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Unit
Business.

The Importance of Effective Communication

In a recent survey of recruiters from companies with more than 50,000 employees,
communication skills were said as the single more important decisive factor in choosing
managers. The survey points out that communication skills, including written and oral
presentations, as well as an ability to work with others, are the main factors contributing
to job success and company’s development.

In today’s business world, communication is of vital importance because it involves
any person and organization throughout the world with which the business has any con-
tact —— employees, customers, suppliers, tax authorities, and national government offi-
cials. The purpose of communication is to get the message across to each other clearly.

Communication is the transmission of information and meaning from one individual
or group to another. But in practice, it is
more than that. Getting the message
across involves effort from both the
sender of the message and the receiver.
In fact, communication is only success-
ful when both the sender and the re-
ceiver understand the same information
as a result of the communication.

There are a number of reasons why
communications fail.

e Sometimes the sender's mes-
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sage may not be clear and accurate. It may be so badly presented, or so boring, or so
complicated, that it fails to hold the receiver’s attention.

* Receivers may be unwilling to take in the message because they are too busy, or
because they are too prejudiced to hear the message clearly.

® The choice of channel may also be the cause. For example, it is no good trying to
discuss a complex contract with a colleague unless he or she has been given a written
copy of the contract in advance. The written channel is more suitable for complicated

matters than the spoken channel.

WRICE St

e

260 15 9
. effective /1'fektiv/ adj. AR, E8H
. survey /sa'vel/ n. W, HERE , RENS
. *recruiter /r’krusta/ AR
. communication  /kamjuinr’keifan/  n. i 3 BR
. skill /skil/ n. e, B
. Adecisive /dr’sarsrv/ adj. POSE TERY ; BA B Y
. factor /'fekta/ n. HE,EX
. Apresentation /\prezan’terfan/ n. BRik ; 47, R4t
. *contribute /kon’tribjust/ vi. B Tk H—1 A7,
E— 1 EH
. success /sak’ses/ n. B
. *vital /"vartal/ adj. B ;MR
. involve /in’volv/ vt Wk, B
. 4supplier /sa’plara/ n. BN R, kR
. *tax /teeks/ n. B, BLK
. authority /o3'Bprat1/ n. HECE ITBUE L,
A (authorities) 47, EF
. government /'gavanmant/ n. BR8]
. official sl no EBR
. Atransmission /tranz’mifan/ n. 1635 1538 ik 1545
). meaning /'mimiy/ n. B ,BE &Y
. *individual /imdr’vidjual/ n. ™A, AME
. *accurate /'e&ekjurat/ adj. HEBRK B D
. *complicated / ’kDmblIkeItId/ adj. B




Business Communication

23. Aunwilling /ian'wilig/ adj. AEREH, AERED

24. *prejudiced /"predzudist/ adj. AW LA, B Y

25. channel /'t Jenal/ n. B RHE

26. *complex /"kompleks/ adj. -0l i3 i)

27. *colleague /"kplizg/ n. 7] 5, 5] #¢

28. contract /'kontraekt/ n. aF, 2y

29. advance fad’'varns/ n. BuseR A, B4 B,
Brigis

Phrases

1. poeint out B

2. as well as A0, H

3. contribute to ABT R, R s e

4. throughout the world 2t

5. have a contact with [ ees B &

6. get sth. across () (W 58 ) BT (R 32

7. as a result of BT R

8. hold sb.’s attention FlRFEANER

9. take in B2 W

10. in advance s, Hie

11. be suitable for HEERES

Notes

1. In a recent survey of recruiters from companies with more than 50,000 employ-

ees, communication skills were said as the single more important decisive fac-
tor in choosing managers. L HASTHA 50,000 £ 5 T2 5] B B& BT
A, AT R EREEN I EENREEEE,

companies with more than 50,000 employees X415+ # with & “HA,
WAHHER,

communication skills were said as... WS sNER, {H83FE R A SCh— &
MEZHEE,

in choosing managers fE i K “in"fEBER “TE------ FE”.

. The survey points out that communication skills, including written and oral pre-

sentations, as well as an ability to work with others, are the main factors con-
tributing to job success and company’s development. JHZ 45+ H , bR
BEEAE DL BERK L L FMBARSERES, X EH# TR
MAR KRR ERRE,
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EAPIER K, £E The survey, 1H1E A points out,that 3| i BiF M AJ FEE
BEMAIH, 15 communication skills, 1§15 & are the main factors,
4} 17 %1 3% including written and oral presentations, as well as an ability to
work with others YER1E; 43R4 1E contributing to job success and company’s
development 1E £ & , &1 factors,

3. In today’s business world, communication is of vital importance because it in-

volves any person and organization throughout the world with which the busi-

ness has any contact employees, customers, suppliers, tax authorities, na-
tional government officials, and etc. ZTEHSH AT , XRREFEEN , B R
EBRFMFEERNSHFA XKD AMAE R & BNE R]Ee
R BUFHLR AR %,

XA — I HFORE N4, ZEbecause I AT, F B Rit, 15308, 1818 Bin-
volves, E i& fEany person and organization , Hfth &8 & 45 15

4. The purpose of communication is to get the message across to each other clearly.
W H B RE A E AN FNER,

VA £H “get... across” R LB () (WA %) Wi (W2 ), F# aC W
BEE”, flm.

The idea got across to him. X ELBMEZ T,

This plan is quite simple to me, but I just can’t get it across. X~ RIXF ],
KA HERMEREIE T HES,

5. ...it is no good trying to discuss a complex contract with a colleague unless he or
she has been given a written copy of the contract in advance. «+--- SR #H R
B—TERANEREZEEEXN, BREFNA LR BL—BBESR,

“it is no good doing something” &3} 4 7 4544 , BB E“ff------ BARERM”, MY

T “it is no use doing something”, HJUN .

It is no use arguing with him. 5M$ie&AH,

“in advance” 2/ FAH , BREE L, FUL” ,EATHERE, H.
RAARBAT 1003 7T,

You have to pay $100 in advance.

o

L. Reading Comprehension: Look for the main idea. FJiEEME. I RPOEE,

The main idea of Task A is -

A. many factors can cause the failure of communication

B. communication skill is essential to the job success and company’s development

C. the purpose of communication is to get the message across to each other clearly

IL Read Task A and then answer the following questions. PJiETask A, EEE L TiaME,

1. What ability do you have to have if you want to apply for the position as a manager?
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