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Giving Students the Skills and Insights They Need to Thrive
in Today’s Digital Business Environment

The essential skills of writing, listening, collaborating, and public speaking are as important as
ever, but they're not enough to succeed in today’s business world. As business communication
continues to get rocked by waves of innovation—first digital media, then social media, now
mobile communication, and watch out for the upcoming invasion of chatbots—the nature of
communication is changing. And the changes go far deeper than the tools themselves.

In this exciting but complex new world, no other textbook can match the depth and range of
coverage offered by Business Communication Today.
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The Social Model:
“Let’s Have a Conversation”

Conventional Promotion:
“We Talk, You Listen”
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Figure 1.7 The Social Communication Model

“The social communication model differs from conventional communication strategies and practices in a
number of significant ways. You're probably already an accomplished user of many new-media tools, and 1

experience will help you on the job.
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EMBRACING THE BACKCHANNEL

COMPOSITIONAL MODES FOR DIGITAL AND SOCIAL MEDIA

As you practice using various media and channels in this course, it’s best to focus on the
fundamentals of planning, writing, and completing messages, rather than on the specific
details of any one medium or system.” Fortunately, the basic communication skills required
usually transfer from one system to another. You can succeed with written communication
in virtually all digital media by using one of nine compositional modes:

ee Conversations. Messaging is a great example of a written medium that mimics spoken
conversation. And just as you wouldn’t read a report to someone sitting in your office,
you wouldn’t use conversational modes to exchange large volumes of information or

to communicate with more than a few people at once.
oo Comments and critiques. One of the most powerful aspects of social media is the
ity for interested parties to express opinions and provide feedback, whether

Many business presentations these days involve more than just the spoken conve . - -
between the speaker and his or her audience. Using Twitter and other digital medi PrOdUCIng Business Videos

ence members often carry on their own parallel communication during a presenta No matter what carcer path you pursue, chances are you'll have the need or opportunity
the backchannel, which the presentation expert Cliff Atkinson defines as “a line ¢ © produce (or star in) a business video. For videos that require the highest production

LEARNING OBJECTIVE
Identify the most important
ions in the

ack ‘ " ; esa quality; companies usually hire specialists with the necessary skills and equipment. For
munication created by people in an audience to connect with others inside or out N co ;
most routine needs, however, any business communicator with modest equipment and a

room, with or without the knowledge of the speaker.”” Chances are you’ve parti fey basic skills can create effective videos.
The three-step process adapts easily to video; professionals refer to the three steps as
1, production, and postproduction (see Figure 9.15). You can refer to one of

Like many large corporations, Xerox has a variety | . L S
e senen s oy ks available on basic video production techniques for more detail, but here

T <— them.
The search box lets visitors quickly find posts on 1erited a number of terms from film that don’t make strict technical sense

~" topics of interest.

~—— Alarge photo helps draw readers in.

»ints to consider in all three steps. (A note on terminology: digital video-

a
nmon use anyway, including footage to indicate any amount of recorded

ring to indicate video recording.)

Readers can subscribe to future posts via email
or RSS newsfeed.

The post itle is brief and clear, and it incorporates
key terms likely to trigger hits in search engines

< (Intemet of Everything and energy).

< These links provide access to other posts by this
author and other posts tagged with ‘innovation.”

~— Social media share buttons make it easy for
readers to share this post with their followers.

~—— The sidebar lists recent posts and recent com-
ments left by readers.

Cafe Ria Press Release

e b s Pt s Tho i sl bt
st Sy 0183, i g el

fox oo s e, il by Ly Aotk

Wk s s cpemings, o S 2 et v che
red o coshoevereim a3 part o ha iy Sence day

ety eapreves. engecmi, d ek ks
Viacots i r Portiand erea. Wish £ epleyres s

production, and postproduction
stages of producing basic business
videos.

The process of creating videos is
divided into preproduction, pro-
duction, and postproduction.

P

The post positions the company as an expert in

~—— an important technology field, without overtly
selling Xerox products and services.
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Figure 2.3 Collaboration on Mobile Devices
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Figure 8.2 Business Applications of Blogging
This Xerox blog illustrates the content, writing style, and features that make an effective, reader-friendly company blog.

Source: Courtesy of Xerox Corporation. using their tablets in different locations.

Courtesy of Cafe Ria

Mobile connectivity is transforming collaboration activities, helping teams and work groups stay connected
no matter where their work takes them. For example, this team was able to discuss and edit a press release
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