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Foundations of Business Communication: An Integrative Approach by Dona Young
illustrates that Business Communication has moved out of its bastion of memos and
emails. It has a much wider scope now and includes not just stereotyped communication
but also persuasive communication, team communication, global communication
grammar and the intricacies of research, which include data display and citing references.
Business Communication is becoming not just an essential requirement of a Corporate
House but also of an individual. In order to survive the onslaught of smarter and smarter
communicators, it is essential to be savvy and adopt an integrated approach while
communicating. This is what this book on communication is all about. Gleaning and
using skills will enable a communicator to make a higher grade.

As the first lesson in writing, the author exposes the techniques of Mind Mapping, Page
mapping, the Concept Web and the Information wheel. Once one of these techniques is
used, it will be a breeze to use the composing tools: Free writing, Focused Writing and
Forced Writing. Every business message has to be sent keeping in mind the Thinker or
the Feeler approach. While writing, the PEER Model should be approached-the Purpose,
the Evidence, the Explanation and the Recommendations-all for the reader.

With the growing importance of Business and the competition glaring all around, the
status of persuasion has almost become sanctimonious. Persuasive skills, to a large extent
assist in making new customers and retaining old ones. The job of persuasion becomes a
sticky task, as there is always the likelihood of resistance from some quarter. Verbal
persuasion, written persuasion and visual persuasion can be adopted to bring a person
around to your viewpoint. Young says that Persuasion is not an event; it is a process and
hence involves empathy, resolution, in case of a problem and offering of something that
exceeds the expectations of the customer in case of a disenfranchised Customer. Even a
neutral customer has to be handled with deft.

Just as communication has moved out of very traditional strongholds to more dynamic
ones, global communication has taken a center stage. With an ever-changing world
economy, the skills that are required to communicate across the global canvas have
increased. Hence language barriers are a major problem in the field of global
communication. Young gives guidelines that could immensely help the new globe- trotter
and the global communicator. Recruiting of Bilingual Staff and Interpreters, imparting
Language Skills, hiring supervisors to oversee language interpretation capabilities of the
members and developing mechanics to promote the sharing of bilingual written materials
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may help immensely. Communicating across cultures has to include observable
behaviour like talk, dress, etc whereas the bulk consists of attitudes which one has to
observe and learn. Young calls this the Cultural Iceberg –the tip of the iceberg represents
a culture’s visible behaviour while the part of the iceberg that remains “below the
waterline”-which represents the foundations of those behaviours.

The author also gives us elaborate rules of Grammar and how they should be applied in
business communication. The easily confused aspects of Grammar have been explained
lucidly and the elaborate exercises at the end of each chapter help both a novice and a
professional. The use of correct punctuation marks at the right place, the use of standard
punctuation and open punctuation and the correct use of conjunctions, tenses and verbs
have been covered in detail in the chapter on The Writers Handbook which has been
divided into 4 parts.

Dona makes her book a dynamic one as she brings in more ideas that would not be
probably found in a traditional book on communication. Young devotes several chapters
to the process of data collection and the display of the same. The demand for authentic
research is great but it is unfortunate that there is not enough research that can be labeled
as truly authentic or well displayed. Young takes us through the various stages of
research in a scientific manner. She talks of Quantitative Research and Qualitative
Research, both of which aim at unbiased and objective results. Young gets into many
intricacies of research. The scientific manner in which Review of Literature has to be
carried out by a researcher by having a critical eye for authentic sites and authentic works
has been shown. Young guides researches on how to conduct surveys, a focus group and
interviews in order to collect data for the study. Young also warns us about the
drawbacks of a survey, ‘which do not lie in constructing them, but in the limited
application of the information they produce’. Diagrammatical representation of the
techniques used to display research has been shown systematically. The use of Pie Charts
for broad and simple messages, Line Graphs for time related data, Flow Charts to
represent relationships between processes and people and tables for comparison and
contrast have been shown with examples, making it simple for the uninitiated too. An
elaborate part of the handbook has been dedicated to citing research based on the Gregg
Reference Manual (GRM) The Chicago Manual of Style (CMS) The Publication Manual
of the American Psychological Association (APA) and The MLA Handbook for Writers of
Research Papers (MLA). Elaborate information has been given on how to cite references
in the case of books, magazines, newspaper articles, websites, interviews e-mail,
television/radio broadcast etc.

Dona Young has structured her book by dividing it into chapters like any other book but
she also divides them into subparts depending on the importance and the length of the
chapter. Foundations of Business Communication: An Integrative Approach has elaborate
exercises at the end of each chapter. Some of these exercises are written ones while
others are team exercises, which give insights through interaction with a group. Besides
the exercises, the writer makes little note boxes for us and gives new insights through the
information that is put in these boxes in the form of coaching tips, vocabulary builders
and communication challenges
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The book will be helpful for anyone who is looking for a quality exposure on
communication. It is true to its word of being a book that is integrated in approach, with a
step-by-step guide to every aspect of communication. It is not a magical one-night
wonder, which promises to improve your communication in twenty steps. It is
voluminous and elaborate and hence requires an equally consciencious reading and
correct application while working on real life projects.


