulties in processing and prioritizing

information, resulting in missed or ignored messages.
14. Selective Perception

Selective perception occurs when individuals interpret messages based on their own
experiences, interests, and attitudes. This can cause them to focus only on certain

aspects of the message and ignore others, leading to partial understanding.
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15. Poor Listening Skills

Poor listening skills are a significant barrier to effective communication. When
individuals do not listen actively, they may miss key points, misunderstand the

message, and fail to provide appropriate feedback.

Communication Etiquette

Communication etiquette refers to the set of rules and guidelines that govern the
behavior and practices in different forms of communication. Observing proper
communication etiquette helps ensure that interactions are respectful, professional, and

effective. Here are some key aspects of communication etiquette:
1. Politeness and Respect

Always use polite language and show respect to the person you are communicating

with. This includes using appropriate titles, greetings, and expressions of gratitude.
2. Active Listening

Pay full attention to the speaker, avoid interrupting, and show that you are listening
through nodding or verbal acknowledgments. This helps build rapport and ensures that

you fully understand the message.
3. Clear and Concise Communication

Communicate your message in a clear and straightforward manner. Avoid unnecessary
jargon and be concise to ensure that the recipient understands your message without

confusion.
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4. Appropriate Tone and Language

Use a tone and language that are suitable for the context and the audience. This
includes adjusting your formality level depending on whether you are communicating in

a professional or casual setting.
5. Timeliness

Respond to communications promptly. Whether it is an email, phone call, or meeting,

timely responses show that you value the other person®s time and are reliable.
6. Confidentiality

Explanation: Respect the privacy of information shared with you. Do not disclose

sensitive or confidential information without permission.
7. Non-Verbal Cues

Pay attention to non-verbal cues such as body language, facial expressions, and eye
contact. These can significantly impact the perception and effectiveness of your

communication.
8. Professionalism

Maintain a professional demeanor in all forms of communication. This includes dressing

appropriately for meetings, being punctual, and preparing adequately for discussions.
9. Empathy

Show understanding and empathy towards the feelings and perspectives of others. This
helps in building trust and rapport and in resolving conflicts effectively.
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10. Feedback and Follow-Up

Provide constructive feedback when necessary and follow up on communications to

ensure that any issues are resolved and that all parties are on the same page.
11. Proper Use of Communication Channels

Use the appropriate communication channel for the message. For instance, use email
for formal communication, instant messaging for quick questions, and face-to-face

meetings for in-depth discussions.
12. Digital Etiquette (Netiquette)

When communicating digitally, such as via email or social media, follow specific

guidelines:

o Use clear subject lines in emails.

« Avoid typing in all caps, as it can be interpreted as shouting.

« Use professional language and avoid slang or informal abbreviations.

o Be mindful of your digital footprint and maintain professionalism in online

interactions.
13. Grammatical Accuracy

Ensure that your written communications are free from grammatical and spelling errors.

This reflects well on your attention to detail and professionalism.
14. Acknowledgment

Acknowledge receipt of messages and the contributions of others. This shows

appreciation and keeps the communication process transparent and courteous.
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15. Patience

Exercise patience in all communications. Allow others to express their thoughts fully
before responding, and do not rush conversations, especially when discussing complex

issues.

Importance of Communication Etiquette :

Observing communication etiquette is crucial for several reasons:

o Builds Trust and Respect: Proper etiquette fosters a respectful and trusting
environment.

e« Enhances Clarity and Understanding: Clear and respectful communication
reduces misunderstandings.

o Improves Professional Relationships: Good etiquette strengthens professional
relationships and promotes collaboration.

o Reflects positively on the Individual and Organization: Professional
communication enhances the reputation of both the individual and the

organization they represent.
LET’S SUM UP

We have spoken about the concept of communication, the way it works and the
various elements of the communication process. Now we have very clearly
understood the meaning, the functions and various kinds of communication in
which human beings are engaged. We can now very easily understand the
impact of mass media, i.e. electronic media, television channels, films and print
media for mass communication. Let‘s sum up everything in brief. Communication
is a process that allows an individual to exchange information by several ways.
Effective communication requires more than just transmitting a message. The

message must be clear, accurate and above all, understood by the receiver.
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UNIT-II

SECTION 2.1: BUSINESS LETTER

2.1 INTRODUCTION OF BUSINESS LETTER:

You can't start a letter without an introduction. A business intro letter should always be
addressed to a specific party; no sifrmadams and ‘to whom it may concern’ here. If you

don’t have the contact information for the person
you want to reach, do some digging for it online.

I'm sure you can track down a name and email 7
(e J /

address from LinkedIn, or perhaps a colleague can

pass along a business address. BUSINESS LETTER

As for the language you use in the intro, it's up to you, but it should reflect who you are
and your brand identity.

2.1.1 MEANING:

Business Letter is a letter which is used by organizations to communicate in a
professional way with customers, other companies, clients, shareholders investors, etc.
Business letter uses formal language and a specific format. Companies use it to convey

important information and messages.

2.1.2 DEFINITION:

A letter written for business purpose is a
business letter. Inquiry letter, offer letter, orders
letter, cover latter, notices, termination of

employment are some of the business letters.

Suppose a person wants to write any of these




business letters. The main question is to how to write a business letter? There is a pre-
specified format for writing a business letter. There are some parts of a business letter
and rules associated with them. Let us start to know how to write a business letter by

knowing the parts of a business letter.
2.1.3 Functions of a Business Letter

There are many functions of a business letter. We discuss here some functions

depending on its paragraphs.

The main function of a business letter is to carry and deliver a message to an intended
receiver. Such message is written in the body of a letter and such body is usually short

but written in three (3) parts. Each paragraph reflects a particular task
EXAMPLE:

» The first paragraph states the main idea,

= Second paragraph states supporting details; and
» Third paragraph highlights concluding message.
2.1.4 BUSINESS LETTER

John Doe

Sales Manager

XYZ Corporation

123 Main Street

Anytown, State 54321

john.doe@example.com

(555) 123-4567

[Date]


mailto:john.doe@example.com

Jane Smith
Purchasing Manager
ABC Industries

456 Oak Avenue

Othertown, State 67890

Dear Ms. Smith,

| hope this letter finds you well. I am writing to follow up on our recent discussion
regarding the upcoming product launch. As per our conversation last week, | am
enclosing the finalized proposal outlining our suggested marketing strategy and

associated costs.

Our team has reviewed your requirements thoroughly and believes this proposal aligns
with your objectives for increasing market penetration and brand visibility. We are

confident that our approach will yield significant results in a short timeframe.

Should you require any further details or wish to discuss any aspect of the proposal,

please do not hesitate to contact me directly at the above email or phone number.

Thank you for considering our proposal. | look forward to your response and the

opportunity to collaborate further.

Warm regards,

John Doe



Sales Manager

XYZ Corporation

This template can be adapted based on the specific purpose of your business letter,
whether it's a formal proposal, a request for information, a complaint, or any other

business communication. Adjust the content as necessary to fit your particular situation.
2.2.1 Layout for a standard business letter:
Example:

John Doe

Sales Manager

ABC Company

123 Main Street

Anytown, State 56789

Email: john.doe@abccompany.com

Phone: (123) 456-7890

Example:
June 24, 2024
Example:

Ms. Emily Davis


mailto:john.doe@abccompany.com

Marketing Director
XYZ Corporation
456 Oak Avenue

Othertown, State 67890

Example:
Dear Ms. Davis,
Example:

| am writing to inquire about the marketing services offered by XYZ Corporation. We
are interested in exploring potential collaborations for an upcoming product launch at

ABC Company.

Example:
Sincerely,
Example:
John Doe
Sales Manager
ABC Company
Example:

Enclosure: Proposal Document



2.2.2 Example of a Complete Business Letter:
John Doe

Sales Manager

ABC Company

123 Main Street

Anytown, State 56789

Email: john.doe@abccompany.com

Phone: (123) 456-7890

June 24, 2024

Ms. Emily Davis
Marketing Director
XYZ Corporation
456 Oak Avenue

Othertown, State 67890

Dear Ms. Dauvis,

| am writing to inquire about the marketing services offered by XYZ Corporation. We are
interested in exploring potential collaborations for an upcoming product launch at ABC

Company.


mailto:john.doe@abccompany.com

Please let me know if you would be available for a brief call next week to discuss this

further.

Sincerely,
John Doe
Sales Manager

ABC Company

Enclosure: Proposal Document

This layout ensures that your business letter is structured, clear, and professional,

meeting the standards expected in business communication.

2.3 KINDS OF BUSINESS LETTERS
1. Letter of Inquiry: Used to request information about a product, service, or opportunity.

2. Order Letter: Sent by a customer to a supplier to place an order for goods or

services.

3. Acknowledgment Letter: Confirms receipt of goods or services and often includes
details about the next steps.

4. Complaint Letter: Written to express dissatisfaction with a product or service and to

seek resolution.

5. Sales Letter: A promotional letter aimed at selling a product or service to potential

customers.



6. Cover Letter: Accompanies a resume or a document, introducing the sender and the

purpose of the accompanying document.

7. Letter of Recommendation: Provides a positive endorsement of a person's skills,

character, or achievements.

8. Resignation Letter: Formal notice submitted by an employee announcing their intent

to leave a job or position.

9. Thank You Letter: Expresses gratitude to someone for their assistance, business, or

a job interview.

10. Apology Letter: Issued by a company to apologize for errors, mistakes, or poor

service provided to a customer.

Each type of business letter serves a specific purpose and is formatted and written

accordingly to ensure clarity, professionalism, and effectiveness in communication.
2.3.1 Business letter application

Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Date]

[Recipient's Name]
[Recipient's Job Title]
[Company Name]

[Company Address]



[City, State, Zip Code]
Dear [Recipient's Name],

I am writing to formally apply for the [Position Title] advertised on [where you found the
job listing, e.g., LinkedIn, company website, etc.]. With [number] years of experience in
[relevant field or industry], | believe my skills and qualifications align well with the

requirements for this role at [Company Name].

Throughout my career, | have demonstrated a strong ability to [mention key skills or
achievements relevant to the job]. 1 am particularly excited about the opportunity to
[mention something specific about the company or role that excites you]. | am confident
that my [mention any additional relevant skills or experiences] would allow me to quickly

contribute to your team's success.

Enclosed is my resume, which provides additional details about my professional
background. | would appreciate the opportunity to further discuss how my qualifications
meet the needs of [Company Name]. Thank you for considering my application. | look

forward to hearing from you soon.
Yours sincerely,
[Your Name]

Make sure to tailor the template to fit the specifics of the job you're applying for and your
own experiences. This will help create a strong application that stands out to potential

employers.

2.3.2 Business letter offer
Your Name]

[Your Position]

[Company Name]

[Company Address]



[City, State, Zip Code]
[Email Address]

[Date]

[Candidate's Name]
[Candidate's Address]
[City, State, Zip Code]
Dear [Candidate's Name],

| am delighted to extend an offer of employment to you for the position of [Position Title]
at [Company Name]. After careful consideration of your qualifications and interview

performance, we are confident that you will make a valuable contribution to our team.

Your starting date will be [Start Date], and your initial annual salary will be [Salary
Amount], paid [Monthly/Bi-weekly], along with [mention any additional benefits or perks,

if applicable].

As an employee of [Company Name], you will be expected to [briefly mention key
responsibilities or expectations relevant to the role]. We are excited about the prospect

of you joining our team and look forward to your positive response.

Please review the enclosed employment agreement, which outlines the terms and
conditions of your employment. If you accept this offer, please sign and return the
agreement by [Deadline Date]. If you have any questions or need further clarification,

please do not hesitate to contact me at [Your Phone Number] or [Your Email Address].

We are enthusiastic about the opportunity to welcome you to [Company Name] and are
confident that you will find our team and culture rewarding. We anticipate your

acceptance and look forward to a mutually beneficial working relationship.

Yours sincerely,



[Your Name]
[Your Position]

[Company Name]

Ensure to customize the template with specific details such as the candidate's name,
position title, salary, start date, and any other relevant information pertaining to the offer.

This will help convey professionalism and clarity in your communication.
2.3.3 Business letter acceptance
[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Date]

[Employer's Name]

[Employer's Position]

[Company Name]

[Company Address]

[City, State, Zip Code]

Dear [Employer's Name],

| am writing to formally accept the job offer for the position of [Position Title] at
[Company Name], as outlined in your offer letter dated [Offer Letter Date]. | am thrilled

to join your team and contribute to the continued success of [Company Name].

| appreciate the confidence you have shown in my abilities and am eager to begin

working with [Company Name] on [Start Date]. The salary of [Salary Amount] per



[Frequency] and the comprehensive benefits package are acceptable to me. | am
excited about the opportunity to [briefly mention something specific about the role or

company that excites youl].

Per your request, | will complete the necessary paperwork and background checks
before my start date. Please inform me of any additional steps | need to take before

then.

Thank you once again for this opportunity. | look forward to meeting the team and
contributing to [Company Name]'s success. Please let me know if there is any further

information you require from me before my start date.
Yours sincerely,

[Your Name]

Make sure to customize the template with specific details such as the position title,
salary, start date, and any other relevant information related to your acceptance of the

job offer. This will ensure clarity and professionalism in your communication.

2.3.4 Acknowledgement letter and a promotion letter:
Acknowledgement Letter:*

[Your Name]

[Your Position]

[Company Name]

[Company Address]

[City, State, Zip Code]

[Email Address]



[Date]

[Recipient's Name]
[Recipient's Position]
[Company Name]
[Company Address]
[City, State, Zip Code]
Dear [Recipient's Name],

I am writing to acknowledge receipt of your [document, payment, complaint, etc.] dated

[date of receipt]. We appreciate your prompt action and the information provided.
[Optional: Briefly mention any actions you are taking or any further steps required.]

Should you have any questions or require further assistance, please feel free to contact

me directly at [Your Phone Number] or [Your Email Address].

Thank you for your attention to this matter.

Yours sincerely,
[Your Name]
[Your Position]

[Company Name]



*Promotion Letter:*
[Your Name]

[Your Position]
[Company Name]
[Company Address]
[City, State, Zip Code]
[Email Address]

[Date]

[Employee's Name]
[Employee's Address]

[City, State, Zip Code]

Dear [Employee's Name],

| am pleased to inform you that based on your outstanding performance and
dedication to [Company Name], you have been promoted to the position of [New

Position Title]. This promotion is effective from [Effective Date].

In your new role, you will be responsible for [briefly outline key responsibilities or
expectations]. Your annual salary will be adjusted to [New Salary Amount], and you will

continue to receive [mention any additional benefits or perks, if applicable].

We are confident that you will excel in this new capacity and contribute significantly to

our team's success. Please review the attached job description outlining your new



responsibilities. Should you accept this promotion, please sign and return the

acceptance letter by [Deadline Date].

Congratulations once again on your well-deserved promotion! We look forward to your

continued contributions to [Company Name].

Yours sincerely,
[Your Name]
[Your Position]

[Company Name]

Ensure to customize these templates with specific details pertinent to the situation and
your company's policies. This will help convey professionalism and clarity in your

correspondence.
2.4Business development letters

Opening Paragraph: Begin by acknowledging the issue or grievance raised by the

recipient. Express empathy and understanding of their concerns.

Details and Clarifications: Provide specific details about the grievance or problem.
Include relevant dates, transactions, or any other pertinent information to demonstrate

your understanding of the issue.

Resolution Offer: Propose a solution or action plan to address the grievance. Be clear

and concise about what steps you will take to resolve the issue.

Closing Remarks: Express willingness to discuss further or provide additional
information if needed. Thank the recipient for bringing the matter to your attention and

assure them of your commitment to customer satisfaction.



Contact Information: Include your contact details in case the recipient wants to reach

out directly.

### Example Structure:

*Dear [Recipient's Name],*

I hope this message finds you well.

| am writing in response to your recent communication regarding [briefly describe the
grievance or issue]. We understand how frustrating this situation must be for you, and |

sincerely apologize for any inconvenience caused.
To provide further context, [provide necessary details or background information].

In order to address this matter promptly, we are [describe your proposed resolution or

action plan]. Our goal is to ensure that you are completely satisfied with the outcome.

Please feel free to contact me directly at [your contact information] if you have any

further questions or concerns.

Thank you once again for bringing this to our attention. We value your business and are

committed to resolving this issue to your satisfaction.

**Best regards,

[Your Full Name]
[Your Position]
[Company Name]
[Contact Information]**

By following this structure, you can effectively address grievances in business

development letters while maintaining a professional and customer-focused approach.



2.4.1 Business development letter for an enquiry
Salutation:

- Address the recipient formally. For instance, "Dear Mr. Smith," or "Dear [Company

Name] Team,".
Introduction:

- State the purpose of your letter clearly and concisely. Mention that you are making

an enquiry regarding [specific product/service].
Body:

- Provide details about what you are looking for. Include specifics such as quantities,

specifications, delivery timelines, etc.

- If applicable, briefly introduce your company and explain why you are interested in

their products/services.
Request for Information:

- Ask any guestions you have regarding their offerings, pricing, customization options,

or any other relevant details.
Closing:
- Express appreciation for their time and consideration.

- Mention your preferred method of contact (email or phone) and include your contact

information.

- Close with a polite closing such as "Thank you for your attention to this matter,” or

"Looking forward to your prompt response."
Sign-off:

- Use a formal sign-off such as "Sincerely," or "Best regards," followed by your name

and job title (if applicable).



*Example:*
Dear Mr. Smith,
| hope this message finds you well.

| am writing to inquire about your company's range of [specific product/service]. We are
particularly interested in [mention specific details like quantities, customization options,

etc.].

Could you please provide information on pricing, delivery timelines, and any minimum
order quantities? Additionally, if there are customization options available, we would

appreciate learning more about them.

Thank you for your attention to this matter. Please feel free to contact me at [your phone

number] or [your email address] at your earliest convenience.

Best regards,
[Your Full Name]
[Your Job Title]

[Your Company Name]

Adjust the details as per your specific situation and the nature of your enquiry. This
structure should help you craft a clear and professional business development enquiry

letter.



2.4.2 Business development letters replies
Dear [Sender's Name],

Thank you for your email and for sharing your proposal. | appreciate the effort you've
put into outlining how our companies could collaborate. After careful consideration, I

believe there could be mutual benefits to exploring this further.

To proceed, | would like to schedule a meeting to discuss your proposal in detail.
Please let me know your availability over the next week so we can find a suitable time.
Additionally, if there are any specific points or questions you'd like to address

beforehand, please do not hesitate to let me know.

Looking forward to our discussion.

Best regards,

[Your Name]

This template acknowledges receipt of the initial proposal, expresses interest, and
suggests a next step to move the conversation forward. Adjust the details based on the

specific context of your correspondence.
2.4.3 business development letter order
Greeting:

- Address the recipient respectfully. For example, "Dear [Recipient's Name]," or "Dear

[Company Name] Team,".



Confirmation of Order:

- Clearly state that you are confirming the order. Include details such as the

product/service ordered, quantities, and any specific variations or customization options.
Order Details:
- Provide a summary of the order details including:

- Item descriptions

- Quantities

- Unit prices

- Total amount due

- Delivery or shipping details (if applicable)

- Payment terms or instructions
Acknowledgment of Agreement:

- Mention any specific terms or conditions that were agreed upon during the

negotiation or previous discussions.
Request for Confirmation:

- Politely request confirmation from the recipient to acknowledge receipt of the order

and agreement with the terms outlined.
Contact Information:

- Provide your contact details including email address and phone number for any

guestions or clarifications.
Closing:

- Close with a professional sign-off such as "Best regards," or "Sincerely," followed by

your full name and job title.



Example:
Dear [Recipient's Name],
I hope this message finds you well.

| am writing to confirm our recent discussion and to place an order for the following

items:

- Product/Service: [Name and Description]

- Quantity: [Number of units/items]

- Unit Price: [Price per unit/item]

- Total Amount: [Total cost of the order]

- Delivery Address: [Delivery address details]
- Delivery Date: [Expected delivery date]

As agreed, please find attached the detailed order summary. Kindly review and confirm
if everything is accurate. If there are any changes or adjustments needed, please let us

know at your earliest convenience.

Please acknowledge receipt of this order confirmation and let us know if you require any

further information. | can be reached at [Your Phone Number] or [Your Email Address].
Best regards,
[Your Full Name]
[Your Job Title]

[Your Company Name]



Adjust the details as per your specific situation and the nature of the order. This
structure will help you draft a clear and professional business development letter to

confirm an order effectively.
2.4.4 Business development letters for sales

Introduction: Start with a polite greeting and introduce yourself and your company

briefly.

Purpose: Clearly state the purpose of your letter upfront. Are you introducing a new

product/service, following up on a previous conversation, or proposing a partnership?

Value Proposition: Highlight the benefits and value your product or service offers.

Explain how it can solve a problem or fulfill a need for the recipient.

Details: Provide specific details such as pricing, features, or any promotions that might

be relevant.

Call to Action: Clearly state what you want the recipient to do next. Whether it's
scheduling a meeting, requesting a demo, or placing an order, make it easy for them to

respond.

Contact Information: Include your contact details prominently so the recipient can

easily reach out to you.

Personalization: Whenever possible, personalize the letter by referencing previous

interactions or specific nee ds of the recipient’'s business.

Professional Closing: End with a polite closing remark and a thank you for their time

and consideration.

Here’s a brief example to illustrate these points:



Dear [Recipient's Name],

| hope this message finds you well. My name is [Your Name], and | am reaching out on

behalf of [Your Company]. We specialize in [brief description of your products/services].

| wanted to bring to your attention our latest offering, [Product/Service Name], which
[briefly describe what it does and its unique selling points]. Our solution has been
designed to [solve specific problem or meet specific needs of the recipient's industry or

business].

I would love to discuss how [Product/Service Name] can benefit [Recipient's Company
Name]. Could we schedule a brief call next week to explore this further? Please let me
know a convenient time for you, or feel free to reach out directly at [Your Phone

Number] or [Your Email Address].
Thank you for considering this opportunity. | look forward to hearing from you.
Best regards,
[Your Full Name]
[Your Job Title]
[Your Company]

[Your Contact Information]

Adjust the tone and details based on your specific situation and the relationship with the
recipient. This template can serve as a starting point for crafting effective business

development letters for sales.
2.4.5 Business development circular letter
Structure of a Business Development Circular Letter:

Header: Include your company’s letterhead or logo at the top for branding purposes.



Date: Add the date when the letter is being sent.
Recipient's Address: Include the address of the recipient (if sending physical copies).

Salutation: Use a formal greeting such as "Dear [Recipient's Name]" or "To Whom It

May Concern," depending on your relationship with the recipients.

Introduction: Begin by introducing the purpose of the letter. State that the letter is a
circular and briefly explain its purpose (e.g., introducing a new product, announcing an

event, etc.).
Main Content:

Details: Provide detailed information about the new product, service, event, or

update.
Benefits: Highlight the benefits or advantages for the recipients.

Call to Action: Encourage recipients to take action, such as visiting a website,

attending an event, contacting for more information, etc.

Contact Information: Include your contact details (phone number, email address) so

recipients can easily reach out with questions or inquiries.

Closing: End the letter with a polite closing remark (e.g., "Thank you for your

attention,” "We look forward to your participation,” etc.).
Signature: Sign the letter with your full name and job title.
### Example of a Business Development Circular Letter:
\[Your Company Letterhead or Logo\]

\[Date\]

Dear Valued Customers,



Subject: Introduction of New Product Line

We are pleased to announce the launch of an exciting new product line at [Your
Company Name]. This circular letter serves to introduce you to our latest offerings

designed to enhance your business operations and customer satisfaction.

At [Your Company Name], we understand the importance of innovation and efficiency in
today’'s competitive market. Our new product line includes cutting-edge solutions that
address [specific needs or problems they solve]. Whether you are looking to streamline
your operations, improve customer engagement, or boost productivity, our products are

tailored to meet your requirements.

2.4.6 Key features of our new product line:
- [Feature 1 with benefit]

- [Feature 2 with benefit]

- [Feature 3 with benefit]

We invite you to explore these solutions further on our website at [website link] or
contact us directly at [phone number] or [email address] for more information. Our team

is eager to assist you in finding the best fit for your business needs.

Thank you for your continued partnership with [Your Company Name]. We look forward

to serving you with our latest innovations and helping you achieve your business goals.

Best regards,

\[Your Full Name\]

\[Your Job Title\]

\[Your Company Name\]



\[Contact Information: Phone Number, Email Address\]

Adjust the details and tone of the letter to suit your specific business and audience.
Ensure clarity and professionalism throughout the letter to effectively communicate your

message.
2.5Grievances in business development letters

1. Opening Paragraph: Begin by acknowledging the issue or grievance raised by the

recipient. Express empathy and understanding of their concerns.

2. *Details and Clarifications: Provide specific details about the grievance or problem.
Include relevant dates, transactions, or any other pertinent information to demonstrate

your understanding of the issue.

3. Resolution Offer: Propose a solution or action plan to address the grievance. Be clear

and concise about what steps you will take to resolve the issue.

4. Closing Remarks: Express willingness to discuss further or provide additional
information if needed. Thank the recipient for bringing the matter to your attention and

assure them of your commitment to customer satisfaction.

5. Contact Information: Include your contact details in case the recipient wants to reach

out directly.

### Example Structure:

*Dear [Recipient's Name],*

| hope this message finds you well.

| am writing in response to your recent communication regarding [briefly describe
the grievance or issue]. We understand how frustrating this situation must be for you,

and | sincerely apologize for any inconvenience caused.



To provide further context, [provide necessary details or background information].

In order to address this matter promptly, we are [describe your proposed resolution or

action plan]. Our goal is to ensure that you are completely satisfied with the outcome.

Please feel free to contact me directly at [your contact information] if you have any

further questions or concerns.

Thank you once again for bringing this to our attention. We value your business and are

committed to resolving this issue to your satisfaction.

**Best regards,
[Your Full Name]
[Your Position]
[Company Name]

[Contact Information]**

By following this structure, you can effectively address grievances in business

development letters while maintaining a professional and customer-focused approach.

LET US SUM UP

Business letter writing is an art which needs something more than ordinary letter writing.
To be effective, it should be governed by certain basic principles of correspondence.
The basic principles of business letter are: clarity and coherence, consideration, brevity,
courtesy and friendliness, conciseness, correctness, completeness, originality, neatness
and effectiveness. Furthermore, before signing the letter, it is better to do proof reading
so that grammatical or spelling mistakes, if any, can be corrected. Such types of

mistakes create poor impression about the sender.
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UNIT 3: INTERVIEWS, GROUP DISCUSSIONS,
PRESENTATION SKILLS, AND BODY LANGUAGE

Interviews

Interviews are critical stages in professional interactions where candidates
showcase their qualifications and suitability for roles. Direct interviews, conducted face-
to-face, allow for personal rapport-building and immediate feedback, facilitating a
deeper assessment of both verbal and non-verbal cues. Telephonic interviews, on the
other hand, offer convenience and efficiency, albeit with challenges such as the
absence of visual cues and potential for miscommunication.

Virtual interviews leverage technology to bridge geographical

gaps, enabling real-time interactions through video ‘ "
conferencing tools. Preparation for interviews involves 2 /
thorough research into the organization, practicing common \
interview questions, and ensuring professional attire and
demeanor. Post-interview etiquette, including timely thank-
you notes and follow-ups, reinforces professionalism and

demonstrates continued interest in the role.

The purpose of an interview is multifaceted, serving several key objectives essential to

the hiring process and professional interactions:

1. Assessment of Qualifications: Interviews allow employers to evaluate the
qualifications, skills, and experience of candidates as presented in their resumes
or applications. This assessment helps determine if the candidate possesses the
necessary knowledge and capabilities to perform the job effectively.

2. Evaluation of Fit: Interviews provide an opportunity to assess the candidate's fit

with the organizational culture, values, and team dynamics. Employers look for
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alignment between the candidate's personality, work style, and the company's
environment to ensure a cohesive fit within the team.

3. Verification of Information: Interviews enable employers to verify information
provided by candidates, such as employment history, educational background,
and skills. Through probing questions and discussions, interviewers can confirm
the accuracy and truthfulness of the candidate's claims.

4. Behavioral Assessment: Behavioral interviews specifically focus on past
behavior and actions to predict future performance. By asking situational and
behavioral questions, employers gauge how candidates have handled specific
challenges or situations in the past, which can indicate their potential for success
in similar scenarios.

5. Communication Skills: Interviews assess candidates' communication abilities,
including verbal articulation, listening skills, and clarity of expression. Effective
communication is crucial for collaboration, client interactions, and conveying
ideas within the organization.

6. Decision-Making: Ultimately, interviews facilitate the decision-making process in
selecting the most suitable candidate for the job. Through comprehensive
evaluation of qualifications, fit, behavior, and communication, employers can
make informed decisions that align with the organization's needs and goals.

7. Structured Interview: This type follows a set list of predetermined questions
asked in the same order to ensure consistency in evaluating candidates.

8. Unstructured Interview: Unlike structured interviews, this format is more
conversational and flexible, allowing for a freer flow of discussion based on
candidate responses.

9. Behavioral Interview: In these interviews, candidates are asked to provide
specific examples of past behaviors and experiences to assess how they handle
situations and predict future performance.

10.Panel Interview: Multiple interviewers participate in this type, allowing for a
comprehensive assessment from different perspectives on a candidate's

gualifications and fit for the role.
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11.Phone Interview: Conducted over the phone, this interview format is typically
used for preliminary screenings to assess basic qualifications and
communication skills before progressing to in-person interviews.

12.Virtual Interview: This interview is conducted via video conferencing platforms,
simulating face-to-face interaction and allowing for interviews to be conducted
efficiently across distances.

13.Case Interview: Candidates are presented with hypothetical business scenarios
or problems and are evaluated based on their analysis, problem-solving

approach, and ability to present solutions within a given timeframe.
TYPES OF INTERVIEWS IN SENTENCE FORM:

1. Structured Interview: This type follows a set list of predetermined questions
asked in the same order to ensure

consistency in evaluating candidates.

TYPES OF INTERVIEW

A few types of questions are asked in

a structured interview so that the )_,i 4"« ﬁ? } }}’

employer may attain a better

understanding of the candidates' past f"‘] -r*
experiences, technical skills, and

personalities. These include:

e Job-specific (skills and experiences) questions, such as Why are you interested
in working at this company?

e Verification (proof of experience) questions such as Have you ever managed a
team of employees?

e Behavioral (strengths and weaknesses) questions such as Has your team or
department ever undergone a change, and how did you adapt?

e Situational (problem-solving and analysis) questions such as How do you

respond to criticism from an unhappy customer?
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2. Unstructured Interview: Unlike structured interviews, this format is more
conversational and flexible, allowing for a freer flow of discussion based on

candidate responses.

Unstructured interviews usually consist of open-ended questions. Often, questions for
these types of interviews are not fully prepared before the interview. They may be more
general in scope, allowing the job candidate to have some flexibility. Some common

examples of questions used in unstructured interviews include:

e "How would you describe yourself?"

e "Why are you interested in working for this company?"

e "What is your ideal job?"

e "Where do you see yourself in your career in five years?"

e "What are your biggest achievements?"

o Key Differences Between Structured and Unstructured Interviews

e Format

e Where a structured interview is very well defined, an unstructured interview is
more fluid. A structured interview “feels” like an interview, with the interviewer
spending most of the time asking the questions and the candidate answering
them. An unstructured interview flows more like an everyday conversation, with
both parties speaking or listening according to how the conversation unfolds.

e Length

« Structured interviews are conducted within a fixed window, with the same amount
of time allocated to each candidate. Unstructured interviews often go ‘as long as
it takes,” with some candidate conversations lasting longer than others.

e Formality

e The rigid design of a structured interview can make it feel more formal than an
unstructured interview, which can feel more casual.

e Flexibility
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e Structured interviews require interviewers to adhere to a fixed list of questions,
with no flexibility to deviate from the script. Unstructured interviews offer much
more wiggle room, allowing interviewers to meander from one topic to the next.

e Benefits of Structured Interviews

e Provides alevel playing field

« Because all candidates are being asked the same set of questions, it's more

likely that they’ll be evaluated on the same criteria. No single candidate receives
an advantage because of an arbitrary detail like where they grew up or what
hobbies they enjoy.

o Facilitates time management

e Structured interviews occur within a set time frame, like 9 to 9:30 a.m. This
makes it an ideal format when you have many candidates to speak to and must
manage your time effectively.

e Simplifies candidate comparison

« When all candidates speak on the same prompts, it's easier to identify when one
of them outperforms the rest. Structured interviews lend themselves to objective

scoring, which is helpful if you use an assessment system like interview score

sheets.

e Protects against discrimination complaints

e Structured interviews force interviewers to stay within carefully constructed
bounds. This format makes it much more unlikely the conversation will veer into
dangerous territory that could give a candidate grounds for a discrimination
complaint.

e Aids less experienced interviewers

e It's hard for a newbie to screw up an unstructured interview; they must read

what’'s on the paper. This is helpful for novice recruiting teams that are still
honing their interview skills.

e Downsides of Structured Interviews
e Requires lots of advance planning
e Though structured interviews are easier to conduct now, they require more

planning upfront. Teams must carefully identify the most important characteristics

Periyar University — PUCDOE]| Self Learning Material



PUCODE BBA-SEMESTER 1 UNIT - 3

for success in the role, then strategize interview questions that will help them
discern the candidate’s aptitude in those areas.
o Doesn’t allow For deep dives

o The “stick to the script” nature of structured interviews means there’'s no room to
deviate from the plan, even if a topic of particular interest warrants further

discussion. This can cause frustration for both interviewers and interviewees.

e Can feel overly formal

e It's tricky for a candidate to understand a company’s culture when they’re facing
one question after another. This inflexibility can make it hard to build rapport.

e Benefits of Unstructured Interviews

o Offers greater flexibility

. Unstructured interviews allow interviewers to explore topics that pique their
interest and seem most engaging to the candidate. This can be useful in drawing
out a candidate’s unique personality and allowing them to express their
enthusiasm.

e Can help convey your culture

e The interview is one of the only chances a candidate has to get a face-to-face
impression of your company. If your workplace is more casual, unstructured
interviews may feel more closely aligned with your culture, giving the candidate a
more accurate representation.

e« Some candidates will thrive

e Some types of candidates excel within the conversational style of an
unstructured interview. It can be a good format if you’re looking for an extroverted
candidate or who thrives in uncertain situations.

« Downsides of Unstructured Interviews

e Important topics can go undiscussed

e Unstructured interviews are more susceptible to people going off on tangents.
This means you might not get to cover everything you wanted, including
important topics to make an accurate judgment.

e Makes side-by-side comparisons difficult
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e Think about any hometown bake-off. The contest requires ambitious chefs to
enter their best apple pie or bowl of chili because it's easy to taste one after the
other and decide which you like best. It wouldn’t be so easy to name the “best” if
you were tasting an apple pie, a pumpkin pie, and a blueberry pie. They’re
different, so it's tougher to compare them.

e Unstructured interviews mean you're having a completely different conversation

with each candidate, so it's more challenging to weigh them equally against one
another and declare a winner.

o Related: How to Evaluate Candidates in a Job Interview

e Greater risk of mistakes

e \When interview questions aren’t tied to specific skills, interviewers must rely on
subjective judgment to identify the top candidate. However, having a great
conversation with someone doesn’t qualify them to perform specific job duties.
This can result in hiring under-qualified or misaligned candidates.

e Invites bias

e The subjectivity involved in unstructured interviews can introduce unwanted bias,
which reduces hiring accuracy and poses a compliance threat. For example, if
you discover through the course of a conversation that a candidate attends the
same church as you and they're ultimately hired, you could find yourself in the
tough spot of being forced to prove religion didn’t factor into your hiring decision.

e Tough to do well

e It requires a very specific type of interviewer to conduct unstructured interviews

successfully. It can take years to perfect the skill, which isn’t ideal when
replicating the process across teams and experience levels.

3. Behavioral Interview: In these interviews, candidates are asked to provide
specific examples of past behaviors and experiences to assess how they handle

situations and predict future performance.

Example :
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A wide range of positions involve working in teams, and this question aims to
assess your conflict management and resolution skills. It also evaluates how well
you value and relate to your colleagues, even if you might disagree with them. In
your answer, consider discussing a specific time when you and a colleague
disagreed on solving a problem or experienced personal differences. Mention

what you did to resolve the conflict with your team member.

Example: "At LabCorp Inc., my team was responsible for completing a project
with a short deadline. | decided it would be best to delegate individual tasks to
each team member, but one person disagreed and thought it would be better to
meet to work on it together for a few days each week. | decided to schedule a
lunch meeting with this team member to understand his idea better and why he

disagreed.

After this meeting, we compromised by completing the smaller tasks individually
and working on the larger ones as a group. Our team was able to complete the
task before the deadline. | also gained a better understanding of my team
members and their work preferences and learned that compromise can

sometimes be the best way to resolve a conflict quickly."

4. Panel Interview: Multiple interviewers participate in this type, allowing for a
comprehensive assessment from different perspectives on a candidate's

gualifications and fit for the role.

anel interviews are common in many industries, including higher education,
health care and medicine, government, and the corporate world, especially for

senior positions with a lot of demands and responsibilities.

Employers typically use panel interviews for several reasons:

o Multiple decision-makers can meet you at once, which saves time in the hiring

process.
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e Decision makers can form their own impressions of you, rather than getting

secondhand information from a single interviewer.

e« Employers can observe how well you can engage everyone in the room and

handle stressful situations.

While the idea of facing more than one interviewer at once can feel nerve-
wracking, it may be helpful to consider some of the advantages of this interview
format. For example, by meeting with a whole panel, you can potentially
consolidate multiple rounds of interviews into a single experience. You can also
gather multiple perspectives on theposition you’re applying for. In addition, you
can observe the interactions among panel members and get a sense of the

company culture.

A panel interview is one of several types of interviews you might encounter

during your job search. Here are some others:

5. Phone Interview: Conducted over the phone, this interview format is typically
used for preliminary screenings to assess basic qualifications and

communication skills before progressing to in-person interviews.

Example : Usually, phone interviews are the first step in the hiring process

and very high level: The interviewer is “screening fiisks, they'teying to

validate your qualifications, and they want to see if you're a fit,” says Muse career
coach Tina Wascovich “Who are you, what do you know about us, [and] why do

you want to work here?”

Of course, it's entirely possible you'll get asked very specific questions that are

unigue to the job or your field. But more often than not you’ll get asked some of
the the following common questions in a phone interview:

Read on to learn how to answer these questions (along with example answers),

what other questions you might get, and how to prepare for your phone interview.
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1. “Tell me about yourself.” Or, "Walk me through your resume.”

These two similar (but not identical) questions are common interview openers.
Asking one of these helps connect the dots between you and the position, says

Muse career coach Angela Smith, a former recruiter. Sometimes the person

interviewing you won't be the hiring manager but a recruiter or someone in HR
who has little background in your field. In that case, they may have zero context

as to what makes your resume a good fit. “And for people who have a really
diverse background or random jobs,” she adds, ‘it can be hard for the person

reading the resume to make those connections.”

6. Virtual Interview: This interview is conducted via video conferencing platforms,
simulating face-to-face interaction and allowing for interviews to be conducted

efficiently across distances.

Types : 2. Online, two-way interview (AKA live interviews} Live, face-to-face
conversation between the interviewer(s) and the interviewee using video. 3.
Online, one-way interview (AKA automated interview} Interviewer pre-selects

interview questions for the interviewee to answer on their own time.

An online interview is a virtual interview that hiring organisations conduct with the
help of computer-aided tools, like emails, internet messages, video calls or audio
calls. With these interviews, it becomes easy for a company to expedite the hiring
process and allow recruiters to interview non-local candidates easily. During
virtual interviews, recruiters may ask varied questions to better understand your

professional accomplishments, career goals or your subject-matter expertise. In

this article, we share some online |interview questions|and their sample answers

that may help you succeed in your interview, along with some helpful interview

preparation tips.
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7. Case Interview: Candidates are presented with hypothetical business scenarios
or problems and are evaluated based on their analysis, problem-solving

approach, and ability to present solutions within a given timeframe.

This case interview question can be classified as a business case question. Questions
like this can help an interviewer assess a candidate's decision-making skills as they

relate to business.

Candidates are asked to analyze a problem and provide a solution based on the
information given. The majority of cases don't have a specific answer that you are
expected to give; instead, the interviewer is looking for you to demonstrate a problem-

solving process that is both analytical and creative.

In case-based questions, students are provided with a scenario or case study and are
then asked to answer questions based on the information provided. Examples of case-
based questions include: - You are the manager of a retail store. One of your

employees has been accused of stealing from the company.

seven preparation steps for case interview:

Learn what to expect in a consulting case interview.
Learn an answer method for each case component.
Solve practice cases (33 free example cases)
Improve your case interview technique.

Prepare answers to fit and PEI questions.

Practise answering questions out loud.

Advantages of Interviews:

1. Personal Interaction: Interviews provide an opportunity for face-to-face or
virtual interaction between the interviewer and candidate, allowing for direct

assessment of communication skills, personality, and interpersonal qualities.
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2. Assessment of Non-Verbal Cues: Through interviews, employers can observe
candidates' body language, facial expressions, and overall demeanor, which can
provide insights into their confidence, professionalism, and suitability for the role.

3. Real-Time Evaluation: Interviews enable real-time evaluation of candidates'
responses to questions, allowing interviewers to probe deeper into specific
gualifications, experiences, and behavioral traits relevant to the job.

4. Customization: Interviewers can customize questions and follow-up based on
candidate responses, tailoring the interview to explore specific aspects of the
candidate's background, skills, and fit with the organization.

5. Opportunity for Clarification: Candidates can clarify any aspects of their
qualifications or experiences that may not be fully captured in their application
materials, providing a more comprehensive picture for the interviewer.

6. Decision-Making Tool: Interviews serve as
a critical tool in the hiring decision-making

process, helping employers assess

candidates holistically and make informed
I . . Ad t
choices based on both qualifications and oo

interpersonal factors.

Disadvantages of Interviews:

1. Subjectivity: Interviews can be subjective, as assessments of candidates'
suitability may be influenced by interviewers' personal biases, perceptions, or
preferences.

2. Limited Time: Time constraints in interviews may limit the depth of exploration
into candidates' qualifications and experiences, potentially overlooking relevant
skills or attributes that require more detailed discussion.

3. Nervousness and Performance: Candidates may experience nervousness or
anxiety during interviews, affecting their ability to perform at their best and

potentially not fully representing their capabilities.
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4. Cost and Resources: Conducting interviews, especially multiple rounds or with
panelists, can be resource-intensive in terms of time, manpower, and logistical
arrangements, particularly in large-scale recruitment processes.

5. Inconsistency: Variability in interview formats, questions asked, and interviewer
skills can lead to inconsistent evaluation criteria across candidates, impacting the
fairness and reliability of the selection process.

6. Limited Sample Size: Interviews provide a snapshot of candidates' abilities and
behaviors within a limited timeframe, which may not fully capture their long-term

potential or performance in the role.
GROUP DISCUSSIONS

Group discussions serve as platforms for collaborative problem-solving and assessing
interpersonal skills. They come in various forms: topic-based discussions delve into
specific issues, case study discussions analyze scenarios for strategic solutions, and
abstract discussions stimulate creative thinking on conceptual topics. Effective
participation in group discussions requires active listening, concise articulation of ideas,
and respectful engagement with diverse viewpoints. Preparation involves staying
informed about current affairs and practicing discussion techniques through mock
sessions. Moderating group discussions involves guiding conversations, encouraging
participation from all members, and summarizing key points to reach consensus or a
collective conclusion. Skills developed in group discussions—such as teamwork,
leadership, and critical thinking—are invaluable in professional settings where

collaboration and decision-making are paramount.

The purpose of a group discussion (GD)

| Assessment of Communication Skills: Group discussions assess participants'
ability to communicate effectively, including clarity of expression, coherence in
presenting ideas, and logical reasoning. It evaluates how well individuals articulate their

thoughts and engage in meaningful dialogue with others.
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1 Evaluation of Interpersonal Skills: GDs provide a platform to observe participants’
interpersonal skills such as listening attentively, respecting others' opinions, and
contributing constructively to the discussion. It assesses how well individuals

collaborate and interact with peers in a group setting.

71 Critical Thinking and Problem-Solving: Participants in group discussions are often
required to analyze information, evaluate different perspectives, and propose solutions
to hypothetical or real-world problems. It tests their ability to think critically, make

informed decisions, and apply knowledge effectively.

‘1 Leadership and Team Dynamics: GDs offer insights into participants' leadership
potential by observing their ability to initiate discussions, guide the group towards
consensus, and manage conflicting viewpoints diplomatically. It also assesses how

individuals contribute to team cohesion and productivity.

| Knowledge Application and Depth: Depending on the topic, group discussions
allow participants to demonstrate their depth of understanding, application of theoretical
knowledge to practical scenarios, and awareness of current affairs or industry trends. It
encourages participants to integrate knowledge from diverse sources and offer well-

rounded perspectives.

"1 Time Management and Adaptability: GDs typically have time constraints, requiring
participants to organize their thoughts efficiently, prioritize key points, and adapt their
contributions based on evolving discussion dynamics. It assesses their ability to

manage time effectively and respond flexibly to changing circumstances.

TYPES OF GROUP DISCUSSIONS:

1. Topic-Based Discussions:
o Participants discuss a specific topic or theme chosen beforehand. This
format allows for focused exploration of ideas, opinions, and perspectives
related to the chosen topic.

2. Case Study Discussions:
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o Participants analyze and discuss a hypothetical or real-world case study
that presents a problem, scenario, or situation. The discussion focuses on
identifying issues, evaluating options, and recommending solutions based
on the case study details.

3. Debate Discussions:

o Participants are divided into teams or sides to argue for or against a
specific proposition or statement. This format encourages critical thinking,
persuasive arguments, and respectful disagreement.

4. Panel Discussions:

o A panel of experts or individuals with specialized knowledge discuss a
topic or issue in front of an audience. Panel discussions often include
audience participation through questions and answers.

5. Brainstorming Sessions:

o Participants generate ideas, solutions, or creative approaches to a
problem or challenge through open and spontaneous discussion. The
focus is on quantity and diversity of ideas rather than immediate
evaluation.

6. Interview Discussions:

o Participants discuss and
evaluate a candidate's
qualifications, skills, and
suitability for a role based
on their interview
performance or application
materials. This format is

often used in recruitment

and selection processes.

7. Roundtable Discussions:
o Participants gather around a table to discuss a specific topic or issue in a
collaborative and informal setting. Roundtable discussions promote equal

participation and exchange of ideas among all participants.
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8. Focus Group Discussions:

o Participants share their opinions, experiences, and feedback on a product,
service, or topic of interest. Focus group discussions are used in market

research, product development, and gathering consumer insights.

9. Problem-Solving Discussions:

o Participants work together to identify problems, analyze root causes, and
develop strategies or action plans to address the issues effectively. This
format emphasizes collaboration, critical thinking, and decision-making

skills.

Advantages of Group Discussions:

D

. Multiple Perspectives: Group discussions encourage participants to share

diverse viewpoints and experiences, leading to a broader understanding of topics

and issues.

. Enhanced Learning: Participants learn from each other's knowledge, insights,

and perspectives, enriching their understanding beyond individual research or
study.

. Critical Thinking: Group discussions promote critical thinking as participants

analyze, evaluate, and synthesize information presented by others in real-time.

. Skill Development: Engaging in group discussions improves communication

skills, including listening, articulation, and respectful disagreement, essential for

effective collaboration.

. Decision-Making: Group discussions facilitate consensus-building and decision-

making by pooling collective knowledge, perspectives, and ideas to reach

informed conclusions.

. Team Building: Collaborative problem-solving and decision-making in group

discussions foster teamwork skills and build rapport among participants.

isadvantages of Group Discussions:
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1. Dominance of Voices: Some participants may dominate discussions,
overshadowing quieter or less assertive individuals and limiting diverse
participation.

2. Groupthink: Group discussions can lead to groupthink, where conformity to
group opinions stifles creative thinking and independent viewpoints.

3. Time Constraints: Limited time in group discussions may restrict in-depth
exploration of complex topics or thorough consideration of all perspectives.

4. Conflict Management: Conflicting viewpoints in group discussions can lead to
disagreements and tension, requiring effective facilitation and conflict resolution
skills.

5. Unequal Participation: Uneven patrticipation levels among group members may
result in some individuals feeling marginalized or disengaged from the
discussion.

6. Decision-Making Challenges: Consensus-building in group discussions may be
time-consuming and challenging, particularly when there are strong conflicting

opinions or diverse stakeholder interests.
Presentation Skills

Presentation skills are essential for effectively conveying ideas, influencing opinions,
and showcasing professionalism. Preparing a compelling presentation begins with
defining clear objectives and understanding the audience’s expectations and needs.
Structuring the content logically—introduction, body, and conclusion—ensures
coherence and clarity. Visual aids such as PowerPoint slides should complement the
presentation with concise text, relevant visuals, and data representation through charts
and graphs. Delivery techniques include voice modulation to maintain engagement,
strategic use of body language to convey confidence and credibility, and effective time
management to respect the audience’s attention span. Handling Q&A sessions requires
active listening, concise responses, and the ability to address queries with clarity and

confidence. Mastering presentation skills enhances one’s ability to deliver impactful
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messages in professional environments, influencing stakeholders and fostering a

positive impression.

PRESENTATION SKILLS ARE CRUCIAL IN MANAGERIAL COMMUNICATION FOR
SEVERAL REASONS:

1. Effective Communication: Managers need to convey ideas, strategies, and
plans clearly and persuasively to their teams, superiors, and stakeholders.
Strong presentation skills ensure that messages are communicated effectively,
reducing misunderstandings and enhancing clarity.

2. Influence and Persuasion: Managers often need to persuade others to adopt
new ideas, support initiatives, or make decisions. Effective presentations allow
managers to influence their audience by presenting compelling arguments, data,
and insights.

3. Motivation and Engagement: Engaging presentations can inspire and motivate
teams, fostering a positive work environment and encouraging commitment to
organizational goals and objectives.

4. Decision-Making: Presentations often play a critical role in decision-making
processes within organizations. Managers use presentations to present options,
analyze data, and recommend courses of action, facilitating informed decision-
making.

5. Professionalism and Credibility: Strong presentation skills enhance a
manager's professional image and credibility. Clear, confident presentations
demonstrate competence, leadership, and readiness to handle responsibilities
effectively.

6. Cross-functional Communication: Managers frequently interact with
individuals and teams across various departments and levels within the
organization. Effective presentation skills enable managers to communicate
across these boundaries, ensuring alignment and collaboration towards common

goals.
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7. Change Management: During periods of organizational change or
transformation, managers use presentations to communicate the rationale,
objectives, and implications of changes to stakeholders. Effective presentations
help manage resistance and facilitate smooth transitions.

8. Performance Reviews and Feedback: Presentations are also valuable in
providing feedback, conducting performance reviews, and coaching team
members. Managers can use presentations to discuss strengths, areas for

improvement, and career development opportunities.

TYPES OR ASPECTS OF PRESENTATION SKILLS:

1. Verbal Communication:

o Clarity and Articulation: Clear pronunciation, enunciation, and speaking
at an appropriate pace to ensure that the audience understands the
message.

o Vocabulary and Language: Using appropriate language, tone, and
vocabulary that align with the audience's understanding and context.

2. Non-Verbal Communication:

o Body Language: Using

gestures, facial expressions, 9
posture, and eye contact to
enhance communication and
convey confidence and

engagement.

o Voice Modulation: Adjusting

pitch, volume, and emphasis to emphasize key points, maintain audience

interest, and convey emotions.
3. Structuring Content:
o Introduction: Capturing audience attention, stating objectives, and

providing an overview of the presentation.
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o Main Body: Organizing information logically with clear transitions between
points, supporting ideas with evidence, examples, and visuals.

o Conclusion: Summarizing key points, reinforcing the main message, and
providing a memorable closing statement.

4. Visual Aids:

o Slides and Graphics: Designing clear and visually appealing slides that
support and reinforce key points without overwhelming the audience.

o Charts and Diagrams: Using charts, graphs, and diagrams effectively to
present data, trends, and complex information in a visually understandable
format.

5. Engagement Techniques:

o Interactive Elements: Incorporating activities, questions, or polls to
engage the audience and encourage participation.

o Storytelling: Using narratives, anecdotes, or case studies to illustrate
points, evoke emotions, and make the presentation more relatable and
memorable.

6. Handling Q&A Sessions:

o Preparation: Anticipating potential questions and preparing concise,
thoughtful responses that address audience inquiries effectively.

o Listening Skills: Actively listening to questions, clarifying when needed,
and responding respectfully and confidently.

7. Adaptability and Flexibility:

o Audience Awareness: Adapting presentation style, content, and pace to
suit the audience's knowledge, interests, and preferences.

o Handling Challenges: Addressing unexpected disruptions, technical
issues, or changes in the presentation environment calmly and
professionally.

8. Time Management:
o Pacing: Managing time effectively to cover all key points within the

allocated presentation time without rushing or exceeding time limits.
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o Rehearsal: Practicing the presentation to refine delivery, timing, and

transitions between sections for a smooth and polished delivery.
9. Confidence and Presence:

o Preparation: Feeling confident through thorough preparation, including
knowing the content well and being comfortable with the presentation
format.

o Authenticity: Projecting genuine enthusiasm, passion, and belief in the
message being conveyed, which enhances audience engagement and

trust.

Advantages of Presentation Skills:

1. Effective Communication: Presentation skills enable clear, structured
communication of ideas, information, and messages to an audience, ensuring
understanding and engagement.

2. Professionalism and Credibility: Strong presentation skills enhance the
presenter's professional image, credibility, and perceived competence, fostering
trust and respect from the audience.

3. Influence and Persuasion: Effective presenters can influence and persuade
their audience, whether to support a proposal, adopt a new idea, or take specific
actions, leveraging persuasive techniques and compelling arguments.

4. Engagement and Retention: Well-delivered presentations captivate and
maintain audience interest, enhancing retention of key information, data, and
messages.

5. Clarity and Structure: Presentations provide a structured framework for
organizing complex information, ideas, and concepts, ensuring coherence and
logical flow for the audience.

6. Opportunity for Feedback: Presentations facilitate immediate feedback and
interaction from the audience, allowing presenters to address questions, clarify

points, and gauge audience understanding in real-time.
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7. Skill Development: Developing presentation skills enhances public speaking
abilities, confidence in communication, and proficiency in using visual aids and

technology effectively.

Disadvantages of Presentation Skills:

1. Nervousness and Anxiety: Presenters may experience anxiety, nervousness,
or stage fright, which can affect delivery, clarity of communication, and overall
effectiveness.

2. Time and Preparation: Creating and delivering effective presentations require
significant time and preparation, including research, content development,
rehearsal, and technical setup, which can be resource-intensive.

3. Audience Engagement: Maintaining audience engagement throughout the
presentation can be challenging, especially with longer presentations or complex
topics that may overwhelm or lose the audience's attention.

4. Technical Challenges: Dependence on technology and visual aids introduces
the risk of technical issues such as equipment failure, connectivity problems, or
formatting errors that can disrupt the flow of the presentation.

5. Overwhelming Information: Presenters may struggle with balancing
comprehensive information and key messages, potentially overwhelming the
audience with too much content or technical jargon.

6. Audience Diversity: Presenting to diverse audiences with varying knowledge
levels, interests, and backgrounds requires adaptability in content delivery and
communication style to ensure relevance and understanding for all participants.

7. Feedback Management: While presentations allow for immediate feedback,
managing audience questions, comments, or criticisms requires skill in
addressing diverse perspectives, maintaining professionalism, and fostering

constructive dialogue.
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Body Lanquage

Body language plays a crucial role in communication, complementing verbal messages
with non-verbal signals that convey emotions, attitudes, and intentions. Posture reflects
confidence and engagement, while gestures can emphasize points or signal openness.
Eye contact establishes connection and demonstrates attentiveness, enhancing trust

and rapport in interpersonal interactions. Facial expressions convey emotions and

sincerity, impacting how messages are perceived and received. Awareness of cultural
differences in body language is essential in global business contexts, ensuring
respectful and effective communication across diverse audiences. Practicing positive

body language involves maintaining awareness of one’s own gestures, posture, and
facial expressions to align with intended messages and enhance interpersonal

interactions. Integrating effective body language with verbal communication strengthens
one's ability to convey messages authentically and build meaningful connections in

professional settings.
THE PURPOSE OF BODY LANGUAGE

a. Enhancing Communication: Body language complements verbal
communication by adding nuances, emotions, and emphasis to the spoken message. It
helps convey feelings, attitudes, and intentions that words alone may not fully express.
b. Establishing Rapport: Positive body language, such as maintaining eye
contact, nodding, and smiling, helps build rapport and trust with others. It signals

openness, attentiveness, and receptiveness to communication.
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C. Conveying Confidence and Credibility: Strong and confident body language —
such as standing tall, maintaining good posture, and using gestures purposefully —
enhances the speaker's credibility and authority. It instills confidence in the audience or
listeners.

d. Expressing Emotions: Body language allows individuals to express emotions
such as happiness, sadness, excitement, or frustration non-verbally through facial
expressions, gestures, and posture, enriching communication with emotional context.

e. Interpreting and Understanding Others: Observing and interpreting body
language helps individuals understand others' feelings, intentions, and reactions. It
provides valuable insights into unspoken cues and helps navigate social interactions
effectively.

f. Adapting to Cultural Norms: Body language varies across cultures, and
understanding cultural differences in gestures, posture, and facial expressions helps
individuals communicate respectfully and effectively in diverse global contexts.

g. Managing Impression and Impact: Strategic use of body language can
influence how one is perceived by others. It can project confidence, professionalism,
and approachability, enhancing one's personal and professional impact.

h. Supporting Effective Leadership: Leaders use body language to inspire,
motivate, and influence their teams. Positive gestures, attentive listening, and
appropriate use of space and proximity can reinforce leadership presence and

communication effectiveness.
types or aspects of body language:

1. Facial Expressions:
o Smiling: Indicates friendliness, agreement, or approval.
o Frowning: Suggests confusion, disapproval, or concern.
o Raised Eyebrows: Indicates surprise or interest.
o Eye Contact: Maintaining eye contact shows attentiveness and

engagement.

A8 Periyar University — PUCDOE]| Self Learning Material



PUCODE BBA-SEMESTER 1 UNIT - 3

2. Gestures:
o Hand Gestures: Used to emphasize points, illustrate size or shape, or
signal agreement.
o Thumbs Up/Down: Signifies approval or disapproval.
o Pointing: Directs attention to specific objects or individuals.
o Open Palm: Indicates openness, honesty, or a lack of threat.
3. Posture and Body Position:
o Upright Posture: Conveys  confidence, attentiveness, and
professionalism.
o Slouched Posture: Indicates disinterest, tiredness, or lack of
engagement.
o Leaning Forward: Shows interest and engagement in the conversation.
o Crossed Arms: Often interpreted as defensiveness or resistance.
4. Head Movements:
o Nodding: Indicates agreement, understanding, or encouragement.
o Shaking Head (Side to Side): Signals disagreement, disbelief, or
disapproval.

o Tilting Head: Indicates curiosity, interest, or empathy.

o1

Proxemics (Use of Space):
o Personal Space: Different cultures have varying norms regarding
personal space during interactions.
o Distance: Proximity to others can indicate intimacy, formality, or
dominance.
6. Touch:
o Handshakes: Used to greet and establish rapport.
o Pat on the Back: Indicates encouragement or support.
o Hugs: Symbolizes affection, warmth, or closeness.
7. Eye Movements:
o Eye Contact: Indicates attentiveness and interest.
o Avoidance: Looking away can signal discomfort, disinterest, or

dishonesty.
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o Blinking: Rapid blinking may indicate nervousness or stress.
8. Microexpressions:
o Brief Facial Expressions: Unintentional and fleeting expressions that
reveal underlying emotions, such as surprise, anger, or sadness.
9. Mirroring and Synchronization:
o Matching Movements: Subconsciously mirroring the body language of
others to build rapport and connection.
o Synchronization: Matching the pace and rhythm of speech or

movements during interactions.

Advantages of Body Language:

1. Enhanced Communication: Body language complements verbal
communication, adding depth, clarity, and emphasis to messages. It helps
convey emotions, attitudes, and intentions effectively.

2. Non-verbal Cues: Non-verbal cues such as facial expressions, gestures, and
posture provide additional context and meaning to verbal messages, enhancing
understanding between communicators.

3. Establishing Rapport: Positive body language, such as maintaining eye
contact, smiling, and using open gestures, helps build trust, rapport, and
connections with others.

4. Confidence and Credibility: Strong and confident body language, such as
upright posture, firm handshake, and appropriate gestures, enhances the
speaker's credibility and authority in professional and social settings.

5. Emotional Expression: Body language allows individuals to express emotions
such as happiness, sadness, frustration, or enthusiasm non-verbally, adding
emotional context to communication.

6. Cross-cultural Communication: Understanding and using appropriate body
language helps navigate cultural differences and communicate effectively in

diverse global contexts, fostering respect and mutual understanding.
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Disadvantages of Body Language:

1. Misinterpretation: Body language can be open to misinterpretation, as non-
verbal cues may be ambiguous or misunderstood, leading to confusion or
incorrect assumptions.

2. Inconsistency: Body language signals may contradict verbal messages, causing
mixed signals and potential confusion for the receiver.

3. Cultural Differences: Different cultures have varying interpretations of body
language gestures and postures. What is considered positive in one culture may
be perceived differently or even negatively in another culture.

4. Unconscious Habits: Individuals may exhibit unconscious body language habits
(e.g., fidgeting, crossing arms) that can detract from their intended message or
impact their perceived credibility.

5. Over-reliance: Over-reliance on body language alone without effective verbal
communication skills may limit the clarity and completeness of messages
conveyed, especially in complex or detailed discussions.

6. Impact of Context: The meaning of body language can vary depending on the
context and situation. For example, a gesture that is appropriate in a casual

setting may be perceived differently in a formal or professional environment.

LET'S SUM-UP

A group discussion is a very useful technique for fulfilling many purposes. It can form a
part of a meeting, or form a part of the interview process. Based on the agenda, a group
discussion can serve as a decision-making tool in a meeting. A group discussion can
also be part of competitive examinations and job interviews Body language is an
important component of communication and it is to our advantage to develop skills in
this area in order to communicate effectively, that relies on body movements. It refers to
the gestures, postures, and facial expressions, by which a person manifests various
physical, mental, or emotional states and communicates nonverbally with others. Body
language is an important—-and often decisive $actor in risk communication. This is

especially true of communicators, who need to show congruency between the oral
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information and their body language when transmitting a message, because only if they
manage to do so will the message be effective. Body language is an element in
communication that we should be very much aware of because it gives clues to the

character, emotions, and reactions of an individual.
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UNIT-IV

4.1:COMMUNICATION THROUGH REPORTS

4.1 Meaning :
Key aspects of communication through reports include:

Purpose: Reports are created to inform, persuade, or recommend actions based on the

information presented.

Structure: They often follow a standardized

structure, including an introduction, methodology (if jE]

. I . . -
applicable), findings, analysis, conclusions, and f ]A
recommendations. [,\ m ﬁ }

Audience: Reports are tailored to specific A - |
audiences who have a need or interest in the
information being communicated. This influences the

level of detail, language used, and the presentation style.

Content: Reports include factual information, data analysis, and sometimes
interpretations or evaluations of the information. They are typically evidence-based and

aim to be objective.

Format: Depending on the context, reports may be written in formal or informal
language and may include tables, graphs, charts, and other visual aids to support the

information.

Distribution: Reports are distributed to relevant stakeholders through various channels,
such as email, printed copies, or online platforms, ensuring accessibility and

dissemination of information.

4.1.2 Definition:



They serve the purpose of informing, analyzing, evaluating, or recommending actions

based on the information presented within the document.
4.1.3 Key elements of communication through reports include:

Objective: Reports are created with a clear purpose, whether it's to inform about a
project's progress, analyze market trends, evaluate research findings, or recommend

strategies.

Structure:  They generally follow a
standardized structure, which may include
sections such as an introduction,
methodology (if  applicable), findings,
analysis, conclusions, and
recommendations. This structure helps

organize information logically and facilitates

understanding for the reader.

Content: Reports contain factual information supported by evidence, data, and
analysis. They may include charts, graphs, tables, and other visual aids to illustrate key

points and trends.

Audience: Reports are tailored to specific audiences who have an interest or stake in
the information being communicated. The language, tone, and level of technical detalil

can vary based on the audience's knowledge and needs.

Distribution: Reports are distributed through various channels such as emalil,
presentations, printed copies, or digital platforms. Distribution ensures that the

information reaches the intended recipients effectively.

Impact: Effective reports can influence decision-making, facilitate understanding of
complex issues, support planning and strategy development, and contribute to

organizational transparency and accountability.



In summary, communication through reports involves presenting structured and well-
documented information to inform, analyze, or recommend actions to stakeholders and

decision-makers in different organizational contexts.

Communication through reports encompasses various types, each tailored to specific

purposes and audiences. Here are some common types of reports:

Informational Reports: These reports aim to inform the reader about specific facts,
events, or situations. They may include summaries, status updates, progress reports, or
summaries of meetings. Informational reports focus on providing clear and accurate

details without necessarily requiring analysis or recommendations.

Analytical Reports: Analytical reports go beyond presenting information to include
detailed analysis and interpretation of data or findings. They often explore trends,
patterns, or implications of the information provided. Examples include market research

reports, financial analysis reports, and performance evaluation reports.

Research Reports: These reports present findings from systematic investigations or
studies. Research reports typically include a detailed methodology, data collection
methods, analysis of results, and conclusions drawn from the research. They are

common in academic, scientific, and institutional settings.

Progress Reports: Progress reports track the status, accomplishments, and challenges
of ongoing projects or initiatives. They provide updates on timelines, milestones
achieved, resource utilization, and any issues encountered. Progress reports are

essential for project management and accountability.

Feasibility Reports: Feasibility reports assess the practicality and viability of proposed
projects, initiatives, or solutions. They analyze factors such as technical feasibility,
economic viability, legal considerations, and potential risks. Feasibility reports help

decision-makers evaluate whether to proceed with a proposed course of action.

Recommendation Reports: These reports evaluate different options or courses of

action and provide recommendations based on analysis and findings. They outline the



advantages, disadvantages, costs, and benefits of each option to assist decision-

makers in making informed choices.

Executive Summary Reports: Executive summaries are condensed versions of longer
reports, highlighting the main points, findings, and recommendations. They are
designed for busy executives or stakeholders who need a concise overview of the key

information without delving into the full report.

Compliance Reports: Compliance reports document adherence to regulations,
policies, or standards. They outline actions taken to ensure compliance, identify areas
of non-compliance, and propose corrective measures if necessary. Compliance reports

are crucial for regulatory agencies, auditors, and internal governance.

Investigative Reports: Investigative reports document findings from inquiries into
specific incidents, issues, or allegations. They present evidence, interview summaries,
conclusions, and recommendations for further action or resolution. Investigative reports

are common in legal, corporate governance, and regulatory contexts.

Technical Reports: Technical reports provide detailed technical information,
specifications, or instructions related to a specific topic or subject matter. They are often
used in engineering, scientific research, IT, and other technical fields to communicate

complex information effectively.

These types of reports vary in structure, content, and purpose, but they all serve the
common goal of communicating information, analysis, and recommendations to

stakeholders and decision-makers in a clear and structured manner.

Communication through reports employs various methods to effectively convey
information, findings, and recommendations to stakeholders and decision-makers. Here

are some common methods used in report communication:

Written Reports: The most traditional and widely used method, written reports involve
documenting information, analysis, and conclusions in a structured format. Written
reports can range from short memos and briefs to comprehensive documents covering

detailed analysis and recommendations.



Digital Reports: With advancements in technology, reports can be distributed
electronically via email, shared drives, document management systems, or specialized
reporting platforms. Digital reports enhance accessibility, allow for interactive features

(like hyperlinks and multimedia), and facilitate real-time updates.

Presentation Reports: Reports can be communicated orally through presentations.
This method often complements written reports by providing a summarized overview,
key highlights, and visual aids such as slides, charts, and graphs. Presentation reports

are useful for engaging audiences and facilitating discussion.

Visual Reports: Visual reports use graphical elements such as charts, graphs, tables,
infographics, and diagrams to present complex data or trends visually. Visual reports
enhance comprehension, highlight key points, and make information more accessible

and memorable.

Interactive Reports: These reports include interactive elements that allow users to
manipulate data, explore different scenarios, or access additional details based on their
interests or needs. Interactive reports are commonly used in digital formats or

presentation tools with interactive features.

Dashboards: Dashboards are a specialized form of report that presents key
performance indicators (KPIs), metrics, and data visualizations in a concise and
accessible format. Dashboards provide real-time insights into organizational

performance and facilitate data-driven decision-making.

Periodic Reports: These reports are issued at regular intervals (daily, weekly, monthly,
guarterly, annually) to provide updates on ongoing activities, progress against goals,
financial performance, or other metrics. Periodic reports help stakeholders track trends

over time and assess organizational performance.

Ad Hoc Reports: Ad hoc reports are prepared on-demand to address specific
guestions, requests, or issues that arise unexpectedly. These reports are typically
customized to meet immediate needs and may vary in format and detail based on the

urgency and complexity of the request.
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Summary Reports: Summary reports condense detailed information into concise
summaries, highlighting key findings, conclusions, and recommendations. Summary
reports are useful for busy executives or stakeholders who need a quick overview of the

main points without delving into extensive detail.

Comprehensive Reports: Comprehensive reports provide in-depth analysis,
background information, detailed findings, and thorough recommendations on complex
issues or projects. These reports are thorough and detailed, aiming to provide a

comprehensive understanding of the subject matter.

Choosing the appropriate method of communication depends on factors such as the
audience's preferences and needs, the complexity of the information, the urgency of the
communication, and the desired level of interaction or engagement. Effective report
communication involves selecting the method(s) that best align with these

considerations to ensure clarity, understanding, and impact.

Agenda

4.2.1 Meaning :

Meetings: An agenda outlines topics or issues to be

discussed during a meeting.

Political: Refers to the specific goals or policies of a

group or organization.

Personal: Can refer to someone's personal goals or

intentions.

>OZMO>

In general, "agenda" implies a structured plan or list of
tasks, items, or topics to be addressed or accomplished

within a specific context.

4.2.2 Definition:



The definition of "agenda" is a list or outline of things to be considered or done. It serves
as a plan or schedule that sets out topics to be discussed or tasks to be accomplished,

especially in meetings, discussions, or plans of action.

Agendas are important for several reasons in various contexts, such as meetings,

discussions, or planning sessions:
4.2.3 Some of key elements are:

Organization and Focus: An agenda helps to organize the flow of a meeting or
discussion by outlining specific topics or tasks to be addressed. It ensures that

participants stay on track and focused on the objectives.

Time Management: By setting time limits for each agenda item, it helps to manage
time effectively during meetings. This prevents discussions from dragging on and

ensures that all important topics are covered within the allocated time frame.

Clarity and Transparency: An agenda provides clarity about the purpose of the
meeting or discussion. It informs participants in advance about what will be discussed,

allowing them to prepare appropriately and contribute meaningfully.

Accountability: Having a documented agenda creates accountability among
participants. It sets expectations for what needs to be accomplished, which helps to

track progress and follow up on action items.

Efficiency: A well-planned agenda promotes efficiency by reducing unnecessary
discussions and focusing on key issues. This leads to more productive meetings and

faster decision-making processes.

Engagement: When participants know what to expect and have a clear structure to

follow, they are more likely to actively engage in discussions and contribute ideas.

Overall, an agenda serves as a valuable tool for enhancing communication, productivity,

and effectiveness in various organizational settings



Evaluating an agenda involves assessing its effectiveness in achieving its intended

purposes and meeting the needs of the participants.
4.2.4 Here are key aspects to consider when evaluating an agenda:

Clarity of Objectives: Check if the agenda clearly states the objectives or goals of the
meeting or discussion. This ensures that everyone understands the purpose and what is

expected to be accomplished.

Relevance of Topics: Evaluate whether the topics listed on the agenda are relevant to
the objectives and goals. Ensure that each item contributes to achieving the meeting's
purpose and that no unnecessary topics are included.

Logical Sequence: Assess the sequence of agenda items. Topics should be arranged
logically to facilitate a smooth flow of discussion and decision-making. Important or time-

sensitive topics should be prioritized appropriately.

Time Allocation: Review the time allocated for each agenda item. Ensure that
sufficient time is given for thorough discussion while also preventing items from
dragging on excessively. Adjustments may be needed based on the complexity and

importance of each topic.

Inclusivity: Evaluate whether the agenda encourages participation from all relevant
stakeholders. Ensure that diverse perspectives are considered by including items that

address different aspects of the meeting's purpose.

Actionable Outcomes: Consider whether the agenda sets the stage for actionable
outcomes. Identify specific decisions to be made, actions to be taken, or follow-up steps

required after the meeting.

Flexibility: Assess the agenda's flexibility to accommodate unexpected changes or
emergent issues. While agendas provide structure, they should also allow for adaptation

if new information or priorities arise.



Feedback Mechanism: Evaluate if the agenda includes provisions for gathering
feedback from participants. This could involve soliciting input on agenda items

beforehand or assessing meeting effectiveness afterward to improve future agendas.

Meeting Dynamics: Observe how well the agenda supports positive meeting dynamics,
such as effective communication, collaboration, and decision-making among

participants.

Overall Meeting Impact: Finally, assess the overall impact of the agenda on achieving
the meeting's intended outcomes and objectives. This includes considering whether
participants feel the meeting was productive, whether goals were met, and whether

there was alignment with broader organizational goals.

By evaluating these aspects, organizations and meeting facilitators can ensure that
agendas are well-designed and contribute effectively to productive and successful

meetings.

Advancements in technology have significantly influenced how agendas are created,

distributed, and managed.

4.2.5 Here are some new technologies and tools that are transforming the way

agendas are handled:

Online Collaboration Tools: Platforms like Microsoft Teams, Slack, and Google
Workspace provide features for creating and sharing agendas collaboratively. Team
members can contribute agenda items in real-time, edit them, and comment on specific

topics.

Agenda Management Software: Dedicated agenda management software, such as
Meeting Booster, Board Effect, or Diligent, offers functionalities for creating, organizing,
and distributing agendas. These tools often integrate with calendars and allow for easy

updates and sharing across participants.

Al-Powered Agenda Assistants: Artificial intelligence tools can analyze meeting

content and participant preferences to suggest agenda items, prioritize topics based on



importance, and even predict potential agenda items based on past meetings or

organizational trends.

Real-Time Agenda Updates: Mobile apps and cloud-based platforms enable real-time
updates to agendas. Participants can receive notifications of agenda changes instantly,

ensuring they have the most current information before meetings.

Virtual Meeting Platforms: Tools like Zoom, Microsoft Teams, and WebEx include
agenda features that allow hosts to display the agenda during meetings, mark agenda

items as complete, and capture meeting notes directly within the platform.

Interactive Agendas: Some platforms offer interactive agenda features where
participants can provide feedback, ask questions, and interact with agenda items during
the meeting itself. This enhances engagement and collaboration among meeting

attendees.

Analytics and Reporting: Advanced agenda tools can generate analytics and reports
on meeting efficiency, participant engagement, and adherence to agenda timelines.

This data helps organizations improve meeting effectiveness over time.

Integration with Task Management: Agenda tools that integrate with task
management platforms, such as Trello or Asana, allow for seamless transition of
agenda items into actionable tasks, ensuring follow-up and accountability after

meetings.

Accessibility Features: Modern agenda tools often include accessibility features, such
as screen reader compatibility and language translation capabilities, making agendas

more inclusive and accessible to a diverse group of participants.

Security and Compliance: With the increasing focus on data security and compliance,
agenda technologies often include encryption, access controls, and compliance features

to protect sensitive meeting information.



These technologies are enhancing the efficiency, collaboration, and effectiveness of
agenda management, enabling organizations to conduct more productive meetings and

achieve better outcomes.
4.3 Minutes of meeting (MoM):

4.3.1 Meaning:

Date, Time, and Location: When and where the meeting took place.

Attendees: List of participants who were present and absent.

Agenda Items: Topics discussed during the meeting.

Discussion Points: Summary of key points discussed under each agenda item.
Decisions Made: Any conclusions or resolutions reached on each topic.

Action Items: Specific tasks assigned to individuals or teams, along with deadlines.
Next Steps: Plans for future meetings or follow-up actions.

Minutes serve as an official record that helps participants remember what was
discussed, informs absentees, and provides a reference for follow-up actions. They are
usually drafted by a designated note-taker or secretary and circulated to participants

after the meeting for review and approval.
4.3.2 Definition :

Minutes of meeting (MoM) refer to the official written
record of the discussions, decisions, and actions that
took place during a meeting. They are a structured
summary created to document the proceedings and
outcomes of a meeting. Minutes are typically prepared by
a designated individual (often a secretary or note-taker)

and serve several purposes:




Record Keeping: They provide a historical record of what transpired during the

meeting, including discussions, decisions, and any voting outcomes.

Reference Tool: Minutes serve as a reference for attendees to recall what was
discussed and agreed upon. They also help in ensuring that subsequent actions align

with decisions made during the meeting.

Legal and Compliance Purposes: In some contexts, such as corporate or
governmental meetings, minutes may serve as legal documents that can be referred to

in case of disputes or audits.

Accountability: They establish accountability by documenting who is responsible for

carrying out specific actions decided upon during the meeting.

Overall, minutes of meeting are crucial for maintaining transparency, accountability, and

effective communication within organizations and groups conducting formal meetings.

4.3.3 The scope of minutes of meeting (MoM) typically covers several key aspects

to ensure comprehensive documentation and effective communication:

Meeting Details: Include the date, time, and location of the meeting, as well as the

names of attendees and those who were absent.

Agenda Items: List all topics or agenda items discussed during the meeting. This helps

provide context to the discussions recorded in the minutes.

Discussion Summary: Capture a concise summary of the discussions held under each
agenda item. This should highlight key points, arguments made, and any questions

raised.

Decisions and Resolutions: Record any decisions made during the meeting. This

includes conclusions reached, agreements made, and any action items assigned.



Action Items: Document specific tasks or action items assigned to individuals or

groups. Include deadlines or timelines for completion to ensure accountability and follow-

up.

Voting Outcomes: If applicable, record any voting outcomes, including the results and

any dissenting opinions.

Next Steps: Outline any plans or next steps agreed upon during the meeting. This may
include scheduling follow-up meetings, conducting further research, or implementing

decisions.

Other Business: Note any other important information or announcements discussed

during the meeting that are relevant to the attendees.

The scope of minutes of meeting is to provide a clear and accurate account of what
transpired during the meeting, ensuring that all participants have a shared
understanding of the outcomes and responsibilities moving forward. They serve as a
valuable reference tool and historical record for future discussions and decision-making

processes within the organization or group.
3.3.4Minutes of meeting (MoM) are important for several reasons:

Documentation of Decisions: They serve as an official record of decisions made
during the meeting. This helps to clarify what was agreed upon, ensuring everyone is on

the same page regarding actions to be taken.

Accountability: MoM assign responsibilities by documenting action items and
assigning them to specific individuals or teams. This promotes accountability and

ensures that tasks are completed as agreed.

Legal Protection: In many organizations, MoM serve as legal documents that can be
referenced in case of disputes or audits. They provide evidence of discussions held and

decisions taken, protecting the organization legally.



Reference Tool: MoM provide a reference for participants to recall discussions and
decisions made during the meeting. They help in maintaining continuity and ensuring

that subsequent actions align with the decisions taken.

Communication: MoM facilitate communication by informing absentees about what
transpired in the meeting. They ensure that all stakeholders are informed about

outcomes and actions to be taken.

Historical Record: They serve as a historical record of the organization's activities and
decision-making processes over time. This can be valuable for analyzing trends,

tracking progress, and learning from past experiences.

Efficiency: MoM help in making meetings more efficient by summarizing discussions
and decisions. They allow participants to focus on actions and outcomes rather than

spending time on recalling details.

Overall, minutes of meeting play a crucial role in organizational governance,
transparency, and effective communication. They are essential tools for documenting,

tracking, and ensuring follow-through on decisions made during meetings.

Writing a resume

Contact Information: Include your full name, phone number, email address, and

optionally, your LinkedIn profile.

Resume Summary or Objective: A brief statement summarizing your career goals,

key skills, and what you bring to the table.

Work Experience: List your work history in reverse chronological order (most recent

job first). Include:
- Job title

- Company name and location



- Dates of employment (month and year)

- Key responsibilities and achievements using action verbs (e.g., "managed,”

"developed," "achieved")

Education: List your degrees in reverse

chronological order:

‘.RE ; '

——"N

- Degree type (e.g., Bachelor of Science)

- Major and minor (if applicable)
- Institution name and location

- Graduation date (or expected graduation
date)

Skills: Include relevant skills such as technical skills, software proficiency, languages,

certifications, etc.

Achievements and Awards: Highlight any notable achievements or awards relevant to

the job you're applying for.
Optional Sections (if applicable):
- Certifications and Licenses
- Professional Affiliations
- Publications or Projects

- Volunteer Work

Formatting Tips:

- Use a clean, professional layout with

consistent formatting (font size, margins).

- Use bullet points for clarity and readability.



- Keep it concise and relevant—ideally, your resume should fit on one page.

Proofread: Check for grammar and spelling errors. Consider asking someone else to

review it for you.

Customize for Each Job: Tailor your resume for each job application by emphasizing

relevant skills and experiences.

Remember, the goal of your resume is to quickly and clearly communicate your
gualifications to potential employers. Tailoring it to the specific job you're applying for

can significantly increase your chances of landing an interview.
3.4Writing an effective resume involves several key methods and best practices:

Formatting: Use a clean, professional layout with clear headings and bullet points for

easy readability. Choose a font that is simple and legible (e.g., Arial, Calibri).

Contact Information: Include your name, phone number, email address, and LinkedIn

profile (if applicable) prominently at the top of the resume.
Resume Sections: Organize your resume into sections such as:

- Summary or Objective: A brief overview highlighting your career goals or a

summary of your key qualifications.

- Work Experience: List your work history in reverse chronological order (most recent
job first), including job titles, company names, locations, and dates of employment.

Describe your achievements and responsibilities using action verbs.

Education: Include your degrees, diplomas, and relevant certifications. Mention the

institution names, locations, and graduation dates.

- Skills: Outline your relevant skills, both technical and soft skills, that are pertinent to

the job you're applying for.

- Optional Sections: Depending on your experience, you might include sections such

as Awards & Honors, Certifications, Publications, or Professional Affiliations.



Tailoring: Customize your resume for each job application. Highlight experiences,
skills, and achievements that are most relevant to the specific position you're applying

for.

Achievements: Instead of just listing duties, focus on quantifiable achievements and
outcomes. Use numbers and metrics to demonstrate your impact whenever possible

(e.g., "Increased sales by 30%").

Keywords: Incorporate keywords from the job description into your resume to ensure it

passes through applicant tracking systems (ATS) used by many employers.

Proofreading: Check for typos, grammatical errors, and consistency in formatting. It's
helpful to have someone else review your resume as well to catch any mistakes you

might have missed.

Length: Keep your resume concise, ideally one page for those early in their careers

and up to two pages for more experienced professionals.

Professional Tone: Write in a professional and confident tone throughout your resume.

Avoid using first-person pronouns (e.g., I, me, my).

Update Regularly: Update your resume regularly to reflect your most current skills,

experiences, and achievements.

By following these methods, you can create a compelling resume that effectively

showcases your qualifications and increases your chances of landing job interviews.

LET’S SUM UP

A report is a summary of information. It is the organized statement of facts relating to a
particular subject prepared by the PS/PA/Sec. after an independent inquiry presented to
the interested person with or without recommendations. In an office, reports are
prepared to see the progress of activities so that definite decisions can be taken by the

management.
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UNIT -V

MORDEN FORMS OF COMMUNICATION

MEANING:

The modern means of communication are Non-verbal communication,
Newspapers, Television, Radio, Social media, Email, etc. A verbal and non-verbal
system of message transmission and reception is needed for communication.
Messages are sent, received, and later returned to the sender in the form of
feedback. The communication methods include written and graphical representations

and oral and written communication.

These include fax, email, voice malil,
teleconferencing, and telephone
answering machines. Fax enables
accurate transmission of documents
with pictures and handwriting between
machines. Email allows sending
messages via computer connections

worldwide quickly and inexpensively,

though privacy is not guaranteed.

% FAX

<+ VEDIO CONFERENCE
“+ WEBSITE

% INTERNET

< E-MAIL

FAX

A fax or facsimile machine carries printed messages !words and pictures in
photocopy form" from the sender instrument to the receiver instrument. The sender
of a fax message prepares the copy on a sheet !generally no larger
than A# size" which can be fed into the fax machine. %e dials the

destination number, gets the fax tone and feeds the message into
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the machine. The printed message is converted into electronic signals as the paper
rolls through the fax machine. This message is received in the same form at

the other end on the paper roll that is attached to the machine.

Advantages:

IA" & tax enables an accurate transmission of a document including pictures and
handwriting. colour faxes are also a possibility.!(" & tax can be sent through a
computer, in which case it is restricted to the messages created on the computer.!™
A fax message can be confirmed on telephone to ensure its authenticity.!)" &axes
are admissible as proof in the court. *n this respect they are superior to email.!+"
With repeat dialling facility, a busy number can be reached as soon as it becomes

free.

VIDEO CONFERENCE

Video conferencing is a real-time communication method that enables individuals or
groups to connect and interact via
audio and video transmission
over the Internet. Unlike
traditional phone calls, digital
video conferencing offers a more
immersive experience. Here are
some key aspects of video

conferencing:

1. Seeing and Being Seen:
Facial expressions and body language add depth and nuance to
conversations, mimicking the richness of in-person interactions.

2. Seamless Collaboration: Share documents, presentations, and whiteboards
in real-time, fostering brainstorming and joint problem-solving.

3. Global Connectivity: Break down geographical barriers and bridge
distances, making international teams and cross-cultural collaboration a

breeze.
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WEBSITE

A website is a collection of
web pages, images, videos,
and other digital content that is
accessible via the internet. It is

a digital platform that provides

information, services, or
i Xﬁnouncing the Hot List
entertainment to users. A ot sommamcaste | Winers of 2024
. and connect to wireless Paris 2
website can be created for headphones

various purposes, such as:

To showcase a business or organization’s products or services
To provide information on a specific topic or industry

To offer online shopping or e-commerce services

To provide entertainment, such as games, videos, or music

& & & & @

To facilitate communication, such as social media or online forums.

FUNCTIONS OF WEBSITE

Informational:

Providing information on a specific topic or industry

Transactional:

Allowing users to make purchases, book appointments, or complete transactions
Interactive:

Allowing users to engage with the website through forms, surveys, or other

interactive elements
Entertainment:

Providing entertainment, such as games, videos, or music

Periyar University — PUCDOE]| Self Learning Material



PUCDOE BBA-SEMESTER 1 UNIT -5

Communication:

Facilitating communication between users, such as through social media or online

forums

E-commerce:

Allowing users to purchase products or services online
Portfolio:

Showcasing a person’s or organization’s work, such as a portfolio of art or design
projects

Blog:

Providing a platform for users to share their thoughts, opinions, or expertise through
blog posts

Directory:
Providing a list of resources, such as a directory of businesses or services
Community:

Creating a community around a shared interest or topic, such as a forum or social

network
Some common types of websites include:

Personal website: A website created by an individual to showcase their work, skills,

or personal projects

Business website: A website created by a company to promote its products or

services

E-commerce website: A website that allows users to purchase products or services

online.

Blog website: A website that features blog posts and articles on a specific topic or

industry

Social media website: A website that allows users to create and share content,

such as Facebook or Twitter
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Portal website: A website that provides access to a range of services or

information, such as a news portal or a government portal

Overall, a website can have a wide range of functions and purposes, and its design

and functionality will depend on the goals and target audience of the website.

A website (also written as a web site) is a collection of web pages and related
content that is identified by a common domain name and published on at least one
web server. Websites are typically dedicated to a particular topic or purpose, such as
news, education, commerce, entertainment, or social media. Hyperlinking between
web pages guides the navigation of the site, which often starts with a home page.
The most-visited sites are Google, YouTube, and Facebook.

All publicly-accessible websites collectively constitute the World Wide Web. There
are also private websites that can only be accessed on a private network, such as a
company's internal website for its employees. Users can access websites on a range
of devices, including desktops, laptops, tablets, and smartphones. The app used on

these devices is called a web browser/

A website is a crucial component of any business, providing a platform to showcase
your products or services, establish credibility, and connect with customers.
According to the search results, a website provides access to your target audience

around the clock, even when you’re not actively engaging with them. This is
especially important for small businesses, as it allows them to compete with larger
companies and establish a professional online presence.

Benefits of Having a Website

Increased Credibility: A website helps establish your business as a credible and
professional entity, making it more likely for customers to trust and choose your

business over competitors.

24/7 Availability: A website allows customers to access information about your
business at any time, making it convenient for them to learn more about your

products or services.

Cost-Effective: A website is a cost-effective way to reach a large audience,

reducing the need for print or television advertising.
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Targeted Marketing: A website allows you to target specific audiences and tailor your

marketing efforts to their needs and interests.

Improved Customer Engagement: A website provides a platform for customers to
engage with your business, leaving comments, asking questions, and providing
feedback.

Increased Sales: A website can increase sales by providing customers with a

convenient way to purchase products or services online.

Competitive Advantage: A website helps you stay ahead of the competition by

providing a professional online presence and showcasing your products or services.
INTERNET:

The Internet is an electronic communications network that connects computer
networks and organizational computer facilities
around the world. It allows computer users to

connect with computers globally and carries email.

The Internet is a vast system of connected
computers around the world. It allows people to
share information, communicate, and access

websites.

Concept of Internet

The Internet is a massive network of communication networks which has changed
the way citizens around the world live, learn, work, earn and communicate. The

Internet is also known as the ‘NET’ which is a network of networks of computer
databases and information services. Internet is also known as the world without bars-

neither of time, space nor language. Its worldwide reach and connection to any type

of computer have broken the boundaries of communication.

An online popular encyclopedia from the Internet, Wikipedia explains what Internet
means and what it is: “The Internet is a worldwide, publicly accessible series of

interconnected computer networks that transmit data by packet switching using the

standard Internet Protocol (IP). It is a “network of networks” that consists of millions
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of smaller domestic, academic, business, and government networks, which together
carry various information and services, such as electronic mail, online chat, file
transfer, and the interlinked web pages and other resources of the World Wide Web
(WWW)”

According to DiMaggio, Hargittain, Neuman, and Robinson (2001:03), the Internet is
defined as the ‘electronic network of networks that links people and information
through computers and other digital devices allowing person-to-person
communication and i nformation retrieval.” The advent of the computer and the
Internet has brought a whole new world in terms of gathering, disseminating,
creating, and criticizing information and communicating with people. The multimedia
available over the Internet is surprisingly varied. The Internet is the latest revolution

in communication technology.

Evolution of Internet

Access of Internet is on the rise. Internet brings a large quantity of comprehensive
information to public domain. Internet has become the in-thing of education.
Academic life involves using computers with Internet. Students use Internet to gain
more comprehensive information. It is the vital link for quick reference for scholars as
well as for all. Internet’s use could be optimized to get the best for students. Internet
basically utilizes the convergence of computers and communication technologies.

Both these technologies are making strides since 1970’s in an unprecedented way.

Introduction of Launch of
Analog Text Mobile and Wireless |  Cloud, IP and Truly Unlimited

Telecommunications Messaging Internet Connection Mobile Broadband Data Capacity

I=

1979 1991 1998 2008 2019

The World Wide Web being part of Internet was a project conceived in 1989 at the

GtRRdhFIAREREDP FRRUBIQIPNIEK 8PS PR b iNSHaet tHas celaasrddiomiblic.
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The formal birth of Internet was registered, when Internet society was chartered on
1992. The goal was to allow scientists and employees around the world to
conveniently share research and ideas. Of course the World Wide Web has evolved
into something much more than a research tool. With the introduction of graphical
web browsers, it has become a communication medium for much wider, global
audience. Undoubtedly, it is one of the most important developments in the history of

the human communication, as important as the invention of Gutenberg’s Printing
Press.

The Internet became popular in the early 1990’s. The United States is the
motherland of Internet revolution. The Advanced Research Projects Agency (ARPA)
played a major role in the creation of Information Processing Technology Office
(IPTO) which had networked country-wide radar systems together for the first time.
Leonard Kleinrock, Licklider and other scientists conducted monumental research in

Internet revolution.

The CERN, a pan European organization for particle research publicized the World
Wide Web project in 1991. It was invented by English scientist Tim Bernes Lee in
1989. It was eventually replaced in popularity by the Mosaic web browser. In about
one decade, the Internet successfully accommodated the majority of previously
existing public computer networks. During the 1990’s, Internet grew by 100 percent.

The information and computer scientists described the Internet as a ‘prime example
of a large-scale, highly engineered, yet highly complex system, according to

Wikipedia (2011:06).

India has emerged as an information super power in the world. It continues to be one
of the fastest growing major telecom markets in the world. The Government of India
have brought about sweeping reforms over the last two decades. The state-owned
Videsh Sanchar Nigam Limited (VSNL) launched Internet services in India in 1995.

In November 1998, the Government ended VSNL’'s monopoly and privatized the
Internet services in India. There are about 200 operational ISPs in the country

according to the latest statistics. According to the Internet and Mobile Association of
India, the low cost of broadband has helped increase Internet usage in the country.
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Despite the large number of providers, 10% of the ISPs have 90% of the
subscribers. The state owned BSNL and MTNL have grown rapidly to hold first and
second place in terms of subscribers. The remarkable expansion of cyber cafes has
played a crucial role in fueling Internet revolution in India. There are about 60% of

users who regularly access the Internet via the country’s more than 10,000 cyber
cafes. The number of broadband subscribers is also remarkably increasing in the

country according to Broadband Market Services (2011:01).

Internet as a Medium of Communication

As of now, many people log on the web and search for information instead of going
to the newspaper or television to get information. As the number of people who use
the Internet is growing, most people now accept that Internet as a revolutionary new

medium that has changed the life styles remarkably.

The Internet has several distinctive features. First, the Internet is an active and
interactive medium. In other words, the Internet ‘

is a two way medium. The person who uses ... % s

the Internet is called as the ‘user’, not a viewer

or listener. ‘User suggests activeness and
controllability. Internet users can create

information by themselves or actively search
and reach the information on the web. Further,

people evaluate the given information and set

forth their view so that other people can see

them.

Interaction with other users is another feature of interactivity of the Internet. Opinions
and views flow freely on the web. Even though television viewers can watch
television actively by means of choosing a channel, television watching is still a

passive activity when compared to Internet use.
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Internet has proved to be one of the most innovative inventions for us. It has made
its presence felt in every sphere of our life, be it economy, Students can society,
health care, spirituality, etc. Prominent among its benefits is the impact it has had on
the education sector. now gain access to innumerable research papers, apart from

getting latest updates in the field of science and technology.

Internet has created new challenges for the society and most threatening among
these is the impact it has had on the young generation of users including the
children, adolescents and youth. Internet addiction has been recognized as a
disorder in many countries, and rehabilitation centers have been created to help
people to get over it. According to the empirical evidence, a large proportion of
Internet addicts are youngsters, who are extremely vulnerable to its ill-effects. There

are several advantages and disadvantages of Internet.

In reality, the Internet exists within a natural world where everything is transparent.
Scholars have considered Internet as a sprawling global city that never sleeps. The
Internet allows greater flexibility in working hours and location, especially with the
spread of unmetered high-speed connections and web applications. The Internet can
now be accessed almost anywhere by numerous means, especially through mobile

Internet devices.

The Internet is the fastest way to spread information to a vast number of people
simultaneously across the globe. The low cost and nearly instantaneous sharing of
ideas, knowledge and skills has made collaborative work dramatically easier, with
the help of collaborative software. Mobile phones, data cards, handheld game

consoles and cellular routers allow users to connect to the Internet from anywhere.

The Internet allows the computer users to remotely access other computers and
information sources easily, wherever they may be across the world. There are
innovative ways and means of Internet browsing. E-mail is an important
communications service available on the Internet. The Internet e-mail can be sent or
received irrespective of the space and time by the modern Internet users even with

little knowledge of computers.
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The Internet telephoning is another common communication service made possible
by the creation of the Internet. The Voice-over- Internet Protocol is mostly free of
cost or cheaper especially over long distances. File sharing is an example of
transferring large amounts of data across the Internet. A computer file can be

uploaded to the website and downloaded by the users.

The webcams are viewed as even lower-budget extension of video phenomenon.

Video chat rooms and video conferencing are also popular with many users.

“There are no official censors, no bosses, no board of directors, no stock holders or

stake holders and other constraints in Internet browsing,” according to Leon and
Leon (2000:05).

Importance of Internet

The rise of new media including the Internet has increased the communication
between people all over the world. The Internet has enabled the people to express
themselves through blogs, websites, pictures and other user-generated media. The
evolution of Internet has brought about the globalization of education, business,
management, development and other processes. The Internet culture has explored
unknown paths and has led to overall development of the mankind. The Internet
technology has also enhanced the information access and utility to various sections

of the society.

As Kubey (2000:04) argued, the Internet as new media technology may enhance
and help our lives or do harmful things to people. The Internet now is becoming an
important research topic in various fields, including communication, sociology,
psychology, public health, political science, education, computer science and so on.
Studies about the Internet started from investigating who had Internet access.
Researchers then moved to investigate actual Internet use, including how much time

people spend on the Internet and what they are doing.

The Internet is a global, liberally available series of interconnected information

sources with the aid of computer networks that transmit data in the form of video,
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audio, images, text, computer program files, or in other formats. It is amusing to use
Internet for trade, education, communication, advertising and entertainment.
Services like electronic mail, online chat, forums, blogs, transfer of content (data or
programs), and the interlinked web pages between millions of smaller domestic,
professional, academic, religious, entertainment, business, medical, political and

government servers benefits the user.

Internet opens opportunities for users by bringing down the barriers of distance, time
and cost. It is one medium where one can stay anonymous, or be faceless,
voiceless, and still communicate with text or graphic representation. One can have
control over how much or how little one would reveal about themselves as

communicators through the Internet.

E-MAIL:
The Internet is a globally connected network system that N
facilitates communication and data services through a
vast collection of private, public, business, academic,

and government networks. In other words, it's a massive
network of interconnected networks that enables people,

organizations, and devices to communicate, share

resources, and access information across the globe.

1. News: People stay updated by visiting news websites like CNN, BBC, and
The New York Times.

2. Communication and collaboration: Email, messaging apps, and video calls
connect us globally.

3. File transfer and data sharing: We exchange files, documents, and media
online.

4. Social networking: Platforms like Facebook, Twitter, and Instagram help us
connect with others.

5. Entertainment: Streaming music, videos, and online gaming keep us
entertained.

6. Business promotion: Companies advertise their products and services

online.

m Periyar University — PUCDOE| Self Learning Material



PUCDOE BBA-SEMESTER 1 UNIT -5

7. Earning online: Freelancing, affiliate marketing, and content creation offer
income opportunities.

8. Online shopping (E-commerce): We buy products and services from online
stores.

9. Education: Online courses, tutorials, and e-learning platforms enhance our
knowledge.

10.0nline services: Booking flights, ordering food, and banking are done online.

11.Blogging: Individuals share their thoughts, experiences, and expertise
through blogs.

12.Dating: Online dating platforms connect people seeking relationships.

13.Remote work: Telecommuting and virtual collaboration are facilitated by the

Internet.

BENEFITS:

Information, Knowledge, and Learning:
The Internet provides access to an endless supply of knowledge and
information. You can learn about almost any topic by using search engines
like Google or watching educational videos on platforms like YouTube.

Connectivity, Communication, and Sharing:
Instant communication is a hallmark of the Internet. You can send emails
globally within minutes. Chat, VolP (Voice over Internet Protocol), and online
forums connect people with shared interests.

Anonymity and Equality:
Online anonymity allows marginalized individuals to have a voice. On the
Internet, people won’'t know your personal details unless you share them,
promoting equality.

Address, Mapping, and Contact Information:
GPS technology helps map and direct you anywhere in the world. Search
engines provide relevant local results, such as finding nearby businesses or
services.

Banking, Bills, and Shopping:
Access your bank account, pay bills electronically, and shop online without
leaving your home. Compare prices and read reviews to make informed

purchasing decisions.
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The Internet has transformed how we connect, organize information, and share
globally. Here are some key points about internet usage:
1. Global Internet Users:
As of 2023, approximately 5.3 billion people worldwide are connected to the
internet.
2. Leading Markets:
China leads in the number of internet users, followed by India and the United
States. East Asia has the highest overall internet user count, while Northern
Europe boasts the highest internet penetration rate.
PODCASTS:

A podcast is a series of digital audio files that
are released on a regular schedule, such as
weekly or monthly, and can be downloaded
or streamed online. Podcasts are often
created around a specific theme, topic, or

genre, and can range from news, education,

comedy, storytelling, or interviews to music,
fiction, or even ASMR sounds. Podcasts are
typically produced by individuals or organizations and can be accessed through
various platforms, such as Apple Podcasts, Spotify, Google Podcasts, or dedicated

podcast apps.
How Podcasts Work
Here’s a simplified explanation:

Creation: A podcaster records an episode, which can be an audio file, video, or a

combination of both.

Hosting: The podcast is uploaded to a hosting platform, such as Anchor, Buzzsprout,

or Libsyn.

RSS Feed: The hosting platform creates an RSS (Really Simple Syndication) feed,
which is a standard format for podcasting.

Subscription: Listeners can subscribe to the podcast through an RSS feed reader,

a podcast app, or a dedicated podcast player.
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A podcast is a series of digital audio files that are released on a regular schedule,
such as weekly or monthly, and can be downloaded or streamed online. Podcasts
are often created around a specific theme, topic, or genre, and can range from news,
education, comedy, storytelling, or interviews to music, fiction, or even ASMR
sounds. Podcasts are typically produced by individuals or organizations and can be
accessed through various platforms, such as Apple Podcasts, Spotify, Google

Podcasts, or dedicated podcast apps.

RSS Feed: The hosting platform creates an RSS (Really Simple Syndication) feed,

which is a standard format for podcasting.

Subscription: Listeners can subscribe to the podcast through an RSS feed reader,

a podcast app, or a dedicated podcast player.

Download or Stream: Subscribers can download or stream the podcast episodes,

which are automatically updated when new episodes are released.
Uses of Podcasts

Podcasts have numerous uses across various industries and aspects of life:

Education: Podcasts can be used for educational purposes, such as language

learning, history lessons, or professional development.

Entertainment: Podcasts offer a wide range of entertainment options, from comedy,
storytelling, and fiction to music, interviews, and ASMR sounds.

News and Information: Podcasts provide news, analysis, and commentary on

various topics, such as politics, business, science, and technology.

Marketing and Advertising: Podcasts can be used for targeted advertising, product

promotion, and brand awareness.

podcast is a program made available in digital format for download over the
Internet.[1][2][3] For example, an episodic series of digital audio files that users can
download to a personal device to listen to at a time of their choosing. Podcasts are
primarily an audio medium,[4] but some distribute in video, either as their primary
content or as a supplement to audio;[5] popularised in recent years by video platform
YouTube.[4]
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A podcast series usually features one or more recurring hosts engaged in a
discussion about a particular topic or current event. Discussion and content within a
podcast can range from carefully scripted to completely improvised. Podcasts
combine elaborate and artistic sound production with thematic concerns ranging
from scientific research to slice-of-life journalism. Many podcast series provide an
associated website with links and show notes, guest biographies, transcripts,
additional resources, commentary, and occasionally a community forum dedicated to

discussing the show's content.

The cost to the consumer is low, and many podcasts are free to download. Some
podcasts are underwritten by corporations or sponsored, with the inclusion of
commercial advertisements. In other cases, a podcast could be a business venture
supported by some combination of a paid subscription model, advertising or product
delivered after sale. Because podcast content is often free, podcasting is often
classified as a disruptive medium, adverse to the maintenance of traditi Podcasting
refers to the creation and regular distribution of podcasts through the Internet.
Podcasts, which can include audio, video, PDF, and ePub files, are subscribed to
and downloaded through web syndication or streamed online to a computer or
mobile device. Subscribers are then able to view, listen to, and transfer the episodes
to a variety of media players, or podcatchers. Though similar to radio, there is no
larger regulatory group or oversight with podcasts. Instead, podcasts simply consist
of the creators and their listeners.[1] As the technology gained popularity in the early
2000s, the uses of podcasting grew from simply the delivery of content to also
creative and responsive purposes.[2

Education

Podcasting in K-12 education

K-12 schools have also begun adopting podcasting as an instructional tool. Podcasts
are used for many educational purposes and there are several advocates of
podcasting who believe that it can offer unique educational benefits to learners.[3]
The main advantage of podcasting is the simplicity that it offers to learners. Listeners
are no longer constrained by time and space with regard to their learning. Podcasts
give superior support to auditory learners who comprise 30% of all learners.[3]

Expensive equipment or sophisticated know-how is not needed to create a podcast.
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There are free programs that are easily accessible to all people to create podcasts.
Podcasting affords iPods and other mobile audio players a double life: a usefulness
for both entertainment and education. Podcasts are created by students for projects
or by instructors for instructional purposes.[4]

Podcasts for students

There are many uses for podcasting for the classroom. They can be used to convey

instructional information from the teacher or
trainer, motivational stories, and auditory w B
case studies. Podcasts can also be used by é o

the learners as artifacts and evidence of

O o P|09
learning; for example, a student might Podcast H \
Ak
prepare a brief podcast as a summary of a n
.
concept in lieu of writing an essay. Podcasts S $

ON AIR
can also be used as a means of self- '

reflection on the learning processes or
products.[5] Podcasts can help keep
students on the same page, including those that are absent. Absent students can
use podcasts to see class lectures, daily activities, homework assignments,
handouts, and more.[6] A review of literature that reports the use of audio podcasts
in K-12 and higher education found that individuals use existing podcasts or create

their own podcasts.[7]

According to Jonathan Copley, many students choose to use podcasts as a
supplement to lecture materials. Before classes, students use podcasts to gain an
overall understanding of the upcoming lecture, which makes them feel more
confident and much more prepared for the class. The use of podcasts better
prepares students for classes and promotes discussions. The download of podcasts
peaks both immediately after a podcast has been uploaded and right before
examinations or deadlines.[8] Students use podcasts as part of their review for
exams because it provides different methods of reinforcement of course material.
This includes visual reinforcement of material, and testing of their knowledge base,

and adding variety to the review experience.[9] In addition, students who missed the
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lecture because of sickness or other reasons can use podcasts to catch up on their
notes.[10] Students learn better when they have a teacher present the materials,
rather than going over other people's notes. Finally, students with disabilities and
students who do not speak English as their first language use podcasts because

they can listen to the material repeatedly.

According to Robin H. Kay, there are five key benefits regarding the use of video
podcasts for students.[10]

Students can control the pace of their own studies
Increase in motivation

Improvement in study habits

Positive impact on testing skills

Does not reduce class attendance

© © ¢ ¢ ¢ ¢

Podcasts for teachers

Podcasting can be a tool for teachers or administrators to communicate with parents
and the wider community about curriculum plans and content, student assignments
and other information.[12][13]

Consuming podcasts

Apple introduced iTunes U, a nationwide expansion of a service that puts course
lectures and other educational materials online and on-the-go via Apple's iTunes
software. In 2006 there were over 400 podcasts from K-12 classes listed on iTunes
and over 900 education-related podcasts listed on Yahoo. Students reported that
replaying podcasts facilitated the comprehension of complex concepts and increased

understanding for non-native language learners.[7]
Creating podcasts

The use of social technologies allow students to shift from simply consuming media
to creating it on their own. Pundits argue that student-produced podcasting can
promote several powerful ideas that students can use over a lifetime. These include
a hands-on and reflective approach to copyright and fair use in creating digital
media. That is, they can create original content as they ethically and effectively
collect and remix the work of others. Thus, it is argued, podcasting becomes a tool

for students to think about the balance between individual rights and community
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benefits. In addition, some argue that podcasts help students learn 21st century
literacy skills. Students, for example, can use digital audio recording and editing
software to create audio dramas, news shows or audio tours. Within Social Studies
contexts, for example, podcasting offers a means for encouraging students to
guestion their world, to explore their intuitions about relationships between history,
people and to think about things in relation to larger contexts, rather than simply
focus on dates and facts. Educators who use podcasting with students argue that it
offers learners and teachers flexibility and learner control, opportunities for learner
motivation, clarity of instruction, novelty of engagement, widening of ‘locations' in
which learning is situated — an expansion of the temporal and spatial, engagement
with and collaboration around dialogue, and opportunities for learners to get involved

in construction of learning for others.
Podcasts in higher education

The use of podcasts for the purpose of education, whether by professional educators
or amateurs, has grown to the point that an annual conference for educational
podcasters called Sound Education took place (although it was canceled during the
COVID-19 pandemic).

Mobile Learning: Podcasting can be categorized as an m-learning strategy for
teaching and learning. In 2004, Musselburgh Grammar School pioneered podcast
lessons with foreign language audio revision and homework. In the second half of
2005, a Communication Studies course at the University of Western Australia used
student-created podcasts as the main assessment item. In 2005, "Students in the
Write" was created for second-grade students at Morse Elementary School in
Tarrytown, NY. On 21 February 2006, Lance Anderson, Dr. Chris Smith, Nigel Paice,
and Debbie McGowan took part in the first podcast forum at Cambridge University.
The event was hosted by the Centre for Applied Research in Educational

Technologies.[19]

Mobile Knowledge Transfer: Podcasting is also used by corporations to disseminate
information faster and more easily. It can be seen as a further development of Rapid
E-Learning as the content can be created fast and without much effort. Learners can
learn in idle times which saves time and money for them and the organizations.

Audio podcasts can be used during other activities like driving a car, travelling by

74l Periyar University — PUCDOE]| Self Learning Material



PUCDOE BBA-SEMESTER 1 UNIT -5

train, or riding a bus. A group often targeted is the sales-force, as they are highly

mobile. There podcasting can be used for sales enablement.

Mathematical Learning: Audio-podcasts can also be used in mathematics education.
With the recording of mathematical audio-podcasts, oral communication and
representation are focused on. Audio-podcasts have been used in primary school as
well as in teacher education.[ The process of producing the mentioned audio-

podcasts in mathematics education facilitates reflection processes.

Scientific Learning: Podcasting is an emerging tool with a broad flexibility to deliver
science-based information asynchronously in the online classroom or in online

outreach programming.

Journalism Education: School podcasts can be created to expose students to
journalism and new-media concepts. Regularly released "news" podcasts can be

released by a school group.

Academic Journal Digests: The Society of Critical Care Medicine has a podcast used

to update clinicians with summaries of important articles, as well as interviews.

Supply Chain Management Education: In October 2007, Stephan Brady presented
his paper on "Podcasting in Supply Chain Education" at the CSCMP Educators
Conference, which outlined how podcasting could be used in and outside of the
classroom for enhancing supply chain courses through blended, or hybrid learning.

Anxiety: Podcasts have been used to solve problems with college students' anxiety
by allowing professors' lectures to be accessed after class so the students would not
have to worry about missing any of the material if absent or tardy. According to
Anthony Chan & Mark J.W. Lee, "The advent of consumer-level digital multimedia
hardware and software have prompted the more techno-logically inclined instructors
and educational designers to construct CD-ROM based re-sources to engage and
excite students using the richness and flexibility of text, graphics, sound, video,

animation and interactive content, as well as the combination of these elements”

Marketing
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Podcasting can be used as a part of a content marketing strategy. Podcasts create
brand fanatics, people who are deeply invested in who podcasters are as people and
as business professionals. This is the essence of long-form content marketing. Every
minute that a customer or prospect listens to a podcaster speak with authority the
podcaster is establishing themselves as a thought-leader. Conceptually the more
time an audience spends with the podcasters content the more authority the

podcaster will acquire.

Podcasting has been successful at reaching out to people who are out on the road
through podcasts and that this more than an either-or kind of idea or decision, yet a
coexisting strategy combining many different online marketing strategies like blogs e-
books, and good websites". This shows that even podcasts do get hit with legal
constraints, but can find ways around it due their lack of affiliation with the FCC.[29]

They essentially bypass the entire industry.[30]
Public services

Podcasts have been used for advocacy. The 5,500 locked out staff of the Canadian
Broadcasting Corporation were podcasting news and other programming during
August and September 2005.

Podcasts have been used by law enforcement. In 2020, both the Chambersburg
Police department in Pennsylvania and the Mount Pleasant Police Department of
South Carolina released a podcast in 2020 to provide a way for the community to get

to know the department's officers.
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News outlets distribute supplemental audio or video via podcasts. For example,
Wikinews began to podcast its News Briefs in 2005. Companies also use podcasts
to distribute their multimedia news to journalists and consumers through companies
like MultiVu. In 2006, the online magazine Slate began textcasting articles to their
readers, by attaching a written article to a blank audio file and delivering the content

to readers through their regular podcasting mechanism.

Podcasts have been used for cultural or historic audio tours of cities. For example,
there are audio tours of NYC,[36] Norwich Vermont,[37] and Mission Hills in San

Diego.[38] Podcasts have also been used for unofficial audio tours of museums[39]

Podcasts have been used for local community news and issues. Podcasting has
emerged as an effective independent outlet to share community stories of interest
and engage on-demand with citizens on local issues.[40] Podcasting continues to be
a growth medium, as 40% of Americans 12+ say they have ever listened to a
podcast, while 24% say they have listened to one in the past month, up from 21%
one year ago. In addition, six in ten Americans are now familiar with the term
"podcasting,” a number that has risen 22% in two years. With the longer format and
on-demand nature, local community podcasting allows for independent reporting

accessible to a wider audience and broader demographic than traditional medias.

Podcasting refers to the creation and regular distribution of podcasts through the
Internet. Podcasts, which can include audio, video, PDF, and ePub files, are
subscribed to and downloaded through web syndication or streamed online to a
computer or mobile device. Subscribers are then able to view, listen to, and transfer
the episodes to a variety of media players, or podcatchers. Though similar to radio,
there is no larger regulatory group or oversight with podcasts. Instead, podcasts
simply consist of the creators and their listeners.[1] As the technology gained
popularity in the early 2000s, the uses of podcasting grew from simply the delivery of

content to also creative and responsive purposes.|[2]
Students can control the pace of their own studies

@ Increase in motivation
@ Improvement in study habits
@ Positive impact on testing skills

@ Does not reduce class attendance
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@ Podcasts for teachers

Podcasting can be a tool for teachers or administrators to communicate with parents
and the wider community about curriculum plans and content, student assignments

and other information.

A podcast is a series of digital audio files that are released on a regular schedule,
such as weekly or monthly, and can be downloaded or streamed online. Podcasts
are often created around a specific theme, topic, or genre, and can range from news,
education, comedy, storytelling, or interviews to music, fiction, or even ASMR
sounds. Podcasts are typically produced by individuals or organizations and can be
accessed through various platforms, such as Apple Podcasts, Spotify, Google

Podcasts, or dedicated podcast apps.
How Podcasts Work
Here's a simplified explanation:

Creation: A podcaster records an episode, which can be an audio file, video, or a

combination of both.

Hosting: The podcast is uploaded to a hosting platform, such as Anchor,

Buzzsprout, or Libsyn.

RSS Feed: The hosting platform creates an RSS (Really Simple Syndication) feed,
which is a standard format for podcasting.

Subscription: Listeners can subscribe to the podcast through an RSS feed reader,

a podcast app, or a dedicated podcast player.

Download or Stream: Subscribers can download or stream the podcast episodes,

which are automatically updated when new episodes are released.
Uses of Podcasts
Podcasts have numerous uses across various industries and aspects of life:

Education: Podcasts can be used for educational purposes, such as language

learning, history lessons, or professional development.
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Entertainment: Podcasts offer a wide range of entertainment options, from comedy,

storytelling, and fiction to music, interviews, and ASMR sounds.

News and Information: Podcasts provide news, analysis, and commentary on

various topics, such as politics, business, science, and technology.

Marketing and Advertising: Podcasts can be used for targeted advertising, product

promotion, and brand awareness.

Personal Development: Podcasts can help individuals improve their skills, learn

new things, and stay motivated and inspired.

Community Building: Podcasts can foster communities around shared interests,
hobbies, or passions, allowing listeners to connect with others who share similar

interests.

Storytelling: Podcasts offer a unique platform for storytelling, allowing creators to

share personal experiences, historical events, or fictional stories.

Interviews and Conversations: Podcasts can feature interviews with experts,

thought leaders, or celebrities, providing valuable insights and perspectives.

Business and Entrepreneurship: Podcasts can be used for business education,
marketing, and networking, helping entrepreneurs and professionals stay up-to-date

with industry trends and best practices.

Personal Growth and Self-Improvement: Podcasts can provide guidance and

support for personal growth, self-improvement, and mental well-being.

In summary, podcasts are a versatile medium that can be used for a wide range of
purposes, from education and entertainment to marketing and personal growth.

podcast is a program made available in digital format for download over the
Internet.For example, an episodic series of digital audio files that users can
download to a personal device to listen to at a time of their choosing. Podcasts are
primarily an audio medium, but some distribute in video, either as their primary
content or as a supplement to audio; popularized in recent years by video platform
YouTube.[4]
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A podcast series usually features one or more recurring hosts engaged in a
discussion about a particular topic or current event. Discussion and content within a
podcast can range from carefully scripted to completely improvised. Podcasts
combine elaborate and artistic sound production with thematic concerns ranging
from scientific research to slice-of-life journalism. Many podcast series provide an
associated website with links and show notes, guest biographies, transcripts,
additional resources, commentary, and occasionally a community forum dedicated to

discussing the show's content.

The cost to the consumer is low, and many podcasts are free to download. Some
podcasts are underwritten by corporations or sponsored, with the inclusion of
commercial advertisements. In other cases, a podcast could be a business venture
supported by some combination of a paid subscription model, advertising or product
delivered after sale. Because podcast content is often free, podcasting is often
classified as a disruptive medium, adverse to the maintenance of traditional revenue

models.

Podcasting is the preparation and distribution of audio or video files using RSS feeds
to the devices of subscribed users. A podcaster normally buys this service from a
podcast hosting company such as SoundCloud or Libsyn. Hosting companies then
distribute these media files to podcast directories and streaming services, such as
Apple and Spotify, which users can listen to on their smartphones or digital music

and multimedia players.

The use of social technologies allow students to shift from simply consuming media
to creating it on their own. Pundits argue that student-produced podcasting can
promote several powerful ideas that students can use over a lifetime. These include
a hands-on and reflective approach to copyright and fair use in creating digital
media. That is, they can create original content as they ethically and effectively
collect and remix the work of others. Thus, it is argued, podcasting becomes a tool
for students to think about the balance between individual rights and community
benefits. In addition, some argue that podcasts help students learn 21st century
literacy skills. Students, for example, can use digital audio recording and editing
software to create audio dramas, news shows or audio tours.[Within Social Studies

contexts, for example, podcasting offers a means for encouraging students to
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guestion their world, to explore their intuitions about relationships between history,
people and to think about things in relation to larger contexts, rather than simply
focus on dates and facts. Educators who use podcasting with students argue that it
offers learners and teachers flexibility and learner control, opportunities for learner
motivation, clarity of instruction, novelty of engagement, widening of ‘locations' in
which learning is situated —an expansion of the temporal and spatial, engagement
with and collaboration around dialogue, and opportunities for learners to get involved

in construction of learning for others.
Podcasts in higher education

The use of podcasts for the purpose of education, whether by professional educators
or amateurs, has grown to the point that an annual conference for educational
podcasters called Sound Education took place (although it was canceled during the
COVID-19 pandemic).

Mobile Learning: Podcasting can be categorized as an m-learning strategy for
teaching and learning. In 2004, Musselburgh Grammar School pioneered podcast
lessons with foreign language audio revision and homework. In the second half of
2005, a Communication Studies course at the University of Western Australia used

student-created podcasts as the main assessment item.
VIRTUAL MEETINGS:
Trusted by enterprises around the world.

Take advantage of the same secure-
by-design infrastructure, built-in
protection and global network that
Google uses to secure your information
and safeguard your privacy. Meet video
meetings are encrypted in transit and

our array of default-on anti-abuse

measures keep your meetings safe.

Enjoy frictionless meetings.
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Meet takes the headaches out of joining a video call at work. Just set up a meeting
and share a link. No worrying about whether teammates, clients, or customers have
the right accounts or plug-ins. With a fast, lightweight interface and smart participant

management, 30-person video calls are a breeze.

Designed for every kind of business

Meet is fully integrated with Google Workspace, so you can join meetings directly
from a Calendar event or email invite. All the important event details are right there
when you need them, whether you're joining from a laptop, phone or the conference

room.

Join meetings on the go.

Easily view all your scheduled meetings for the day and
join the meeting with just a tap, directly from the Gmail
mobile app or the dedicated Meet app. Meetings
organised by Google Workspace users also create
a dial-in phone number for each meeting, so every guest

has a great experience — even on the go without Wi-Fi

or data.
More than meetings.

Meet is fully integrated with Google Workspace. Seamlessly jump into a video call
from Chat or take document collaboration to the next level by connecting over video
—everything ties together so that you can always connect and collaborate in context
Connectin the office or remotely.

Meet hardware connects any meeting room
or space from desktop to huddle rooms to -
boardrooms 0 a video meeting with a

single click. Simple to use, simple to manage
and simple deploy at scale; all units can be

set up in minutes and managed online.

7zl Periyar University — PUCDOE]| Self Learning Material



PUCDOE BBA-SEMESTER 1 UNIT -5

SOCIAL MEDIA:

Social media in modern forms of communication

Social media has revolutionized the way we communicate, making it an integral part
of our daily lives. With the rise of social media, traditional forms of communication
such as face-to-face interactions, phone calls, and emails have taken a backseat.
Here are some key aspects of social media’'s impact on modern forms of

communication:

Remote Management and Team Collaboration: Social media has enabled remote
management and team collaboration, allowing teams to work together efficiently and
effectively, regardless of their geographical location. Tools like TeamViewer, Slack,

and Zoom have made it possible to communicate and collaborate in real-time.

Instant Messaging and Real-time Communication: Social media platforms like
Facebook, Twitter, and WhatsApp have enabled instant messaging and real-time
communication. This has reduced the time it takes to send and receive messages,

making communication faster and more efficient.

Visual Storytelling: Social media has given rise to visual storytelling, where users can
share pictures, videos, and stories to convey their message. This has changed the

way we communicate, making it more visual and engaging.
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Social Media Marketing: Social media has become a crucial platform for businesses
to market their products and services. It has enabled businesses to reach a wider

audience, increase brand awareness, and drive sales.

Instant Feedback and Customer Engagement: Social media has enabled businesses
to engage with their customers in real-time, providing instant feedback and customer

service. This has improved customer satisfaction and loyalty.

New Forms of Communication: Social media has given rise to new forms of
communication, such as live streaming, video conferencing, and online events.
These new forms of communication have enabled people to connect with each other

in new and innovative ways.

Impact on Traditional Forms of Communication: Social media has had a significant
impact on traditional forms of communication, such as face-to-face interactions,
phone calls, and emails. While these forms of communication are still important,

social media has reduced their usage and changed the way we communicate.

In conclusion, social media has revolutionized the way we communicate, making it
faster, more efficient, and more engaging. It has enabled remote management,
instant messaging, visual storytelling, social media marketing, instant feedback, and
new forms of communication. While it has had an impact on traditional forms of
communication, it has also opened up new opportunities for people to connect with

each other in new and innovative ways.
How Social Media Changed the Way We Communicate
1. Created a Sense of Urgency and a Need to Share ?

Since its launch in 2004, Facebook has created a place to share anything from
genius shower thoughts to favorite songs. The catch is: are you sharing too little or

too much?

Social media platforms like Facebook and Twitter have manifested the need to
constantly broadcast our lives on the internet. Twitter is most famous for this after
becoming known for celebrities sharing what they ate that day or if they were
tweeting from the bathroom. After this oversharing trend faded, social media became

a bit more tolerable for the average user. From then on, nobody could avoid Aunt
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Vicky’s vacation photos or Kim Kardashian’s famous behind “breaking the internet” .
The need to share and be shared has grown immensely. Fast forward to today's
most used social media apps, and you will discover the type of sharing we do today
is much different.

In basic communication, humans transmit information and receive instant feedback.
The integration of texting, messaging, and emailing, however, has enabled senders
and receivers to sit and dwell before responding. Instagram Stories and Snapchat
have changed the game by making messages and content available to view for only
24 hours. To remember what was said, or seen, and reply appropriately, the user

must reply as soon as they've opened it. In effect, these temporary messages take
away the ability to dwell and create a more real-time form of communication.

Social media has created a way for people to constantly update and share content
with their friends with little effort. Whether it is posted forever on a timeline or a
couple of seconds in a Snap, a picture is worth a thousand words and social media

has created the perfect medium to share these visual stories with friends.
2. Provided an Inside Perspective of Faraway Places ?

Social media has enabled people from all over the world to share their stories.
Besides the internet essentially connecting the world, Snapchat was the first to really
give people an inside perspective of foreign places. With the addition of live story
streams and Story Explorer, users can get a peek of what life in other cities, states,
and countries is like. Snapchat in particular regularly features cities from around the
world and features them on the app with a live feed of Snapchats from people in the
selected city. For example, tapping on the “Rio” feed instantly transports users to the
lively city in Brazil and provides a peek at life through the eyes of everyday citizens.

Besides cities, live feeds are perfect for sharing events. This is the ideal platform to
share student events, football games, community outreaches, and more from a
higher education perspective. Snapchat provides universities the unique opportunity
of sharing experiences with a wide array of the campus population. By utilizing a live
feed, or a Snapchat account altogether, a university is now able to show prospective
students what campus life is like from a student’s point of view. The students who

Snapchat their experiences are nurturing their connection to the university and

Periyar University — PUCODE| Self Learning Material



PUCDOE BBA-SEMESTER 1 UNIT -5

sharing student stories on Snapchat can result in higher student interest, and help

prospective students to determine if a school is a right fit for them.
More on: Using an SEO audit to drive results.
3. Shared the Full Story, Instead of Just Highlights ?

It has already been a year since both Snapchat and Instagram announced the next
generation of storytelling: Memories and Stories. These social media channels
enable users to not just share the best picture out of their daily experiences; it
encourages them to share the full story. Through Instagram, Facebook, AND
Snapchat stories many users channel their creativity to share their day from the

moment they wake up, to the moment they go to sleep.

Instead of uploading a few photos on Facebook or posting a 140 character tweet on
Twitter, universities can utilize Snapchat and Instagram to complete their “social
story”. A university can share a campus event from beginning to end using a mix of
video and pictures. A great example would be using Snapchat to share a graduation
weekend with their audience. The university can share captured moments of
graduates and the ceremony, award banquets, speeches, and more. By sharing
moments in this way, a university can create a sense of community and become

relatable to current and prospective students.
4. Made Digital Messages More Personal ?

Customizing content doesn’t just mean choosing how long a picture can be viewed
or writing a caption to accompany the picture. Snapchat and Instagram have taken
storytelling to the next level by encouraging users to draw, write, sticker, and filter
their pictures to add a personal touch and have fun doing it! The newest Snapchat
and Instagram feature enables users to interact with the content they view and

share.

Both Snapchat and Instagram have upgraded the average selfie. Now users can
transform into a myriad of animals, characters, and even other people using these
smart filters. The most popular example of a filter would be Taco Bell's Cinco de
Mayo filter that transformed users into actual tacos. Taco Bell was able to market,

create brand awareness, and even set a new record by using Snapchat’s features to
engage and interact with their customers.
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PROFESSIONAL NETWORKIN SITES:

Professional networking sites are online
platforms that facilitate connections and
interactions among professionals, enabling
them to advance their careers, share
knowledge, and collaborate. Here are some
of the most popular and influential

professional networking sites:

1. *LinkedIn*
- *Overview*: The largest and most widely used professional networking site.

- *Features*:

- Profile creation with detailed professional history, skills, and endorsements.

- Job search and recruitment tools.

- Networking through connections, groups, and messaging.

- Content sharing and thought leadership opportunities.

- LinkedIn Learning for professional development courses.

2. *GitHub*

- *Overview*: A platform for developers to collaborate on projects and share code.
- *Features*:

- Repository hosting for version control and collaboration.
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MORDEN FORMS OF COMMUNICATION
MEANING:

The modern means of communication are Non-verbal
communication, Newspapers, Television, Radio, Social media, Email, etc.
A verbal and non-verbal system of message transmission and reception
Is needed for communication. Messages are sent, received, and later
returned to the sender in the form of feedback. The communication
methods include written and graphical representations and oral and
written communication.

’Q‘\

These include fax, email, voice mail, teleconferencing, and telephone
answering machines. Fax enables accurate transmission of documents
with pictures and handwriting between machines. Email allows sending
messages via computer connections worldwide quickly and
inexpensively, though privacy is not guaranteed.

s FAX

% VEDIO CONFERENCE
s WEBSITE

s INTERNET

s E-MAIL
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- GitHub Pages for project documentation and personal websites.
- Community engagement through discussions, issues, and pull requests.
- GitHub Actions for automation and CI/CD workflows.

- Networking through following other developers and contributing to open-source

projects.

3. *ResearchGate*

- *Overview*: A networking site for researchers and scientists.

- *Features*:

- Profile creation with detailed publication history and research interests.
- Sharing of research papers, data sets, and conference presentations.
- Collaboration through project pages and discussion forums.

- Metrics and statistics on publication impact and reach.

- Job listings and collaboration opportunities in academia and industry.
4. *AngelList*

- *Overview*: A platform for startups to connect with investors, job seekers, and

other startups.

- *Features*:

- Profile creation for startups and investors.

- Job listings and application tracking.

- Fundraising tools and resources for startups.

- Networking through connections and messaging.

- Syndicates for group investments in startups.

5. *Xing*

- *Overview*: A professional networking site popular in German-speaking countries.

- *Features*:
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- Profile creation with professional history and skills.

- Job search and recruitment tools.

- Networking through groups, events, and messaging.

- Content sharing and thought leadership opportunities.

- Professional development through online courses and webinars.
6. *Behance*

- *QOverview*: A platform for creative professionals to showcase their work and
connect with others.

- *Features*:

- Portfolio creation with project showcases.

- Networking through following other creatives and commenting on projects.
- Job listings in the creative industry.

- Community engagement through groups and forums.

- Integration with Adobe Creative Cloud for easy project uploads.

7. *Meetup*

- *Qverview*: A platform for organizing and joining in-person and virtual events

based on shared interests.

- *Features*:

- Event creation and management tools.

- Networking through event attendance and group membership.

- Topic-based groups for various professional and personal interests.
- Messaging and communication tools for group members.

- Discovery of events and groups based on location and interests.

8. *Goodwall*
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- *Overview*: A networking site for students and young professionals.
- *Features*:

- Profile creation with educational background and career aspirations.
- Opportunities for scholarships, internships, and job placements.

- Community engagement through challenges and competitions.

- Mentorship and career advice from industry professionals.

- Networking through connections and messaging.

9. *Shapr*

- *Overview*: A networking app that matches professionals based on interests and

career goals.

*Features*:

- Profile creation with professional background and interests.
- Daily matches with potential connections.

- Networking through messaging and meeting scheduling.

- Integration with LinkedIn for easy profile setup.

- Personalized recommendations for connections.

Professional networking sites have become indispensable tools for modern
professionals, offering platforms to build relationships, find job opportunities, and

advance their careers in a connected world.
1. *Connection Building and Networking*

- *Global Reach*: Platforms like LinkedIn allow users to connect with professionals

across the globe, breaking geographical barriers.

- *Industry-specific Networks*: Sites like GitHub for developers and ResearchGate

for researchers provide niche communities for specialized networking.

- *Direct Communication*: Messaging features enable direct interaction with industry

leaders, mentors, and potential collaborators.
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2. *Job Search and Recruitment*

- *Job Listings*: Companies post job openings on networking sites, making it easy

for job seekers to find opportunities.

- *Applicant Tracking*: Advanced algorithms match candidates to jobs based on their
profiles, enhancing the recruitment process.

- *Employer Branding*: Organizations use these platforms to showcase their culture,

values, and work environment, attracting top talent.
3. *Knowledge Sharing and Learning*

- *Content Sharing*: Professionals can share articles, whitepapers, and case studies,
contributing to collective knowledge.

- *Industry Updates*: Real-time updates on industry trends, news, and developments
keep users informed.

- *Online Learning*: Many platforms offer courses, webinars, and certifications to

help users upskill and stay competitive.
4. *Personal Branding and Professional Visibility*

- *Profile Building*: Detailed profiles with work experience, skills, endorsements, and

recommendations help in personal branding.

- *Thought Leadership*: Publishing articles and engaging in discussions on these

platforms establishes individuals as thought leaders.

- *Visibility*: High-profile activities, such as posts, comments, and shares, increase

visibility and engagement.
5. *Community Engagement and Support*

- *Groups and Forums*: Users can join groups based on interests, industries, or

roles to participate in discussions and share insights.

- *Peer Support*: Networking sites offer a space for seeking advice, sharing

experiences, and providing peer support.

- *Events and Webinars*: Virtual events and webinars hosted on these platforms

facilitate learning and networking.
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6. *Professional Development and Growth*

- *Mentorship Opportunities*: Platforms connect users with mentors who can provide

guidance and career advice.

- *Career Resources*: Access to resources such as resume builders, interview tips,

and career counseling.

- *Skill Endorsements*: Colleagues and peers can endorse skills, adding credibility to

professional profiles.
7. *Efficiency and Accessibility*

- *Mobile Access*: Mobile apps for these platforms ensure professionals can network

and communicate on the go.

- *Integration with Other Tools*: Integration with email, calendar, and project

management tools enhances productivity.

- *Real-time Notifications*: Immediate notifications about job postings, messages,

and updates keep users engaged.
8. *Diversity and Inclusion*

- *Inclusive Networking*: Platforms promote diversity by enabling connections across

different backgrounds, industries, and cultures.

- *Support for Underrepresented Groups*: Dedicated groups and forums for women,

minorities, and other underrepresented groups support inclusive networking.
Examples of Popular Professional Networking Sites

- *ResearchGate*: A network for researchers and scientists to share their work,

collaborate, and engage with the academic community.

- *AngelList*: A platform for startups to connect with investors, job seekers, and other

startups.
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LETS SUM UP

In this unit we have studied the various traditional media of communication
and their impact on society, especially on the rural masses in the context of India. As
we have seen there are innumerable folk media which are used in the various states
of the. country to convey meanings, to tell stories, to disseminate information related
to social conduct, religious values and cultural traditions. We have also studied the
way communication has evolved over the centuries to the present day. We live in a
media world or ‘global village' where information is available at our fingertips, thanks
to the advancement in technology. When we see the tremendous progress that
science and technology have facilitated in the field of communication in the course of
a century, it is difficult to predict the future in terms of what is in store for us in this
field in the years to come. What has remained unchanged, however, is the innate
human need for communication. This need has helped in evolving newer media of
communication. The process is bound to go on as the history of humankind

progresses.
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