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1 INTRODUCTION TO BUSINESS COMMUNICATION 

 

1.1 TYPES OF COMMUNICATION: VERBAL, NON-VERBAL, WRITTEN, DIGITAL 

Communication in a business context can take many forms, and understanding 

these types is essential for effective interaction.  

 

• Verbal communication involves spoken words and is often used in meetings, 

phone calls, or face-to-face discussions.  

• Non-verbal communication includes body language, facial expressions, eye 

contact, posture, and gestures, which can reinforce or contradict verbal 

messages.  

• Written communication refers to structured formats such as emails, memos, 

reports, and proposals, and must be clear, concise, and professional.  

• Digital communication has become dominant with the use of platforms like 

email, messaging apps, and video conferencing, requiring a mix of both verbal 

and written skills. Each type plays a crucial role in a professional setting and 

must be used appropriately to ensure clarity and build strong working 

relationships. 

 

1.2 BARRIERS TO EFFECTIVE COMMUNICATION 

Several barriers can hinder effective communication in the workplace. These include 

physical barriers like noise or poor connectivity in digital meetings, language 

differences that create misunderstandings, and psychological barriers such as stress 

or lack of confidence.  

 

Cultural differences can also impact how messages are interpreted, and 

assumptions or stereotypes may lead to miscommunication.  

 

Technical jargon and overly complex language can alienate the audience, especially 

in creative industries where team members may have varied backgrounds. To 

overcome these barriers, it is important to use plain language, provide feedback 

loops, and ensure that communication is tailored to the audience’s level of 

understanding. 

 
  

1.3 PROFESSIONAL COMMUNICATION IN CREATIVE WORKPLACES 

Creative industries require a blend of informal collaboration and formal 

communication. Professionals must maintain a balance between artistic expression 
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and business etiquette. This includes communicating clearly with clients, team 

members, and stakeholders, and ensuring that expectations, deadlines, and 

responsibilities are well understood.  

 

Respectful tone, prompt replies, and clarity in conveying ideas are key components 

of professional conduct. For example, a graphic designer working on a campaign 

must clearly communicate the design brief, provide updates, and incorporate 

feedback while maintaining a courteous and proactive approach. 

 

1.4 WRITING BUSINESS EMAILS, PROPOSALS, AND REPORTS 

Writing in a business context demands structure, clarity, and professionalism. Emails 

should include a clear subject line, a polite greeting, concise content, and an 

appropriate closing. Business proposals outline a project plan or pitch and should 

include objectives, timelines, budgets, and benefits to the client.  

 

Reports provide factual information and analysis, and they should be logically 

structured with headings, bullet points, and visuals where applicable. For instance, 

an audio technician proposing a new studio setup may draft a proposal including 

equipment lists, cost estimates, and expected outcomes for improved production 

quality. 

 

1.5 LISTENING SKILLS AND CLIENT ENGAGEMENT 

Active listening is a vital skill in business communication, especially when dealing 

with clients or team members. It involves fully concentrating, understanding, and 

responding thoughtfully to what is being said. Good listeners ask clarifying questions, 

paraphrase for confirmation, and provide feedback to show understanding.  

 

Client engagement improves when they feel heard and understood, which leads to 

better collaboration and long-term relationships. In a creative environment, 

understanding a client’s vision or feedback can make the difference between a 

successful or failed project. 
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