Digital business communication

[bookmark: _GoBack]Communication permeates all aspects of our personal and professional lives. It is the key to having positive interactions and to building and maintaining favourable relationships. The ability to communicate and to have that message understood is vital in today’s world. The core principles apply, no matter how complex or advanced the technology becomes. Effective business communication involves both the sender and the receiver, but the sender must take responsibility for achieving the four basic goals of business communication: 1) Receiver understanding, 2) Receiver response, 3) Favourable relationship, 4) Organizational goodwill. Business communication may be internal or external, formal or informal, work-related or personal. Messages may flow vertically upward from workers, vertically downward from managers, or horizontally between or among workers who report to the same supervisor. Serial communication can occur in either horizontal or vertical communication.
In the 21st century it is the norm for employees to be working across multiple locations, hours and devices, the workforce no longer confined to a single office environment. Recently, digital transformation has been the business holy grail. Digital technology is spreading unprecedented amounts of information to more people in more places than any time in human history. Used properly, Digital Communications can help generate sales leads, retain customers and handle customer queries. Not to mention the fact that, as more media embrace social media, businesses can better announce their business news, new products or sales and they can easily identify opportunities for media coverage. Digital technology touches every life in or out of business consequently, sellers and buyers need to communicate better with each other.
Digital business communication is characterised by the following features:
#1. Real-time communication - Communication once required physical, face-to-face meetings, however, today, with the introduction of instant messaging apps communication has become faster, easier, more reliable and more effective.
#2. Instant and Fast-Paced Communication - Communication using digital techniques is instant. As soon as the sender hits the Submit, Enter, or Send key, the message is available to the audience in a matter of microseconds. The business benefit of instant communication is obvious—little to no delay of valuable information being sent to individuals, customers, or the organization. Responding to a competitor’s new product release, informing colleagues of project status, scheduling an “all-hands” meeting, and acknowledging a customer complaint are all accomplished nearly instantly.
#3. Extensive Communication - Another benefit of digital business communication is that it is extensive. One email message or text message can be easily routed to hundreds of employees and thousands of customers at the same time. A post on social media can be seen by millions of customers. Never before have we had the “reach” that a single digital communication can provide. Additionally, digital communications can be extensive in their contents as well; while sending a printed forty-page report by mail has associated costs, it’s virtually cost-free to send the same content digitally.
#4. Analytics - Modern technology allows businesses to make better and more informed decisions about their business activities based on actual data. For example, a business can identify peak business hours and adjust their manpower to support the influx of calls. This helps companies to make decisions about their business communication strategies in more meaningful, strategic ways.
#5. Personalization - Technology’s ability to easily create a more customized customer experience makes a huge impact on businesses today. Customers are actually more likely to purchase a product if the message was specifically tailored and personalized for them.
#6. Transparency - When information readily available via a simple Google search and a few clicks, customers put a greater demand on transparency. They want to know everything they can about a product or service so providing customers with easy access to important information about what they are looking for establishes a sense of credibility—that will ultimately translate to better customer relationships and repeated purchasing.
#7. Mobility - Digital technology (e.g., smartphones, tablets, and laptops) has placed a lot of emphasis on an employee’s ability to work from anywhere and at any time. Coupled with robust productivity and communications software, you basically can transform any location into a fully-functional office that allows you to collaborate, coordinate, and get work done.
What tools can businesses use?
Businesses of all shapes and sizes who operate in this digital environment need reliable, and secure communication tools to run an efficient enterprise, to serve and satisfy customers. We can choose from numerous digital communications tools, including: email, instant messaging, mobile and desk phones, audio conference calls, webinars, online presentations, virtual meetings video conferencing, Twitter, LinkedIn, Facebook – the list goes on. We can feel overwhelmed by the tools that are available to us. 
If we are not sure what they are for or how and when to use them, technology can in fact hinder rather than empower us. However, a portfolio of the latest communications tools used correctly will improve our productivity and effectively make our lives easier. Selecting the right communications tools depends upon on the task and the communications itself. It can also be dependent on your location, whether you are at your desk, on the move or working from a coffee shop and whom you want to talk to. The crux is that these tools are all useful in isolation but together and used correctly, they combine into a powerful communications solution that will make your life easier and make you more productive.
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