
Business Communication Phrases or Terminologies

 Active Listening:

The process of fully concentrating, understanding, responding, and remembering what is being

said, rather than passively hearing the message.

 Non-verbal Communication:

The transmission of messages without words, such as through facial expressions, gestures, body

language, posture, and eye contact.

 Feedback:

The response or reaction of the receiver to the sender's message, helping the sender understand

how well the message was understood.

 Clarity:

The quality of being clear and easily understood, ensuring the message is straightforward and

free of ambiguity.

 Concision:

The practice of expressing ideas in a clear, direct, and succinct manner, eliminating unnecessary

words.

 Tone of Voice:

The emotional quality conveyed in spoken words, influencing how the message is perceived (e.g.,

friendly, angry, or indifferent).

 Empathy:

The ability to understand and share the feelings or perspectives of others, which aids in building

strong, effective communication.



 Cultural Sensitivity:

Being aware of and respecting cultural differences, including communication styles, practices,

and values, to avoid misunderstandings.

 Audience Analysis:

The process of understanding the target audience's needs, expectations, and preferences to tailor

communication effectively.

 Message Encoding:

The process by which the sender converts their thoughts or ideas into a message that can be

transmitted via a chosen communication channel.

 Message Decoding:

The process by which the receiver interprets and understands the message sent by the sender.

 Channel of Communication:

The medium through which the message is transmitted (e.g., face-to-face, email, phone, video

conference).

 Jargon:

Specialized language or terminology used by a particular group, profession, or industry that may

be difficult for others to understand.

 Barriers to Communication:

Obstacles that hinder the effective exchange of messages, such as language differences,

distractions, emotional barriers, and physical distance.

 Body Language:

Non-verbal communication conveyed through physical gestures, facial expressions, posture, and

movements.



 Negotiation:

A discussion aimed at reaching an agreement between parties with differing viewpoints, often

requiring clear communication and compromise.

 Conflict Resolution:

The process of resolving disagreements or disputes in a constructive manner, ensuring both

parties’ perspectives are considered.

 Formal Communication:

Communication that follows established procedures, channels, and hierarchies, typically in

professional settings.

 Informal Communication:

Casual or unofficial communication that occurs between colleagues, often not bound by formal

procedures.

 Social Media Communication:

The use of social media platforms to engage in communication, marketing, customer relations,

and brand building.

 Crisis Communication:

Strategies and messages aimed at managing and communicating effectively during a crisis or

emergency situation.

 Persuasion:

The act of convincing others to change their attitudes, beliefs, or behaviors through logical,

emotional, or ethical appeals.

 Transparency:

Openness and honesty in communication, ensuring that information is shared freely and

truthfully with relevant parties.



 Public Speaking:

The act of delivering a speech or presentation to a group or audience, often involving persuasive

or informative content.

 Cross-Functional Communication:

The exchange of information between different departments or teams within an organization to

achieve shared goals.

 Visual Aids:

Tools such as charts, graphs, slides, or videos used to enhance communication, particularly in

presentations, to help clarify and support the message.

 Brand Communication:

The way an organization conveys its brand identity, values, and messaging through various

communication channels, including advertising, public relations, and content marketing.

 Team Communication:

The exchange of information, ideas, and feedback between members of a team to achieve

collective goals and objectives.

 Written Communication:

The exchange of messages through written forms, such as emails, reports, memos, and letters.

 Public Relations (PR):

The practice of managing and improving the public image and communication of an organization

or individual, typically through media relations, events, and strategic messaging.

Extra Terminologies

Brand Positioning

The strategic process of establishing a brand’s identity in the minds of consumers, highlighting

its unique qualities.



Influencer Relations

Building and maintaining relationships with influential individuals or personalities to promote a

brand or message.

Stakeholder Engagement

The efforts made to actively involve stakeholders in decision-making processes and maintain

their interest and support.

Crisis Communication Plan

A pre-prepared strategy for managing communication during a crisis to mitigate damage to the

organization's reputation.

Corporate Branding

The practice of promoting the company as a whole, rather than focusing solely on individual

products or services.

Cultural Competence

The ability to effectively communicate and interact with people from different cultural

backgrounds.

Executive Communication

Communication by senior leadership to stakeholders, employees, or the public, usually on

matters of strategy or organizational vision.

Interpersonal Communication

The direct exchange of messages between two or more people in a personal or professional

setting.

Internal Memo

A short, informal written communication typically used within an organization for sharing

information quickly with employees.

Persuasive Communication

The strategic use of communication techniques to influence and change the attitudes or




