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FOREWORD

Dear Readers,

In this edition of Samvridhi, the newsletter of the management department,
readers will embark on a journey through the nuances of effective business
communication. Each article has been carefully curated to offer insights into
key aspects that shape successful interactions in the professional realm.

From mastering the art of crafting impactful emails to navigating the virtual
landscape of meetings, the articles within this issue are designed to empower
with valuable insights. Readers will discover strategies for delivering
compelling business presentations, cultivating a strong online presence
through social media, and honing the skill of active listening.

In the dynamic world of business communication, understanding the
importance of clarity, impact, and constructive feedback is crucial. The aim is
to equip readers with practical tips and strategies that not only enhance
communication skills but also contribute to success in the professional arena.

Readers are invited to explore the diverse topics covered in this issue and
harness the knowledge shared within these pages. May this edition serve as a
valuable resource on the journey towards effective and impactful business
communication.
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MASTERING THE ART OF © o
PROFESSIONAL EMAIL COMMUNICATION ¥ 8"

Email has become a cornerstone of business communication in
today's digital age. Mastering the art of writing professional emails is
essential for fostering positive relationships and achieving your goals
in the business world. Emails serve as a primary means of
communication, allowing individuals to convey information, make
requests, and establish professional relationships. Mastering the art
of professional email communication is essential for fostering
collaboration, building a positive reputation, and achieving success in

the professional realm. The basic and important prerequisites

s required to make an email professionally effective include:

1. Respecting Privacy and Confidentiality:

« Exercise caution when discussing sensitive information via email.

Double-check recipients before hitting send, and use encryption if

necessary. Avoid sharing confidential details unless it is within a

secure communication channel.

2. Clear and Concise Subject Lines:

« Subject lines should be concise and indicative of the email's

content. A clear subject line helps recipients prioritize and

understand the purpose of your message.

« Avoid vague or generic subject lines; instead, use specific

keywords that capture the essence of the email.

3. Understanding Your Audience:

« Before crafting an email, consider who your audience is. Tailor your

language, tone, and level of formality based on the recipient's role,

relationship with you, and cultural context.

« Be mindful of professional hierarchies and address individuals with

the appropriate titles, ensuring a respectful and courteous tone.

4. Polished Writing Style:

« Use a professional and polished writing style. Avoid colloquial

language, slang, or excessive use of emojis, as these can undermine

the professionalism of your message.

« Proofread your emails for grammatical errors and typos to maintain

a high level of professionalism
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5. Mindful Tone and Etiquette: © P

- Be mindful of your tone to strike a balance between friendliness and Q &091
professionalism. Tailor your tone based on the nature of the N
relationship with the recipient.
« Always use courteous language, express gratitude when
appropriate, and avoid using all caps or excessive exclamation
marks, which can be perceived as unprofessional.
6. Managing Attachments:
» Clearly mention any attachments in your email and ensure they are
well-labelled. Avoid sending large files unless absolutely necessary,
and consider using cloud storage links for easier accessibility.
: 7. Professional Courtesy:
2 « Follow up on important emails if you haven’t received a response
within a reasonable timeframe. Use professional courtesy and
TR acknowledge emails promptly, even if it’s just to confirm receipt.
Mastering the art of professional email communication is an ongoing
process that requires attention to detail, adaptability, and a
commitment to maintaining high standards of professionalism. By
honing these skills, professionals can enhance their communication
effectiveness, build stronger professional relationships, and
contribute to their overall success in the business world.

Gatla Srilekha
BBA 2B
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EFFECTIVE BUSINESS PRESENTATIONS: ‘i@“ﬁ
TIPS FOR IMPACTFUL DELIVERY [

In this modern world of business and technique, Its, very challenging
and difficult to find people with various sets of skills and talents in
various fields. Business requires beyond just software knowledge of
a candidate But, in this present generation its, easy to find people
with software and other knowledge but people often miss out the
most important factor which is personal skills and interactive skills
which are the actual basics of a job or business. Their first most
importance factor is nothing but presentation skills, their clarity in
speaking, body posture, eye contact, movements, confidence level,
s personal creativity, humour and what not. Candidates going for
interview or Business often Forget these important factors Which
takes a toll impact on the observer or the interviewer. Business
presentation is more than just a series of aesthetically pleasing
slides. A presenter should focus on being Able to convince the target
audience about the relevance of his/ Her idea, product, work or
proposal.
Tips for impactful Presentations:
« Body language: The very first most important element
is maintain a proper body posture, gestures, eye contact,
expressions, and position in front of the audience.
« Verbal communication: The way to use language in delivering
messages play a vital role in how your audience will receive your
presentation. Speaking clearly and confidence evidential is more
important, also think before speaking and he/she must be audible to
all the listeners.
« Tell a story of your business: Story telling is a powerful tool these
days. It is easier for the audience to follow you and might relate to
something maybe they have gone through the same or similar
situation.
« Be enthusiastic: Your presentation also depends on the energy that
you create in that room. Be energetic before the presentation with
some inspirational quotes or music that might help.
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« Speak Naturally: Yes, this is a business you should use some
specific language and terms but make it natural in some situations
you might not sound right that can make things awkward which might
make the audience lose interest on your matter. Connect with you
audience: Try building a friendly atmosphere around you, be open
with others in the room, share your goal, your likes-dislikes, what
inspires you most etc, which can pick others interest as well.

» Prepare cv/ resume: Prepare your resume well organised and
presentable, do not add everything which might not be required, first
read the job details and mention your skills, accordingly. Also do
mention your achievements but do not make it look like self-praising.
« Express your ideas visually: Business presentations are usually
lengthy and if your presentation contains all text it is going to be
boring, do add some pictures, graphs, images, videos etc. related to
the matter, find out creative ways to present it such as templates.

« Be active listener: Just presenting yourself or speaking yourself is
not enough, being an active is very important, this will help you gain
more insight, also understand the viewers, their opinion.

« Conclude: Before concluding yourself, give a chance to the
audience to raise questions so that clarify any doubts and give
feedback, be attentive to answer the questions. Lastly conclude
yourself by once again revising the main topics of the session before
saying a thank you.

M.Sruthi
BBA - 2B
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NAVIGATING THE WORLD OF VIRTUAL ‘i,&%‘%
Y &0‘9’

MEETINGS:BEST PRACTICES S

In the ever-evolving landscape of remote work and virtual
collaboration , mastering the art of virtual meetings has become vital
for professionals across the world. Whether you're an experienced
remote worker or a trainee trying to adapt to a new hybrid work
model, employing best practices for virtual meetings is crucial for
effective communication and collaboration. Here are some key
strategies to navigate the world of virtual meetings successfully:

1. Check Everything Before You Connect:

Ensure your audio, video, and internet connection are reliable.
s Familiarize yourself with the meeting platform's features to minimize
technical glitches during the session.

2. Make a Professional Environment:

Set up your workspace in a well-lit, quiet area. Consider using a
virtual background or ensure your surroundings are neat and
professional to maintain a dignified appearance.

3. Audio Etiquette:

Mute your microphone when not speaking to eliminate background
noise. Unmute only when you need to contribute to the discussion to
keep the meeting focused and free from distractions.

4. Turn on the Video:

Whenever possible, turn on your camera. Visual engagement
fosters a sense of connection among participants and helps to
establish a more personal and collaborative atmosphere.

5. Structured Agenda:

Clearly define the meeting's agenda and share it in advance. This not
only keeps the discussion on track but also allows participants to
prepare in prior and contribute meaningfully.

6. Time Management :

Respect participants' time by starting and ending meetings
promptly. Break longer meetings into smaller ones, and consider
scheduling shorter, more frequent sessions for increased
productivity.
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7. Keep Participants Engaged:

Foster an inclusive environment by actively encouraging all
participants to contribute. Utilize features like polls, chat, screen
sharing , visual aids and Q&A sessions to involve everyone, especially
in larger meetings.

8. Coordinate between Time Zones:

If your team spans different time zones, schedule meetings at times
convenient for all participants. Consider rotating meeting times to
distribute the burden of inconvenient hours.

9. Record Meetings:

Record meetings for participants who couldn't attend or for future
reference. Make sure to respect their privacy and inform participants
about the recording in advance.
10.Post-Meeting Follow-up:

Summarize key points, action items, and deadlines after the meeting.
Share this information promptly to reinforce accountability and
provide a reference for ongoing work.
11.Continuous Feedback:

Seek feedback from participants regularly to identify areas for
improvement. Use this input to refine your virtual meeting practices
and adapt to the evolving needs of your team.

By incorporating these practices into your virtual meeting routine,
you'll not only enhance the efficiency of your remote collaborations
but also contribute to a positive and conducive virtual work
environment.

Tanusha Ande
BBA 2A
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CRAFTING A POWERFUL BUSINESS :;, \‘9@&

MESSAGE: STRATEGIES FOR CLARITY & &°
AND IMPACT

As you embark on the journey of mastering the craft of crafting
compelling business messages, allow us to offer insights and
strategies to elevate your communication game. The realm of
effective messaging is a blend of strategic thinking, creative
execution, and a deep understanding of your target audience. Join us
as we delve into the intricacies of crafting messages that resonate
and leave a lasting iimpact At the heart of effective communication
lies a profound understanding of your audience. Before crafting your
: message, take the time to analyse the demographics,
preferences, and pain points of your intended recipients. Tailoring
your message to suit their needs and communication style is
fundamental to fostering meaningful connections.
Simplicity is paramount. Embrace the wisdom of the KISS principle -
"Keep It Simple, Silly." Your message should be devoid of
unnecessary complexities and convoluted language. Clarity is key to
ensuring that your message is easily comprehensible and resonates
with your audience.
Central to any effective business message is the articulation of
benefits. Clearly elucidate how your message adds value to your
audience's lives or addresses their concerns. Highlighting the
benefits upfront serves to capture attention and compel action.
Stories have the power to captivate and inspire. Integrate narrative
elements into your message to engage your audience on a deeper
level. Whether recounting a customer success story or narrating the
journey of your organisation, storytelling adds depth and authenticity
to your communication.
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Visual elements play a pivotal role in enhancing the impact of your "0,&%9
message. Incorporate relevant images, infographics, or videos to :,Q”’ &oﬁé
complement your textual content. Visuals not only break the 5\9'”
monotony but also facilitate better comprehension and retention of
information. Every effective business message ulminates in a

compelling call to action. Clearly articulate the desired outcome and

prompt your audience to take the necessary steps. Whether it entails

clicking a link, attending an event, or making a purchase, the call to

action serves as the linchpin of your message.

Lastly, embrace a culture of continuous improvement. Test different

messaging approaches, gather feedback, and refine your
communication strategies based on insights gleaned from analytics

and audience response. Success in communication is an iterative

process that requires adaptability and a willingness to learn from
experience.

In conclusion, crafting a powerful business message demands

meticulous attention to detail and a nuanced understanding of your

audience. By adhering to these strategies, you can create messages

that resonate, inspire action, and drive meaningful engagement.

Amali
BBA 1(H)
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SOCIAL MEDIA FOR PROFESSIONALS: "23;‘ﬁ
Q" a0

BUILDING A STRONG ONLINE PRESENCE S

Social media has great potential for professionals to interest
managers to hire them and for companies to attract customers. It is a
really cost effective method for garnering attention of potential
customers and companies at a wide scale. For making use of that
potential to the fullest, professionals need to build a strong online
presence. Building a solid online presence is not just for businesses.
It’s a must for every online community member, whether you’re a
business owner, social media influencer, marketer, or freelancer.

With a well-curated professional profile, you can make yourself more

s visible in the job market, win customers for your business, and even
attract partnership opportunities. The Harris Poll survey suggests that
hiring managers agree that social media is an effective tool for
screening candidates and Oberlo shows that 81% of customers do
online research before purchasing a product. This shows having a
strong online presence is a must. To have a strong online presence
you need :-

1. Segmentation:

Social media is all about segmentation. Are you targeting younger
users? Then use TikTok or Twitch. Older customers might prefer
Facebook or Instagram, whereas B2B sales require a

presence on LinkedIn. Identify who your typical users are and zero in
on those you want to target. This way you’ll reach a segment that’s
best suited to your work.

[

2. Be human:

With every share, like, hashtag, comment or follow, social media
users are actively engaging with your content. To maximize this, be
yourself. Be approachable, honest and real. Talk directly and
honestly to your customers and they’ll reward you with their loyalty.
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3. Build and Enhance Your Website: O P

The best way to establish your online presence is to have a Q &0‘95
professional website that showcases your services and skills. Study N
how to play with color and photo elements to build a website that

represents you. Apart from that, you can also boost your web

presence by adding your portfolio. Your website must also be fully

optimized to be responsive, intuitive, and easily navigable. It won’t

hurt if you can make it mobile-friendly, too. It conveys that you care

about your prospective client’s time, business, and trust.

Sumadhur
BBA 1B
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THE IMPORTANCE OF ACTIVE LISTENING ‘i&%ﬁ
IN BUSINESS COMMUNICATION ?@cﬁ&

Effective communication lies at the heart of every successful
business interaction. Whether it's negotiations, team meetings, or
client consultations, the ability to convey ideas clearly and
understand others' perspectives is paramount. While speaking
eloquently and articulately is often emphasized, one aspect that is
frequently undervalued yet equally vital is active listening. Active
listening is not merely hearing what someone is saying; it's about fully
engaging with the speaker, comprehending their message, and

providing appropriate feedback. In the dynamic landscape of

s business, where decisions are made swiftly and information flows
rapidly, mastering the art of active listening can be a game-changer
through.

1. Fostering Trust and Relationships:

One of the primary benefits of active listening in business
communication is its role in building trust and nurturing relationships.
When employees, clients, and stakeholders feel heard and
understood, they are more likely to develop a sense of trust and
loyalty towards the company. In contrast, failing to listen attentively
can lead to misunderstandings, resentment, and strained
relationships, which can ultimately harm business prospects.

2. Strengthens Leadership Skills:

Effective leadership hinges on the ability to communicate
persuasively, inspire teams, and foster collaboration. Active listening
is a cornerstone of effective leadership, enabling leaders to
empathize with team members, address their concerns, and provide
meaningful feedback. By actively listening to employee feedback and
incorporating their ideas into the decision-making process, leaders
can cultivate a culture of empowerment and ownership. This, in turn,
boosts employee morale, productivity, and loyalty, driving
organizational success in the long run.
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3. Improving Decision-Making: ®© o o
In the dynamic landscape of business, sound decision-making is ;,Q“’ &3@
critical for success. Active listening plays a pivotal role in this ;\9":
process by ensuring that decision-makers have access to
comprehensive information and diverse viewpoints. By actively

listening to different stakeholders and considering their perspectives,

leaders can make more informed decisions that reflect the interests

and needs of the entire organization.

4. Reducing Miscommunication:

Miscommunication is a common pitfall in business, often leading to
errors, delays, and even conflicts. Active listening acts as a powerful
antidote to miscommunication. By clarifying information, asking
questions, and seeking feedback during conversations, individuals
can ensure that messages are accurately understood. This reduces
the risk of misunderstandings and minimizes the potential for costly
mistakes.

In conclusion, active listening isn't just a communication skill; it's a
mindset—a fundamental component of effective interpersonal
interactions and organizational success. By cultivating a culture of
active listening within the workplace, businesses can unlock a myriad
of benefits, including stronger relationships, enhanced problem-
solving capabilities, and heightened customer satisfaction.

Satvika
BBA 1B
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STRATEGIES FOR CONSTRUCTIVE ‘i,&%"
FEEDBACK IN THE WORKPLACE &

Constructive feedback is an essential aspect of fostering a positive
and productive work environment. It plays a pivotal role in employee
development, team collaboration, and overall organizational success.
Effective feedback provides employees with insights into their
performance, identifies areas for improvement, and encourages
professional growth. However, delivering constructive feedback
requires a thoughtful and strategic approach to ensure it is well-
received and contributes to a culture of continuous improvement.

Strategies for Constructive Feedback:

1.Be Specific and Timely:

Constructive feedback should be specific and provided in a timely
manner. Addressing issues promptly allows employees to connect
their actions with the feedback, making it more relevant and
actionable. Instead of vague statements, provide concrete examples
that highlight the behavior or performance in question.

2.Focus on Behavior, Not Personality:

When giving feedback, concentrate on specific behaviors or actions
rather than making it personal. Employees are more likely to accept
and act upon feedback related to their actions, skills, or tasks, rather
than criticism of their personality or character.

3.Use the "Feedback Sandwich" Technique:
The feedback sandwich involves framing constructive criticism
between positive comments. Start with praise for something the
employee has done well, then address areas for improvement, and
finish with positive reinforcement. This approach helps balance
negative feedback with positive recognition.
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4.Encourage Two-Way Communication: © o >
Foster an environment where employees feel comfortable Q* &oﬁé
expressing their thoughts and concerns. Encourage them to share S\Ig{v
their perspectives on the feedback received, and be open to

discussions. Two-way communication promotes mutual
understanding and helps build trust between employees and
managers.

5.Set Clear Expectations:

Establish clear performance expectations from the outset. When
employees understand what is expected of them, feedback
becomes more targeted and relevant. Clearly defined goals and
objectives provide a basis for constructive feedback that aligns with
organizational expectations.

6.Use "I" Statements:

When delivering feedback, use statements to express your
observations and feelings rather than sounding accusatory. This
approach minimizes defensiveness and helps the recipient better
understand the impact of their actions. For example, say, "l noticed
that..." instead of "You always..."

7.0ffer Solutions and Support:

Constructive feedback is not just about pointing out problems; it
should also include guidance on how to improve. Provide actionable
suggestions and offer support in the form of resources, training, or
mentorship to help employees address the identified areas for
development.

[

8.Regular Check-Ins:

Instead of relying solely on annual or bi-annual performance reviews,
implement regular check-ins. Frequent, informal discussions allow for
ongoing feedback, ensuring that employees are aware of their
progress and can make adjustments in real-time.
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9.Acknowledge Effort and Improvement: © > o
v

Recognize and acknowledge employees for their efforts and Q &oﬁf
improvements. Positive reinforcement boosts morale and motivates 5\9":
individuals to continue striving for excellence. Celebrate milestones
and achievements, no matter how small, to create a positive
feedback loop.

10.Lead by Example:

Demonstrate the importance of constructive feedback by being open

to receiving it yourself. Managers who are receptive to feedback

create a culture where continuous improvement is valued, fostering a
positive and collaborative work environment.

5 Implementing effective strategies for constructive feedback is crucial
for nurturing a culture of growth and development within the
workplace. By being specific, timely, and fostering open
communication, organizations can build stronger teams, enhance
employee performance, and ultimately contribute to long-term
success. Constructive feedback, when delivered thoughtfully, serves
as a catalyst for positive change and empowers individuals to reach
their full potential in the professional realm.

K.Kausalya
BBA 2A
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