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Preface

Whom is this book written for? That’s a ready question asked by
the readers of this book. The answer is; It’s a book for those
who want to better their communication in English.

The whole book is divided into 10 chapters:

Chapter 1 is to build up some basic concepts about communica-
tion, which covers: a) How to define and classify communica-
tion; b) Key elements involved in the course of communication ;
etc.. Of those points stated in this chapter, the communication
model—— Coupling of Feedback &. Feedforward (in 1.4) is wor-
thy of special attention from the readers.

Chapter 2 focuses on effective listening in communication, which
gives a good analysis on the role of listening and different kinds
of listening behaviors. Readers should make a clear distinction
between two kinds of listening, and try to guard against the in-
terferences coming from the external as well as the internal nois-
es while listening.

Chapter 3 is about the interpersonal communication with its em-
phasis on the relationship analysis. Besides, it also puts forward
some suggestions for bettering the interpersonal communication.
Chapter 4 talks about the small-group communication, which is a

rather new topic for most Chinese readers. The focus of this
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chapter is on the function of the small group and the better ways
for small-group communication.
Chapters 5 &. 6 are two continuing parts of one topic, i.e. How
to Be An Effective Public Speaker. The two chapters have made
careful analysis on public speaking, which covers several
points—— the difference between public speaking and ordinary
conversation, how to build up one’s confidence and overcome
stage fright, how to choose proper ways for the speech delivery,
how to select a good topic and prepare a sound outline, how to
start and end the speech, how to develop the speech, etc. ; all of
which are important for a successful public speech.
Chapter 7 is on conflict management in interpersonal communica-
tion, which has analysed the basic forms and the related reasons
for the conflict, and suggestd the proper ways for an appropriate
handling of the conflict.
Chapter 8 is on nonverbal communication, which gives not only a
detailed analysis relating to the features and different kinds of
nonverbal communication, but suggestions on how to avoid mis-
understandings in nonverbal communication.
Chapters 9 and 10 are another two continuing parts of the same
topic—— Communication for Your Career Development. The
two chapters have made very practical suggesti(;ns on how to
write an appropriate résumé and a cover letter, how to make
self-appraisals before writing the application, how to give the
right answer to the question asked by the interviewer, how to
decline a job offer or to resign——all these (and more) are the
likely problems for our undergraduates as well as our graduates
when they start looking for their jobs.
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There are other features to be mentioned for the book ( besides
those already mentioned above) ;

All through the book, many cases——self-experienced, quoted,

assumed, etc. have been listed with analysis, from which

readers can better understand the importance of learning and

grasping the communication theories that’s the first feature
for this book.

Of those after-chapter designs, there is one item worthy of men-
tioning, i. e. Communication Practice, which aims at applying
what has been learned in the given chapter into practice. This
gives the reader a chance to check the applicability of the theory
they’ve learned——that is the second feature for the book.

The third feature is: This book is written in an easy-to-under-
stand way. This is out of the writer’s consideration for the read-
ers, especially for the Chinese readers. For that reason, those
technical terms and expressions Chere the word “technical” is
used in a loose sense) are listed with the Chinese equivalents;
difficult sentences and proverbs are selected for an explanation
after the chapter, also with the Chinese translation ( for refer-
ence).

The whole world is developing so fast and many new inventions
come into being one after another before we are conscious of
that. For that reason, a great part of our attention have been at-
tracted onto those new things, new knowledge, etc.. However,
no matter how the world has developed (and is still developing at
the moment I’m writing this preface) or how busy we are, one

thing we cannot neglect, i. e. communication, because we need

it everywhere and every day for business, for bettering inter-
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personal relationships, for managing conflicts, for relieving our
sorrows or sharing our happiness with others, etc.. In a way we
may say that without communication, there could not be any hu-
man life in the real sense. Therefore, learning the theory of com-
munication is not something extra for us, on the contrary (in my
opinion ), it is a must, because it can help us to communicate
more effectively with others and to achieve higher efficiency in
our work.

I’ve been using the manuscripts of this book for the course I’ve
been teaching here at SUFE——— Practical English Communica-
tion. Many students have expressed their opinions for learning
the theory for communication in English, from which I'd like to

quote a few here.

“It was not until I took this course that I realized how significant

it is better communicators need training and need some ex-
perts who can give them advice on some techniques; but first of

all, what we lack most is theory, the basic theory on communi-

cation «-”

(Zhao Jiamin, student of Insurance, Grade 93)
“Before 1 studied the communcation theory, I was afraid of
speaking in public. But now I've realized how important it is to
have self-confidence, with which we can overcome the stage,
fright when we speak in public; and I fear no more about public
speaking--”
(Tang Xiaoli, student of Int'l Finance, Grade 92)
“I didn’t think communication theory is necessary for us students
of economics at the beginning, yet now 1 know it really is. e.g.
. 4.



in the past, I didn’t know why I couldn’t achieve my purpose of

speaking even after very careful preparations; now I understand

it’s because I onl); paid attention to some techniques without any

knowledge of the theory. I know how communication works
»

NOW ***

(Li Xun, student of Investment, Grade 92)

The opinions quoted above have shown the students’ understand-

ing of the theory of communication; I should say it’s a very good

beginning for them communication works, so does the com-
munication theory.

Nearly three years have passed since I started working on this
book. I can’t tell how many times I've rewritten some chapters or
paragraphs, but I remember one thing, i.e. I have been making
modifications all the time. T can’t say I have done the best, I’d
rather say that I’ve tried my best since I started writing this
book. I do hope that this book can satisfy our dear readers’ de-
mands when they use English for communication for whatever
purposes; I’ll be very happy if the book proves to be useful and
practical in their practice.

In the end of the preface, I'd like to express my regret to those
students of mine who wanted to get this book before they gradu-
ated from SUFE but failed for my slow pace of writing s though I
had made an empty promise that they would have it before they
left.

I’d like to thank Huang Lei

editor of this book—— for his
constant concern for this book and other editing and designing
staff of SUFE Publishing House, without whose help, it
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wouldn’t be possible to have a book published in English at such
an amazing speed. )

I would also like to express my thanks to my friends, colleagues
and students, whose opinions and suggestions have been helpful
in my rewriting some parts of the book.

I’'m very grateful to the writers of those books, magazines and
newspapers I've referred to, whose ideas have been great inspira-
tion for me in my writing.

Finally, I’d like to express my sincere thanks to my wife Jiuxia;
without her understanding and support, it would not have been

possible to finish the writing of the book even to this date.

Xu Xianguang, Ph.D.
SUFE, Shanghai
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