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UNIT I – Essentials of Business Communication 

 

Business Communication refers to the exchange of information within and outside an 

organization for achieving commercial goals. 

It is purposeful, formal, and goal-oriented. 

 

Process: Sender → Message → Encoding → Channel → Receiver → Decoding → Feedback → 

Noise. 

Channels: Formal (Downward, Upward, Horizontal) and Informal (Grapevine). 

Functions: Information sharing, Motivation, Control, Coordination. 

Importance: Builds professional image, Enhances efficiency, Reduces misunderstandings. 

 

                     Channels and Types of Communication 

1. Meaning of Communication 

Communication is the process of exchanging ideas, thoughts, information, and messages 

between individuals or groups to achieve mutual understanding. 

2. Channels of Communication 

A channel of communication is the pathway or medium through which a message travels 

from sender to receiver. 

Types of Channels 

A. Formal Channels 

Follow the official hierarchy or chain of command in an organization. Used for official 

communication. 



Examples: Circulars, Memos, Reports, Meetings, Emails between departments. 

Advantages: 

- Clear responsibility and authority 

- Official record of communication 

- Reduces confusion 

Disadvantages: 

- Slower process 

- May restrict free flow of ideas 

B. Informal Channels 

Also called the ‘Grapevine’. Do not follow official routes; used in casual interactions among 

employees. 

Examples: Gossip, friendly talks, social media chats. 

Advantages: 

- Fast and flexible 

- Builds social relationships 

Disadvantages: 

- May spread rumors or false information 

- Lacks accountability 

C. Non-verbal Channels 

Communication through body language, gestures, facial expressions, tone of voice, etc. 

Examples: Nodding, smiling, eye contact, posture, silence. 

D. Visual Channels 

Use of pictures, charts, graphs, diagrams, maps, symbols, etc. to communicate. 

Examples: PowerPoint presentation, infographics, road signs. 

3. Types of Communication 

A. Based on Direction / Flow 

Type Meaning Example 

Downward Communication From higher to lower levels Manager to employee 

Upward Communication From lower to higher levels Employee feedback to 

manager 

Horizontal Communication Between same level Two teachers or two sales 

executives 



Diagonal Communication Between different levels 

and departments 

HR executive with 

marketing intern 

B. Based on Method / Medium 

Type Description Example 

Verbal Communication Use of words (spoken or 

written) 

Meetings, speeches, letters 

Non-verbal Communication Without words – through 

gestures or expressions 

Facial expressions, posture 

Visual Communication Use of visuals Graphs, charts, infographics 

C. Based on Formality 

Type Description Example 

Formal Communication Official and structured Reports, circulars, office 

memos 

Informal Communication Casual, friendly Chat between colleagues 

4. Importance of Choosing the Right Channel 

- Ensures message reaches the receiver accurately. 

- Saves time and cost. 

- Helps maintain relationships and efficiency. 

- Reduces misunderstandings and delays. 

Example Questions 

1. Define channels of communication. 

2. Differentiate between formal and informal communication. 

3. What are the types of communication based on direction? 

4. Give examples of visual and non-verbal communication 

 

Barriers to Effective Communication 
 

Effective communication is essential for the smooth functioning of any organization.  

However, various barriers can distort, delay, or completely block the transmission of 

messages between the sender and receiver.  

These barriers may arise due to physical, psychological, linguistic, or organizational factors. 

 



1. Physical Barriers 

 

Physical barriers are environmental factors that hinder communication. 

Examples include: 

- Noise and distractions 

- Poor lighting or ventilation 

- Physical distance between sender and receiver 

- Faulty equipment such as phones or microphones 

 

2. Psychological Barriers 

 

These barriers arise from emotional disturbances, stress, or mental conditions. 

Examples include: 

- Lack of attention 

- Prejudice or bias 

- Fear and mistrust 

- Emotional instability 

 

3. Semantic or Language Barriers 

 

Semantic barriers occur when the sender and receiver interpret the message differently due 

to language or expression issues. 

Examples include: 

- Use of jargon or technical terms 

- Ambiguous words or phrases 

- Poor vocabulary or grammar 

- Differences in language proficiency 

 

4. Organizational Barriers 

 

These barriers result from the structure, policies, or culture of an organization. 

Examples include: 

- Too many hierarchical levels 

- Lack of transparency 

- Inadequate communication channels 

- Rigid rules and authority patterns 

 



5. Cultural Barriers 

 

Cultural barriers arise when people from different cultural backgrounds interpret messages 

differently. 

Examples include: 

- Differences in values, beliefs, or traditions 

- Gestures or body language that vary across cultures 

- Different communication styles and etiquette 

 

6. Technological Barriers 

 

These occur due to issues with digital communication tools. 

Examples include: 

- Poor internet connectivity 

- Incompatibility of software platforms 

- Overreliance on emails or messages 

 

7. Physiological Barriers 

 

These barriers occur when there are physical or biological limitations in individuals. 

Examples include: 

- Hearing or speech impairments 

- Illness or fatigue 

- Poor concentration due to health issues 

 

Overcoming Communication Barriers 

 

To ensure effective communication, the following measures can be adopted: 

- Use simple and clear language. 

- Encourage feedback and active listening. 

- Maintain a positive emotional environment. 

- Improve organizational transparency. 

- Train employees in communication skills. 

- Ensure proper use of technology. 

 

Conclusion 

 

Barriers to effective communication can severely impact productivity and relationships 

within an organization.  



By identifying and addressing these barriers, individuals and businesses can achieve greater 

understanding, cooperation, and success in their communication efforts. 

 

 

UNIT II – Business Correspondence 

 

Business correspondence includes letters, memos, circulars, notices, and reports.  

It requires clarity, courtesy, conciseness, and correctness. 

 

Types of Letters: Enquiry, Quotation, Order, Complaint, Appreciation, Greetings. 

Example – Notice 

 

NOTICE 

S.S. Jain Subodh P.G. College 

Date: 8 October 2025 

 

All students of the B.Com department are hereby informed that a guest lecture on “Modern 

Business Communication Skills” will be held on 12th October 2025 at 10:30 a.m. in Seminar 

Hall 2. Attendance is compulsory. 

 

By Order, 

(Head, Department of Commerce) 

 

Example – Email 

 

To: manager@abccompany.com 

Subject: Request for Quotation for Office Supplies 

 

Dear Mr. Sharma, 

 

We are in need of office stationery items for our college administrative office. Kindly share 

your quotation for the listed items by 15th October 2025. 

 

Thank you for your assistance. 

 

Best regards, 

XYZ 

Administrative Officer 

S.S. Jain Subodh P.G. College 

 



 

*Notice Writing* 

 

Definition of a Notice- 

 A notice is a formal written or printed communication, used for informing, announcing, or 

inviting people to events, meetings, or any important activity. 

* It is typically displayed on a noticeboard, or circulated to members within an organization, 

educational institutions, or groups. 

* Notices are concise, clear, and to the point, highlighting the essential information. 

 

*Key Elements of a Notice*- 

 

1. **Heading**: "Notice" should be written at the top. 

2. **Date**: Mention the date on which the notice is being issued. 

3. **Title/Subject**: A brief heading indicating the purpose of the notice. 

4. **Content**: The main body explaining the purpose of the notice. It includes: 

 

   * What the notice is about. 

   * When and where the event/meeting will take place. 

   * Additional instructions, if necessary. 

5. **Signature**: The name of the person issuing the notice (e.g., School Principal, Event 

Coordinator). 

6. **Designation**: Mention the official position (if relevant). 

 

 

 

 



*Important Guidelines for Notice Writing: 

 

* Keep it short and clear. 

* Stick to formal language. 

* Avoid unnecessary details. 

* Use bullet points or numbered lists if needed for clarity. 

* Ensure it is legible and free from errors. 

 

*Example of Notice Writing: 

 

Notice 

 

Date: 10th October 2025 

 

Subject 

Annual Sports Day Announcement 

 

This is to inform all the students of XYZ School that the **Annual Sports Day** will be held 

on **25th October 2025** at the school playground. All students are requested to 

participate actively and represent their respective houses in various events. 

 

The schedule for the events and the registration forms will be available at the school office 

starting from **12th October**. 

 

**Please Note**: Students must register their names by **20th October**. 

 

For any queries, please contact the undersigned. 



 

Issued by: 

R. Sharma 

Sports Coordinator 

XYZ School 

 

*Memo Writing- 

 

Definition of a Memo: 

 

* A memo (short for memorandum) is an official communication used within an 

organization to convey information, make requests, or give instructions. 

* Memos are typically informal but still follow a structured format. 

* They are often addressed to a group of people or specific individuals in an organization, 

department, or committee. 

 

*Key Elements of a Memo: 

 

1. **Heading**: Typically includes “To”, “From”, “Date”, and “Subject”. 

 

   * **To**: The recipient(s) of the memo. 

   * **From**: The sender of the memo. 

   * **Date**: The date of the memo. 

   * **Subject**: A brief summary of the memo’s content. 

 

2. **Body**: The content of the memo should clearly state the purpose and details in a 

concise manner. This may include: 



 

   * A statement of the issue or request. 

   * Relevant information or instructions. 

   * Action to be taken, if any. 

 

3. **Conclusion/Action**: Summarize the actions that need to be taken or any conclusions 

derived from the memo. 

 

4. **Signature (optional)**: A signature may be included in more formal memos. 

 

*Important Guidelines for Memo Writing: 

 

* Keep the tone formal yet concise. 

* Organize the content logically: start with the most important information. 

* Be clear and direct with instructions or information. 

 

*Example  of  Memo Writing: 

 

Memo 

 

To: All Employees 

From: HR Department 

Date: 10th October 2025 

Subject: Change in Office Timings 

This is to inform all employees that starting **1st November 2025**, the office timings will 

be changed. The new timings will be: 

 



Monday to Friday: 

 

 9:30 AM to 6:00 PM 

  Saturday: 

10:00 AM to 2:00 PM 

Please adjust your schedules accordingly. If you have any concerns or need clarification, feel 

free to contact the HR Department. 

 

Thank you for your cooperation. 

 

HR Department 

 

Key Differences between a Notice and a Memo: 

 

* **Audience**: A notice is addressed to a larger group or the public, whereas a memo is 

generally internal communication within an organization. 

* **Formality**: Notices are more formal in their language and structure, while memos may 

have a more informal tone but still maintain professionalism. 

* **Purpose**: Notices are used for announcements or invitations, whereas memos are 

typically used to communicate instructions or convey decisions within an organization. 

 

**Practice Examples** 

 

Notice Example 1: 

 

Notice 

 

**Date**: 15th October 2025 



 

**Subject**: Annual General Meeting 

 

The **Annual General Meeting (AGM)** of ABC Ltd. will be held on **30th October 2025** 

at **10:00 AM** in the Conference Hall, Corporate Office. 

 

Agenda: 

 

1. Review of Financial Year 2024-2025 

2. Election of New Board Members 

3. Approval of Budget for Next Year 

 

All members are requested to be present. Please confirm your attendance by **28th 

October**. 

 

**Issued by**: 

V. Kumar 

Company Secretary 

ABC Ltd. 

 

 

Memo Example 1: 

 

Memo 

 

**To**: All Team Members 

**From**: Project Manager 



**Date**: 12th October 2025 

**Subject**: Team Meeting Update 

 

Dear Team, 

 

This is to inform you that the team meeting scheduled for **15th October 2025** has been 

postponed to **18th October 2025**, **3:00 PM**, in the Conference Room. 

 

Please make a note of the new date and time. Kindly come prepared with updates on your 

respective tasks. 

 

Best regards, 

A. Verma 

Project Manager 

 

 

*Minutes of Meeting (MoM) 

Definition- 

 

Minutes of Meeting (MoM) are the **written record of everything that was discussed and 

decided during a meeting**. They serve as an official documentation of the meeting and are 

used for future reference. 

 

-Purpose of Minutes of Meeting: 

 

* To keep a **record of decisions**, discussions, and assigned tasks. 

* To **track progress** on action items from previous meetings. 

* To ensure **clarity and accountability** for all participants. 



* To **inform absentees** about what was discussed. 

* Acts as a **legal record** in case of disputes or misunderstandings. 

 

Key Components of MoM: 

 

1. **Title of the Meeting** 

 

   * Example: "Weekly Sales Team Meeting" 

 

2. **Date and Time** 

 

   * When the meeting took place. 

 

3. **Venue** 

 

   * Where the meeting was held (physical or virtual). 

 

4. **Chairperson** 

 

   * The person who conducted or led the meeting. 

 

5. **Attendees** 

 

   * List of all people present. 

 

6. **Apologies** 



 

   * Members who could not attend. 

 

7. **Agenda Items Discussed** 

 

   * Topics discussed during the meeting (in the order listed in the agenda). 

 

8. **Discussion Summary** 

 

   * A short and clear summary of the discussion on each agenda item. 

 

9. **Decisions Taken** 

 

   * What was agreed upon or resolved during the meeting. 

 

10. **Action Items** 

 

    * Tasks assigned, who is responsible, and the deadline. 

 

11. **Next Meeting Schedule** 

 

    * Date and time for the next meeting (if decided). 

 

12. **Signature** 

 



    * Name and signature of the person preparing the minutes (usually the secretary or 

meeting coordinator). 

*Format/Template Example: 

 

 

**Minutes of the Sales Team Meeting** 

 

**Date**: 9th October 2025 

**Time**: 3:00 PM – 4:30 PM 

**Venue**: Conference Room 1 / Zoom 

 

**Chairperson**: Mr. Rohit Sharma 

**Minutes Prepared By**: Ms. Anita Mehta 

 

**Present**: 

 

* Mr. Rohit Sharma (Manager) 

* Ms. Anita Mehta (Secretary) 

* Mr. Suresh Verma (Team Lead) 

* Ms. Kavita Jain (Sales Executive) 

 

**Absent**: 

 

* Mr. Arjun Sen (On Leave) 

 

**Agenda Items Discussed**: 



 

1. **Review of Last Month's Sales** 

 

   * Overall improvement noted, especially in the North zone. 

 

2. **New Product Launch Strategy** 

 

   * Proposal to focus on digital marketing approved. 

 

3. **Sales Targets for Q4** 

 

   * Increased by 10% compared to Q3. 

 

**Decisions Made**: 

 

* North zone to receive additional support due to high performance. 

* Digital marketing team to present a campaign plan by 15th October. 

* All teams must submit weekly sales reports every Monday. 

 

**Action Items**: 

 

| Task                       | Responsible Person | Deadline     | 

| Prepare marketing campaign | Digital Team       | 15th October | 

| Submit weekly sales report | All Sales Teams    | Every Monday | 

| Schedule follow-up meeting | Secretary          | 13th October | 

 



 

**Next Meeting**: 13th October 2025, 3:00 PM, Conference Room 1 

**Meeting Adjourned at**: 4:30 PM 

 

**Signature**: 

Anita Mehta 

(Secretary) 

 

 **Tips for Writing Effective Minutes**: 

 

* Be **objective and factual** – do not include personal opinions. 

* Use **clear and concise language**. 

* Ensure that **all important decisions and action points** are captured. 

* Use bullet points or tables for clarity. 

* Distribute the minutes to all participants **promptly** after the meeting. 

 

**Types of Minutes**: 

 

1. **Action Minutes** – Focus only on decisions and actions taken. 

2. **Discussion Minutes** – Include summaries of discussions along with actions. 

3. **Verbatim Minutes** – Record the exact words (used rarely, for legal or formal settings). 

 

 

 **Conclusion**: 

 



Minutes of meeting are a **critical communication tool** in business environments. They 

ensure transparency, clarity, and accountability, and help teams stay aligned with goals and 

responsibilities. 

 

UNIT III – Oral Business Communication 

 

Topics include  greeyings,telephonic communication, PowerPoint presentations, interviews, 

and group discussions. 

Effective oral communication requires confidence, clarity, and courtesy. 

 

Presentation Skills: Maintain eye contact, clear structure (Intro–Body–Conclusion), handle 

Q&A confidently. 

Interview Skills: Prepare thoroughly, dress formally, answer clearly and politely. 

*Greetings and Telephonic Conversation 

Greetings in Business Communication- 

 

Definition: 

 

Greetings are **formal or informal expressions used to initiate a conversation**. In 

professional settings, greetings play a critical role in creating a **positive first impression** 

and setting a respectful tone. 

 

*Types of Greetings- 

 

 A. **Formal Greetings** (used in professional/business settings)- 

 

* Good morning / Good afternoon / Good evening 

* How do you do? 

* It's a pleasure to meet you. 

* I hope you’re doing well. 



* Nice to meet you / Nice to see you again. 

B. **Informal Greetings** (used with colleagues or peers)- 

 

* Hi / Hello 

* How are you? 

* What’s up? (only in casual contexts) 

* Hey there! 

 

#Points to Remember- 

 

* Use **formal greetings** in emails, meetings, calls, and when meeting clients, superiors, or 

strangers. 

* Use **polite body language**: smile, eye contact, and a confident tone. 

* A greeting should be followed by a **brief self-introduction** if you’re meeting someone 

for the first time. 

* When meeting in person, a **firm handshake** may accompany the greeting (depending 

on the culture). 

 

*Examples of Greeting Dialogues: 

 

**Example 1 – Formal (First Meeting):** 

**A:** Good morning. I’m Rakesh Sharma from the Finance Department. 

**B:** Good morning, Mr. Sharma. I’m Neha from HR. Nice to meet you. 

 

**Example 2 – Informal (Between Colleagues):** 

**A:** Hi, Riya! How’s your day going? 

**B:** Hey, doing good! Just prepping for the client call. You 



 

* Telephonic Conversation in Business Communication- 

 

*Definition: 

 

A telephonic conversation is a **verbal interaction over the phone**. In business contexts, 

it's often used for scheduling meetings, providing updates, clarifying details, or 

communicating with clients and vendors. 

**Structure of a Professional Phone Call- 

 

1. **Greeting** 

 

   * “Good morning! This is Anjali from XYZ Ltd. How may I help you?” 

 

2. **Introduction (if required)** 

 

   * “I’m calling regarding the order you placed yesterday.” 

 

3. **Purpose of the Call** 

 

   * State your reason clearly and politely. 

 

4. **Conversation/Discussion** 

 

   * Exchange information, take notes, ask for clarification if needed. 

 

5. **Confirmation/Recap** 



 

   * Summarize the key points to avoid misunderstandings. 

 

6. **Closing** 

 

   * Thank the person and say goodbye politely. 

   * “Thank you for your time. Have a great day!” 

 

*Tips for Effective Telephonic Communication: 

 

* **Speak clearly and slowly.** 

* Always begin with a **greeting and your name/company name**. 

* Be **polite, professional, and concise**. 

* **Avoid distractions** and background noise. 

* Keep a **notepad** ready to note important points. 

* If the line is unclear, ask politely: “I’m sorry, could you please repeat that?” 

* Use **active listening** – don’t interrupt. 

 

**Example of a Telephonic Conversation (Formal)**- 

 

> **Receptionist**: Good afternoon. ABC Corporation, how may I assist you? 

> **Caller**: Good afternoon. This is Rohit Mehta from SkyTech Solutions. I’d like to speak 

with Mr. Khanna regarding our service contract. 

> **Receptionist**: Certainly, Mr. Mehta. Please hold the line while I transfer your call. 

> *(after a pause)* 

> **Mr. Khanna**: Hello, this is Rajiv Khanna. 



> **Caller**: Good afternoon, Mr. Khanna. I’m Rohit Mehta from SkyTech. I’m calling to 

confirm our meeting scheduled for Friday. 

> **Mr. Khanna**: Yes, Rohit. Friday at 11 AM works. See you then. 

> **Caller**: Great, thank you. Looking forward to it. Goodbye. 

> **Mr. Khanna**: Goodbye. 

 

*Common Phrases in Telephonic Communication: 

 

| Situation        | Useful Phrase                                   | 

| ---------------- | ----------------------------------------------- | 

| Answering a call | “Good morning, XYZ Ltd., how can I help you?”   | 

| Asking to speak  | “May I speak with Mr./Ms. ___, please?”         | 

| Asking to hold   | “Could you hold the line for a moment, please?” | 

| Call not clear   | “I’m sorry, could you speak a little louder?”   | 

| Taking a message | “Can I take a message for you?”                 | 

| Ending the call  | “Thank you for calling. Have a great day!”       

 

*Common Mistakes to Avoid: 

 

* Speaking too fast or unclearly. 

* Forgetting to introduce yourself. 

* Interrupting the other speaker. 

* Being too informal with clients or seniors. 

* Using slang or filler words ("umm", "like", etc.). 

 

 



*Conclusion: 

 

Mastering greetings and telephonic communication is essential for professionalism in the 

workplace. Whether face-to-face or over the phone, polite and clear communication leaves a 

lasting positive impression and fosters better relationships. 

 

* PPT Making & Presentation Skills- 

Definition 

A **PowerPoint presentation (PPT)** is a visual aid used to communicate ideas, data, or 

messages in a structured format. **Presentation skills** refer to the ability to effectively 

present this information to an audience. 

 

*Key Elements of a Good PPT: 

 

*Title Slide Includes the topic, name, date, and organization                   

*Content Slides Organized information with headings, bullets, charts, and visuals 

|*Conclusion Slide  Summarizes key points                                              

*Q&A Slid   Invites audience questions                                         

 

 



*Tips for Effective PPT Design: 

 

* Keep slides **simple and uncluttered**. 

* Use **bullet points** — avoid large paragraphs. 

* Choose a **professional font and color scheme**. 

* Use **charts, images, graphs**, and **infographics** to explain complex data. 

* Maintain **consistency** in layout and design. 

* Use **animations sparingly** – avoid distractions 

 

 

 

*Presentation Skills: 

 

* Maintain **eye contact** with the audience. 

* Speak **clearly and confidently**. 

* Use **gestures** and **facial expressions**. 

* Practice good **body posture**. 

* Time your presentation — **do not exceed the limit**. 

* Be ready to **answer questions**. 

 

*Structure of a Good Presentation: 

 

1. **Introduction** – Greet audience, introduce topic and purpose. 



2. **Main Body** – Present key information clearly. 

3. **Conclusion** – Recap main points and end powerfully. 

4. **Q&A Session** – Engage with audience questions. 

 

 Group Discussion (GD)- 

 

Definition: 

 

A **Group Discussion** is a **formal conversation** involving a group of 

participants who discuss a given topic. It evaluates a person’s ability to 

communicate, reason, lead, and work in a team. 

 

 

###   **Objectives of a GD**: 

 

* Assess **communication skills**. 

* Test **critical thinking** and **logical reasoning**. 

* Observe **team behavior**, leadership, and cooperation. 

* Evaluate **subject knowledge** 

 



*Key Skills Required in GD: 

 

| Skill                 | Description                                         | 

| --------------------- | --------------------------------------------------- | 

| **Communication**     | Express ideas clearly and fluently                  | 

| **Teamwork**          | Respect others’ views, build on their points        | 

| **Leadership**        | Guide the discussion positively, but don’t dominate | 

| **Critical Thinking** | Present logical, well-thought-out points            | 

| **Listening**         | Show active listening and respond thoughtfully      | 

 

 

**Tips to Perform Well in GD**: 

 

* Understand the **topic clearly** before speaking. 

* Make **relevant and strong points**. 

* Don’t interrupt others — wait for your turn. 

* Use **data or examples** to support arguments. 

* Speak with **moderate tone and pace**. 

* Summarize the discussion if given a chance. 

 

 

 



 **GD Example Topics**: 

 

* Is AI a threat or opportunity? 

* Online education vs traditional classroom. 

* Should social media be regulated? 

* Work from home – boon or burden? 

 

 

 

#Interview Skils 

Definition: 

 

An **interview** is a formal interaction where the candidate is evaluated for a 

job or position. It tests skills, experience, confidence, and suitability for the role. 

*Types of Interviews: 

 

* **HR Interview** – Personality, attitude, and fit. 

* **Technical Interview** – Job-related knowledge or skills. 

* **Group Interview** – Multiple candidates at once. 

* **Telephonic/Online Interview** – Remote format. 

* **Behavioral Interview** – Situational questions (e.g., “Tell me about a 

time…”) 

 

 



 

*Interview Preparation Tips: 

 

* **Research the company**: mission, values, products. 

* Review the **job description** carefully. 

* Prepare your **introduction** and **resume highlights**. 

* Practice common interview questions. 

* Dress **formally** and arrive on time. 

* Carry **extra copies of your resume** and ID proof. 

* Prepare **questions to ask the interviewer**. 

 

 

*During the Interview: 

 

* Greet with a **firm handshake** and smile. 

* Maintain **good posture and eye contact**. 

* Listen carefully and **answer to the point**. 

* Be **honest** — don’t fake skills or achievements. 

* Use examples from your past experience (STAR Method – Situation, Task, 

Action, Result). 

 

 

 



*Common Interview Questions: 

 

* Tell me about yourself. 

* Why should we hire you? 

* What are your strengths and weaknesses? 

* Where do you see yourself in 5 years? 

* Tell me about a challenge you faced and how you overcame it. 

 

- 

 

*STAR Method Example** (Behavioral Interview): 

 

**Q:** Tell me about a time you handled a difficult team member. 

**A:** 

 

* **Situation**: Final year college project with tight deadlines. 

* **Task**: One member was not cooperating. 

* **Action**: I initiated a private conversation, understood his issues, and 

realigned the tasks. 

* **Result**: The project was completed on time with positive feedback from 

faculty. 

 

 

 



*Conclusion: 

 

| Skill         | Purpose                                         | 

| ------------- | ----------------------------------------------- | 

| **PPT**       | To present ideas clearly using visuals          | 

| **GD**        | To assess thinking, communication, and teamwork | 

| **Interview** | To evaluate suitability for a job or role       | 

 

Mastering these skills enhances your overall **professional communication**, 

improves **confidence**, and increases your chances of **academic and career 

success**. 

 

 

 

UNIT –IV 

Electronic Communication: Email Writing, Virtual Business Meetings, Use of Social 

Media for Business Communication, Internet Etiquette and Correct Use of Emoticons 

 

Virtual Meetings: Prepare technical setup, mute when not speaking, stay attentive. 

Social Media: Use professionally on LinkedIn and company accounts. 

Netiquette: Be polite, avoid ALL CAPS, respect privacy, use emoticons sparingly. 

 

 

 

 

 



 Email Writing – Notes- 

 

Definition: 

 

An **email (electronic mail)** is a method of exchanging digital messages between people 

using electronic devices. In professional communication, it is one of the most **widely used 

formal tools** for interaction. 

Importance of Email Writing: 

 

* Used for **official communication** in businesses, colleges, and government offices. 

* Serves as a **written record**. 

* Helps in **quick and global communication**. 

* Used for **sending attachments** like reports, resumes, presentations, etc. 

 

#Types of Emails: 

 

| Type                  | Description                                                   | 

| --------------------- | ------------------------------------------------------------- | 

| **Formal Email**      | Professional communication (to teachers, managers, officials) | 

| **Informal Email**    | Casual tone (to friends, family, classmates)                  | 

| **Semi-formal Email** | Slightly relaxed tone (to teammates, familiar colleagues)     | 

 

# Format of a Formal Email: 

 

 

 

 



To: recipient@example.com   

Cc: (optional)   

Bcc: (optional)   

Subject: [Clear and brief subject line] 

 

Dear [Title + Name], 

 

[Opening line – greet and introduce the purpose] 

 

[Main body – elaborate the reason, provide details, use polite tone] 

 

[Closing line – end with thank you, request for response if needed] 

 

Sincerely / Regards / Yours faithfully,   

[Your Full Name]   

[Your Position (if applicable)]   

[Contact Info (if needed)] 

 

 

# Guidelines for Writing a Formal Email: 

 

| Do’s                                    | Don’ts                                   | 

| --------------------------------------- | ---------------------------------------- | 

| Use **clear and concise subject lines** | Don’t leave subject line blank           | 

| Use **professional language**           | Avoid slang, emojis, or abbreviations    | 

| Be **polite and respectful**            | Don’t sound aggressive or demanding      | 



| Proofread before sending                | Don’t send with spelling/grammar errors  | 

| Use **proper formatting**               | Avoid using ALL CAPS or very small fonts | 

 

Sample Formal Email- 

 

**To**: [hr@company.com](mailto:hr@company.com) 

**Subject**: Application for the Position of Marketing Intern 

 

**Dear Sir/Madam,** 

 

I hope this email finds you well. 

 

I am writing to express my interest in the **Marketing Intern** position at your esteemed 

organization. I have recently completed my graduation in Business Administration from 

XYZ University and am keen to apply my skills in a real-world business environment. 

 

Attached to this email is my **resume and cover letter** for your kind consideration. I 

would be grateful for the opportunity to contribute to your team. 

 

Thank you for your time and consideration. I look forward to hearing from you. 

 

**Sincerely,** 

Riya Sharma 

+91-9876543210 

[riya.sharma@email.com](mailto:riya.sharma@email.com) 

 

 



 

 * Common Email Phrases: 

 

| Purpose        | Phrases                                                                         | 

| -------------- | ------------------------------------------------------------------------------- | 

| **Starting**   | I hope this message finds you well / I am writing to...                         | 

| **Requesting** | Could you please...? / I would appreciate it if...                              | 

| **Attaching**  | Please find attached / I’ve attached the document for...                        | 

| **Thanking**   | Thank you for your time / I appreciate your help                                | 

| **Ending**     | Looking forward to your response / Please let me know if you have any 

questions | 

 

 

*Checklist Before Sending an Email: 

 

✅ Correct recipient 

✅ Appropriate subject line 

✅ Clear and polite language 

✅ Attachments added (if mentioned) 

✅ Spelling and grammar checked 

✅ Proper sign-off 

 

*Conclusion: 

 

Email writing is a vital **professional skill**. Whether applying for jobs, communicating 

with professors, or collaborating with team members, well-written emails reflect your 

clarity, professionalism, and credibility. 



*Virtual Business Meetings – Notes- 

 

 *Definition: 

 

A **Virtual Business Meeting** is a meeting held **online using digital platforms** (like 

Zoom, Microsoft Teams, Google Meet, etc.), where participants interact in real-time without 

being physically present in the same location. 

 

*Importance of Virtual Business Meetings: 

 

* Allows **remote communication** across cities or countries. 

* Saves **time and travel costs**. 

* Enables **collaboration among global teams**. 

* Essential for **remote work and hybrid work cultures**. 

* Ensures **business continuity** during emergencies (e.g., pandemics). 

 

 * Common Platforms Used: 

 

* **Zoom** 

* **Google Meet** 

* **Microsoft Teams** 

* **Skype for Business** 

* **Cisco WebEx** 

* **Slack (with video call feature)** 

 

 

 



Key Features of Virtual Meetings: 

 

| Feature                | Description                                           | 

| ---------------------- | ----------------------------------------------------- | 

| **Video & Audio**      | Real-time communication via webcam and microphone     | 

| **Screen Sharing**     | Presenter can share screen to show slides, data, etc. | 

| **Chat Box**           | Allows text communication during meeting              | 

| **Recording**          | Meetings can be recorded for future reference         | 

| **Breakout Rooms**     | Small group discussions during large meetings         | 

| **Waiting Room/Lobby** | Controls participant entry                            | 

 

# Preparation for Virtual Business Meetings: 

 

#For Organizers: 

 

* Schedule the meeting in advance. 

* Share **agenda, date, time, and meeting link**. 

* Test audio, video, and internet connection. 

* Ensure proper **security settings** (e.g., password, waiting room). 

 

# For Participants: 

 

* Join on time. 

* Test devices (microphone, camera). 

* Join from a **quiet, well-lit location**. 

* Dress appropriately (especially in formal meetings). 



* Read the agenda beforehand. 

 

#Etiquette During Virtual Meetings: 

 

| Do’s                                               | Don’ts                                     | 

| -------------------------------------------------- | ------------------------------------------ | 

| Keep your **mic on mute** when not speaking        | Avoid background noise and 

distractions    | 

| Turn on your **camera** (if required)              | Don’t multitask during the meeting         | 

| Use the **chat box** politely                      | Don’t interrupt the speaker                | 

| Raise your hand to speak (if feature is available) | Avoid speaking too long or going off-

topic | 

| Be respectful and attentive                        | Avoid eating or moving around              | 

 

#Structure of a Virtual Business Meeting: 

 

1. **Welcome & Introduction** 

   Host welcomes everyone and introduces the purpose. 

 

2. **Review of Agenda** 

   Brief overview of what will be discussed. 

 

3. **Main Discussion** 

   Each item is discussed, led by respective speakers. 

 

4. **Q&A Session** 

   Participants ask questions or share views. 



 

5. **Action Points & Summary** 

   Clear tasks assigned, deadlines set. 

 

6. **Closing & Thanks** 

   Meeting ends with summary and appreciation. 

 

Sample Virtual Meeting Agenda- 

 

**Virtual Team Meeting Agenda** 

**Date**: 12 October 2025 

**Time**: 11:00 AM – 12:00 PM 

**Platform**: Google Meet 

 

**Agenda**: 

 

1. Review of last month’s performance 

2. Updates on current projects 

3. Discussion on upcoming product launch 

4. Assigning responsibilities 

5. Q&A and next steps 

 

 

 

 

 



 

 

#Advantages of Virtual Meetings: 

 

* Flexible and time-saving 

* Cost-effective (no travel or venue cost) 

* Environmentally friendly 

* Easy documentation (recordings, chat transcripts 

 

#Challenges of Virtual Meetings: 

 

* Technical issues (connectivity, software errors) 

* Reduced non-verbal communication 

* Risk of distractions at home 

* Time zone differences in global teams 

* “Zoom fatigue” – tiredness from long screen exposur 

 

#Tips to Make Virtual Meetings Effective: 

 

* Share meeting agenda and materials in advance 

* Set **ground rules** (mute policy, turn-taking) 

* Keep meetings **short and focused** 

* Use visuals and slides to maintain engagement 

* Record meeting for absentees 

* End with **clear action items** and follow-up dates 

 



 

 

*Conclusion: 

 

Virtual business meetings are an essential part of modern work environments. Mastering 

virtual communication ensures productivity, professionalism, and collaboration — 

especially in remote and hybrid work settings. 

 

 

**Internet Etiquette (Netiquette) – 

 

 

Definition: 

 

**Internet Etiquette** or **Netiquette** refers to the **code of polite and respectful 

behavior** expected when communicating or interacting online, whether via email, social 

media, forums, chats, or other digital platforms. 

 

 

# Importance of Internet Etiquette: 

 

* Promotes **clear, respectful, and effective communication**. 

* Prevents misunderstandings and conflicts. 

* Creates a **positive online environment**. 

* Protects your **professional image and relationships**. 

* Helps in **maintaining digital privacy and security**. 

 

 



 

#Basic Rules of Internet Etiquette: 

 

| Rule                        | Explanation                                                     | 

| --------------------------- | --------------------------------------------------------------- | 

| **Be Polite and Courteous** | Use polite language; avoid rude or offensive comments.          | 

| **Avoid Using ALL CAPS**    | Writing in all caps is perceived as shouting.                   | 

| **Respect Privacy**         | Don’t share others’ personal information without permission.    | 

| **Think Before You Post**   | Consider the consequences of your posts/comments.               | 

| **Avoid Spam**              | Don’t send irrelevant or repetitive messages.                   | 

| **Use Clear Language**      | Avoid slang or abbreviations that others might not 

understand.  | 

| **Give Credit**             | Always credit original authors or sources when sharing content. | 

| **Avoid Flame Wars**        | Don’t engage in heated arguments or insults online.             | 

 

 

 

#Dos and Don’ts of Internet Etiquette- 

 

| Dos                                    | Don’ts                                    | 

| -------------------------------------- | ----------------------------------------- | 

| Use proper grammar and punctuation     | Use offensive language or insults         | 

| Respect others’ opinions               | Post irrelevant or misleading information | 

| Be concise and clear                   | Overuse emojis or text shorthand          | 

| Verify facts before sharing            | Share private or confidential info        | 

| Use appropriate greetings and closings | Ignore messages or emails intentionally   | 



 

#Correct Use of Emoticons (Emojis)- 

 

 

# Definition: 

 

**Emoticons** are **text-based symbols** (like :-) or :-( ) or **emojis** which are small 

digital images/icons used to express emotions, tone, or reactions in electronic 

communication. 

 

#Importance of Emoticons: 

 

* Add **emotional context** to otherwise plain text. 

* Help convey **tone** to avoid misunderstandings. 

* Make communication more **friendly and engaging**. 

* Save space by representing feelings quickly. 

 

 

 

# Guidelines for Correct Use of Emoticons: 

 

| Guideline                                                | Explanation                                        | 

| -------------------------------------------------------- | -------------------------------------------------- | 

| Use emoticons **sparingly** in professional emails       | Overuse can seem unprofessional 

or childish        | 

| Choose emoticons that **match the tone** of your message | Avoid smileys in serious or 

formal messages        | 



| Use emoticons to **soften criticism or disagreement**    | A smiley can make feedback 

seem less harsh         | 

| Avoid ambiguous emoticons that might confuse the reader  | Choose clear, widely 

understood symbols            | 

| Consider cultural differences                            | Some emojis might have different meanings 

globally | 

 

 

##Common Emoticons and Their Meanings: 

 

| Emoticon  | Meaning               | Suitable Use                         | 

| --------- | --------------------- | ------------------------------------ | 

| :-) or   | Happy, friendly       | Greetings, thanks, positive messages | 

| :-( or   | Sad, disappointed     | Apologies, expressing sympathy       | 

| ;-) or   | Winking, joking       | Light humor or teasing               | 

| :P or    | Playful, joking       | Informal chats among friends         | 

| :O or    | Surprise              | Expressing astonishment or shock     | 

| :/ or    | Confused or uncertain | Clarifying doubts or uncertainty     | 

 

 

 

Examples of Emoticon Use: 

 

**In Professional Email:** 

 

> Thank you for your prompt response. I look forward to our meeting next week.   

 



**In Casual Chat:** 

 

> Had a great time at the party!   Can’t wait for the next one!   

 

*Emoticons to Avoid in Formal Communication**: 

 

* Overly casual ones like  ,  , or   

* Excessive use of emojis in official emails or messages 

* Using emoticons instead of words to explain important information 

 

 

*Conclusion*: 

 

Practicing good **Internet Etiquette** combined with the **correct use of emoticons** 

enhances your digital communication skills. It helps maintain professionalism while making 

online conversations warmer and clearer. 

 

 


