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Skill is the noun that means ability 1o do something well or expertise. The ability 1o use knowledge
effcctively and readily in execution or performance.

Skill development means developing yourself and your skill sets to add value for the organization and
for your own carcer development.

Business managers with good verbal and written communication skills helps facilitate the sharing of
information between people within company for its commercial benefit.

In this paper, we are going to discuss about communication skills and its techniques regarding human

behaviour in business.
Objectives
1. Understand the concept of human behavior.
2. Know the Communication skillisuseful in organization.
3. Understand individual perspective at work in organization.
4. Explain the importance of communication to business.

3. Discuss talking and its key elements.

6. Explain the techniques for conducting and participating in meeting.
7. Describe the good telephone and voice mail technique.

8. Understand why people behave in a particular way.

9. 7C’s of effective communication.

10. Barriers of effective communication.

Research Methodology:

The study is based on secondary data. Secondary data have been collected from various reference books and
nternet web sites.

Defination-

“Human nature is the concept that there are a set of logical chatateristics, including ways of thinking feeling
and acting that all normal human beings have in common.™

7C"s of communication:
1. Completeness 5. Concreteness
2. Contise 6. Courtesy
3. Consider 7. Correct
4. Clarity E

16~



r
¥
!

Asyushi Intermational interdiscipl

£ Y

inaiy Research Journal (ATIRD)

garviers 8 offective communication

v vemivting with the agdiem e

v Somgle waande

s Pandy innpuager

» U uleal sesainan

» U hevhiyg B enderatanding

o Sockhing PRIThOPation

» L Thetive guetne

*  Svamananizing what has boen sand

Jodivabasl Perspective
Al onparuzation are composed of individuals no onganization can exist without individual
VAT 200N porfmance b largely aftected by the way of individual behave at work place
Al indivaduaby are diftferent. This is a fact supported by science 10. As regards individual differences
& ward, the imparant ones are outlined here-
> People differ in the sty le of leadership, they want to under. Some may like to work under autocratic
sty e and some may like te work under democratic style.
»  People also differ in their stamina to bear with job stress. While some may like prefer to fight from
stresss, other may like fight with and work more effectively under stress.
®  People may differ in expression to their grievances. Some peoples usually communicate freely but
some may be introvert that means have some problems (o communicate.
#  Last but not the least people also difer in their personal characteristics like sex, age, race, education.
artitudes, etc.

Communication matters

As far we discuss the human behaviour at work place we need to understand the skill of
communication. because communication is vital to every part of a business. Good communication skills are
vital for your success on the job. To become a successful leader you must have a great team and
communication is essential 1o building trust and teamwork employees. Most people do not communicate well.
By improving your communication ability you improve your chance for success.

Whatever position you have in business, your performance will be judged largely by your ability to
communicate. The evidence is clear: Improving your communication skill improves your chances for
SBCoesSs.

Technigues of commanication for conducting and participation meeting-
> As we know our work will involve oral as well as written communication. We were spend more time
talking than writing in business.
Good voice quality helps one communicate, it involves pitch, delivery speed and volume.
A self analysis of our talking should show our talking style.
In a meeting you will be cither a leader or a participant.
When your meeting time is limited, you need to determine in advance how much time will be needed
to cover each item.
Poor listening is also major cause of miscommunication.
Listening involves sensing, fiitering and remembering.
» Improve your listening skills by focusing your artention on the speaker and listening actively.
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Conclaxos ;

Communicatnn 1> vory important in every place of business. Communication is the process of plﬂmﬁ
e and undentanding (rom one person to anather. At every place of business and firm where there is
+ lange prodischon aid vanious departments communication plays vital role. It helps in decision making, and
edies 1 10 solve the differences. build trust and respect in the organization.

Reaember
®  There is no progress without communication.

®  Human relations are impossible without communication and Communication is impossible without
human relationship.
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