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Written Communicat_ion: _C_Ommu_nication is a SkllECZS) For examp|e you just can not wait to use that
thatyou can learn. Rlike riding a bicycle or typing. new computer or digital camera, or mobile phone or
Ifyou are willing to work atit, you can rapidly improvesther innovative gadget you have just purchased
the quality of every part of your life.  (Brian Tracyput often the device ends up looking into your face.
The term communication has been derived from taghy? Because it is difficult to use and the manual is
Latin work ‘communis’ that means ‘common’ andttle or no help. (Bovee, Thill & Chaturvedi: 89) I try
thus if a person speakdetdtively, he establishes ato put myselfin the shoes of a new ysethink like
common ground of under standing. Business wagtsmebody | know'says Joe Kraynak, the author of
and need people with good communication skillgomplete Idiots Guide to computer basics’. He

Evidence of the importance of communication igdvises all writers to do the same. (Bovee, Thil,
businessis found in numerous surveys of executivehaturvedi: 90)

recruiters and academicians conducted in recent The problem is not limited to high tech

years.Without exception, these surveys foungroduct manuals; mostly it happens in written
communication (specialiiriten Communication) communication that the message is written without
ranking at or near the top of the business skills neegﬁging proper attention to the readereal needs.
forsuccess. (LesikaFlatley: 3) _The result is confusing, frustrating messages that
] Communicationis a process oftransferringon't help the readeAs the written communication
information from one entity to anothen simple pecomes a permanent record of the organization and
language, communication is defined as “the impartiggin prove useful for future reference. Old orders and
orinterchange ofthoughts, opinions, orinformatiafecisions can also serve as precedents for fresh
by speaking, writing or signs,” to bring aboudecisions. Previous yearreports can be beneficial
understanding and confidence for good industrigk formulating new policies and fixing current targets.
relations. It helps to bring about unity of purposgo we just can't afford to write confusing and
interest, and ébrts in an oganizationAccordingto  frystrating messages. So we will have to think a lot
Keith Davis, communicationis the process of passipgfore writing because behind good writing lies the
information and understanding form one person g@wer of clear thinking. Clear thinking leads to clear
anotheyitis essentially a bridge of meaning betwegfkiting. So itis necessary on the communicatpart
people. By using the bridge of meaning a person Ganunderstand a clear purpose, who the reader is,
safely cross the river of misunderstanding.  whatis to be coneyed, what is the scope, what action
At our workplace, we spend most of our time i3 expected. By following a three step writing process,
talking, listening, reading and writing. These day effective message can be created that will not only
communication is possible through a vast variety 8itisfy audience needs but also highlights the
media. Butthe most challenging media is the writtg@mmunicatas skills of writing Three $epWriting
communicationWritten Communication is used Inprocess: involves p|anning’ Writing and Comp|eting_
different formsin businessgﬂnizationslike letter P|anning: we first ana|yze our purpose and
memo, notice, circulareports, minutes efthe very jnvestigate the receivarneeds whether we have all
prospect of writing makes a person conscious. Sirg@ inputs and then adapt all the inputs according to
the written communication is open to Veriﬁcatiothe requirements and attitudes soon as the need
and its aUthentiCity can be eaSily Challenged, thﬁ create a message appears, the inexperienced

communicator has to be accurate and factual. It wviBmmunicators are often tempted to dive directly
have to be formulated with great care. (Rajendra Pal:
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into writing. Howevereven a few minutes of planningletails like your performance is outstanding, your
can save hours of rework and frustration later ormarketing strategy is marvelous and mind blowing.
Writing: After planning, oganize the data, coveAlways show your honest feelings with
only relevant points and adopt the appropriatenversational language. (Mary Ellen Guffey: 203)
approach, clear statement of the mainidea, includésaing a business communicator you may have to
the details in the body and then close cordi#fliypou convey the bad news too. Now the successful
think your audience will be receptive to your messag@mmunicator will have to take extra care for writing
use a direct approach. Start with the main idea amedjative messages. It is a great challenge to present
follow with your supporting evidence. But youthe negative message very honestly but in a very
audience is skeptical about your message, usekiad way in such case the communicator can cushion
indirect approach, start with the evidence and buttee blow of negative news by introducing it with
your case before presenting the main idea. (Bovetner more positive informationAlways try to
Thill, Chaturvedi: 107) cultivate “you” view Emphasize the second person
Completing: To make your writing professionalpronouns (you, your) instead of first person pronouns
devote plenty of time to revise, produce and prdbfwe, us, our)Always try to use the words you and
read, firstrevise the overall impact, then evaluate aradir, whenever your goal is to inform, persuade or
editthe content by keeping it brief, concise and clgatomote goodwiill.
Design the documents to suit the receiver and chodke communicator needs more skillin order to present
the appropriate delivery method. Finaltyoof read the persuasive message, in which he will have to ask
it. The message, which the communicator in #re audience to do something or change something.
organization sends may be routine and positi8e always make an interesting point and provide
messages. Such messages go to supplisupporting facts that encourage your audience to
government agencies, other businesses and necostinue paying attention. The communicator should
importantly customersThe messages to customefgave the tendency to make the audience think, so that
receive a high priority because these messatfesmain idea can be introduced.
encourage product feedback, and promote futkigally we can say that while writing a message, we
business. For example a business letter can getsfoould take care of clarity of thought means what is
a job interview get you of the hook, or get youto be communicated, clarity of expression means
money It's totally asinine to blow your chances @mphasis on key words, completeness i.e. the
getting whatever you want with a business letter tisatucture and form of a piece of writing should be
turns people off instead of turning them on”. (Malcoloomplete as a whole, conciseness i.e. Include only
Forkes: 108) relevant facts and courtesy means words to be used
Routine messages may involve the daibhould be humble and positive. When the message
matters of operating a business, from placing order®rganized, it saves time and conserves creative
to updating employees, about process changasegy because the writing process is quickére
Positive messages convey some sort of good nemesl] organized message also helps the audience in
whatever you are announcing promotions, salagveral ways. They are also better able to understand
increments, accepting an invitation or congratulatitige content, so they can accept the message more
acandidate on his selection. While writing a positieasily and make better decisions based on the
message, discuss the recejwet the sendeinstead information conveyed.
of general statements that you did well, include special
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