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Effective business communication is an essential component of the management
skills toolbox. The ability to communicate, and communicate well, is one of the
biggest factors in business success. Good communications reduce the incidence of
misunderstanding and consequent errors, and enable you to make your point quick-
ly, clearly and persuasively.

The principal areas where communication is essential include: pitching poten-
tial clients, client meetings, customer service, face-to-face networking, marketing
your business.

— Pitching Potential Clients

1. Ask the Right Questions. Part of selling your services is being able to under-
stand the client’s unique needs. You can do this only by asking questions that get to
the heart of the challenges they are facing.

2. Communicate Professionally. Your professionalism can win your contracts,
and your communication skills add to the complete package.

— Client Meetings

3. Schedule and Prepare Thoroughly. We’re all busy these days, so scheduling
your meetings in advance ensures that you and your clients have an adequate
amount of uninterrupted time to speak.

4. Speak, Pause, And Listen. Active Listening Skills are an essential component
of effective communication, engaging with the person you are listening to and re-
sponding appropriately to them. When you have several topics to tackle, rushing
through them to get all of your ideas out may be tempting.

5. Follow Up in Writing. While you may be taking notes during phone or in-
person meetings, the other party might not be, so follow up after the meeting with a
written message, giving an overview of the discussion to make sure you are both on
the same page.

— Customer Service

6. Ask for Feedback. One way to maintain long-term relationships with your cli-
ents is by keeping open lines of communication. This means asking them for their in-
put on how things are going and how they feel about the service you’re providing.

7. Address Problems. If a client is unhappy, don’t ignore their complaints. Ask
them why they are unhappy and what you can do to fix the situation.

8. Try a New Format. Today, so much communication is done via email that the
opportunity for major miscommunication is almost inevitable. If a problem with
your client stems from miscommunication, try a different method of communica-
tion.

— Face-to-Face Networking
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9. Communicate Confidently. Be confident and use body language to support
that confidence. Shake hands firmly, smile and make eye contact while communi-
cating at live networking events.

10. Prepare an Elevator Speech. An elevator speech helps you make the most of
a first impression, while making networking situations easier and more productive.
Be prepared with your speech and ready to answer common questions about your
business and what you do.

— Marketing Your Services

11. Be Responsive. A big part of marketing is being available to your target au-
dience and following up when necessary.

12. Write Well. You can’t successfully promote your business if your marketing
copy is not clear, concise and action-provoking. If writing is not your forte, con-
sider hiring someone to help you craft copy that attracts potential clients, generates
interest in your services and motivates potential clients to action.

Effective communication enables senior managers to be more aware of the in-
ternal and external pressures on teams, and offers the opportunity for flexible and
efficient management. Complex negotiating, conflict resolution arbitration and me-
diation are just some of the many potentially difficult situations, where the right
word at the right time can truly ‘save the day’. Strengthening your communication
skills is worth the time and effort, and you may be surprised by how much you ben-
efit from more polished and professional interaction.
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deHoMeH KOMMYHHMKATHBHOTO TIPOCTPAHCTBA SIBISIETCSI TEPCHEKTHBHBIM Ha-
IIpaBJIeHHEM KOMMYHHKAI[HOHHOTO MEHE/KMEHTA B IIEJIOM.

IIpr ocMblcieHNH TOHATHS KOMMYHHKaThBHOTO mpoctpanctBa (KII), BakHO
YYUTBIBaTh: chepy OOIICHHS; MECTO, B KOTOPOM HPOUCXOAUT KOMMYHHKAITUS; BH]T
MIPAKTHYCCKON AEATEIBHOCTH, YaCThI0 KOTOPOH SIBIISICTCS TaHHAS KOMMYHHUKAITHS;
XapaKTepUCTUKY KOMMYHHMKATOPOB M HMX B3aWMOOTHOILIEHHH; XPOHOIOTHYECKUN
Mepruosl, K KOTOPOMY OTHOCHUTCS IaHHAs KOMMYHHKALMS; THII CTPAaTETHUYECKOW U
MPAKTUYECKON IeNTH KaXXJI0T0 KOMMYHHKATOpa; THII CTPAaTeTHYeCKO KOMMYHHKa-
TUBHOHM IENM KaKAO0TO KOMMYHHKATOpa; NpeAMeT KOMMYHHKAIUH, €€ TeMy; Xa-
pakTep nepenaBacMoi HHGOpMAIIMK; CUTYAIIHIO OOIIICHUS.

MOHO BBIJIEIIUTh HEKOTOPBIE CTPYKTYpHBIE dnemeHThI KIT:

— 00CcTOsTENIbCTBA KOMMYHHUKAaTHBHOTO akTa (OOmMi JesTelIbHOCTHBIA KOH-
TEKCT, BKJIFOYAIOLIUH HEMOCPEICTBEHHBIH aKT COBMECTHOW JESTENIHOCTH, U TpH-
BXOJIINE, (OHOBBIE OOCTOSTENBCTBA);

184





