   BUSINESS CONVERSATION
Business conversation, on the other hand, should always get somewhere; it must be held to its course. It is true that some successful salesmen, for example, have the gift of carrying on conversation in a leisurely manner, as if talking for pleasure only, but in reality they are working toward a goal. They will not let the talk drift so far that they cannot lead it back to the point. 
In business conversation, then, you must have something definite to say and you must direct that message to your hearer. Vague ideas are not enough and simply thinking aloud or talking to yourself will accomplish nothing. To be fully effective you must know well what you are talking about; you must make yourself understood; you must hold the attention of your listener, and create in him a desire to act as you wish. 
Types of Business Conversation:
1) Office meetings

2) Interviews

3) Seminars

4) Presentations

5) Business dealings

People involved in Business Conversation:
Managers, supervisors, team leaders and business professionals at all levels contribute to business effective conversations.
Importance of Business Conversation:
How You Will Benefit 
· Express your ideas completely and succinctly to build rapport and maintain attention 

· Leverage conversational dynamics to save time and get the results you want 

· Provide necessary information and avoid leaving others in “mind-reader” mode 

· Use conversation as a coaching and performance management tool 

· Master the “difficult” business conversation and overcome resistance without defensiveness 

· Come out a winner in any business conversation 

Important points covered under Business Conversation:

· Organizing and applying conversational discipline so that others will listen to your ideas 

· How to perform workplace conversations (teaching/training, setting direction, performance reviews) more productively 

· Developing and exhibiting competence, authority, knowledge and self-confidence to gain credibility and attention 

· Steering and controlling the direction of conversations to maximize time and resources 

· Engaging others in creative problem-solving discussions and meetings through listening for information and creating conversational bridges 

· How to create and impart complete messages to build influence and obtain trust 

Effective Business Communication:
Face-to-face meetings can result in awkward pauses and initial shyness for those who are not brimming with confidence. To help you over this hurdle, you can approach the meeting fully prepared and well armed if you have a look at the following factors. 

In order to get your message across, think about what you are trying to achieve during the dialogue: 

· What information do you wish to convey? 

· What do you want the other person to do as a result? 

Organise yourself beforehand. Jot down notes about your major points. Be positive and keep the message simple. 

Clarity is Paramount for Effective Communication 
What is communication? In short, it's signalling. The transmission, by speaking, writing or gestures, of information which evokes understanding. 

That's simple enough, isn't it? Straightforward in theory but in practice it's fraught with dangers - particularly if you have high expectations from these important business connections. 

Communication is not just speaking, writing or gesticulating. It's more than the transmission of information. Something else has to occur for the communication to be complete. The other party in the communication process has to engage their brain and receive the message. 

There are some points to remember when considering the various methods of communication and some hazards to be aware of when dealing with business relationships: 

· Only 7% of the impact you make comes from the words you speak.

· The rest is visual - your appearance, the sound of your voice and your body language. 

· You can break that 7% further down into sections: 

· the type of words you use 

· the sort of sentences you use 

· how you phrase them. 

Voicing Your Thoughts 
Pay attention to your voice. Tone, inflection, volume and pitch are all areas to consider. Most people don't need to develop their speaking voice, but there are many who do not understand how to use it effectively. 

The simplest way is to compare the voice to a piece of music - it is the voice that is the instrument of 

interpretation of the spoken word. 

Those who have had some training in public speaking sometimes use mnemonics as memory joggers for optimum vocal effect. One simple example is R S V P P P: 

· Rhythm 

· Speed 

· Voice 

· Pitch 

· Pause 

· Projection. 

Most of the time, small-talk conversation is required for networking in the corporate world. It requires a lot of practice, but having couple of tips to get started will speed you up with the progress. Ben Stein at Yahoo! Finance did a nice piece on how to have a business conversation:

· Begin by knowing that the people you’re talking to mostly want to talk about themselves.

· Establish common ground.

· Say kind, generous things to your conversation partner.

· Keep your comments brief.

· Get back on common ground again as soon as you can.

· Don’t brag unless you do it in a funny way.

· Unless you’re specifically asked about it, don’t talk about religion at all.

· The same goes for politics.

· If you talk about current issues, do so in a genial, friendly way.

· Make whatever points you need to make in a hurry, and then leave.

Having a common ground can create a very good ground for building a friendly relationship and lead to many different topics to talk about. I recommend to begin with asking them many question on their background, and find the something in common.

Engaging Others in Conversation
· Building rapport and establishing open communication 

· Listening strategies to gain information and create conversational bridges 

· Asking and responding to questions as a way to promote effective business conversations 

· Communication insights to help you flex your personal style to others’ preferences 

· The appropriate role of humor 

· Choosing the right verbal and nonverbal language to create consistent, coherent and targeted messages 

· Implications of gender and culture on the dynamics of conversations

· How to avoid creating or showing defensiveness in business conversations

· Conversational tips include common courtesy, a positive attitude, and a little planning. If you observe a few simple rules, your communication skills will improve dramatically.

· Courtesy, genuine interest and a little preparation will give you an advantage in your ability to converse with others.

· If you want to always have plenty to say to co-workers and your employer, keep up to date on the latest developments in your particular field.

· Notice how they speak with other employees, from the CEO to the janitor. A friendly smile, a firm handshake, and a confident attitude are generally common factors among those who are quickly moving up the corporate ladder. 

Example Conversations - 1
This is a discussion about a business matter and the function of this conversation is professional. Personal requests should not be included (i.e. - how about dropping the Mr Peterson and calling me Bob). The informal tone is also inappropriate when discussing a business report. 


Mr Peterson is speaking to Ms Bank who is his direct supervisor. He would like to ask Ms Bank to analyze a report he has done. The first conversation has a number of errors in language usage based on the situation. See if you can spot the mistakes: 

Mr Petersen: Oh, Anne, come here.
Ms Bank: Yes, Mr Peterson. How can I help you? 

Mr Petersen: Well, first of all, how about dropping the Mr Peterson and calling me Bob.
Ms Bank: If you don't mind, I would prefer to talk about why you would like to talk to me.

Mr Petersen: Come off it, don't be such a snob. Anyway, I finished the report you demanded. Wanna take a look at it?
Ms Bank: Yes, I would as a matter of fact. 

Mr Petersen: Well, here it is. Give it a good one over and tell me what you think.
Ms Bank: Thank you Mr Peterson. I'll get back to you tomorrow.




Domain Mistakes: 

As a subordinate who has been requested to do a report, Mr Peterson is responsible for presenting a report in a positive manner to the supervisor who has asked for the report. The use of 'demanded' is much too strong in this case. Also, supervisors generally set the standard for whether or not first names are used between management and staff. However, it is true that in most business settings in the US today, a more informal environment is preferred and first names are generally used between most employees. 


Register Mistakes: 

Mr Peterson is clearly not aware of the fact that he is speaking to his boss. His choice of informal language, imperative voice (tell me what you think, etc.) and idiomatic usage (wanna take a look?) are all inappropriate register choices for this conversation.

Urgency Mistakes: 

While the message that Mr Peterson wants to get across is very important, his choice of language detracts from the importance of the fact that the report is finished. In this case, the most important business task at hand, i.e. the report, might be ignored because of his improper use of language forMs 

Conversation 1 - Corrections Here is the same discussion with a more appropriate approach: 

Mr Petersen: Excuse me, Ms Bank. Could I ask you to come over here for a moment? 
Ms Bank: Certainly, how can I help you? 

Mr Petersen: I've finished the report you requested and I was wondering if you wouldn't mind taking a look at it. 
Ms Bank: That's good to hear. I'd be happy to look through the work you've done. 

Mr Petersen: I'd also appreciate it if you could give me any feedback for future reports. 
Ms Bank: Certainly, I'll be sure to let you know what I think. 

Mr Petersen: Thank you. 
Ms Bank: Thank you Mr Peterson.
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