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Mastering Basic Business Communication: A Deep
Dive into Lesikar & Flatley's Enduring Text
Effective communication is the lifeblood of any successful business. For decades, students and professionals alike
have relied on *Basic Business Communication* by Raymond V. Lesikar and Marie E. Flatley (and its subsequent
editions, often with co-authors) as a cornerstone text for understanding and mastering the art of professional
communication. This comprehensive guide explores the key principles presented in this influential book, examining
its enduring relevance and practical applications in today's dynamic business environment. We'll delve into the
core concepts, practical applications, and lasting impact of this seminal work on business writing, interpersonal
communication in business, nonverbal communication, and effective presentations.

Understanding the Core Principles of Lesikar & Flatley's Approach
*Basic Business Communication* isn't just a collection of rules; it's a framework for understanding how
communication works within a business context. The authors emphasize a clear, concise, and audience-centered
approach. This means tailoring your message to the specific recipient and their needs, understanding their
perspective, and choosing the most effective communication channel. The book thoroughly covers various
communication methods, including written communication (business letters, memos, emails, reports), oral
communication (presentations, meetings, interviews), and the increasingly important visual communication.

Lesikar and Flatley's methodology focuses on the communication process itself. They meticulously break down the
process into its constituent parts: sender, message, encoding, channel, receiver, decoding, feedback, and noise.
Understanding each of these elements is critical for creating effective communication strategies. The book
emphasizes the importance of active listening, a skill often overlooked, but crucial for understanding the receiver's
perspective and responding appropriately. This foundation in the communication process helps readers build a
solid understanding of professional communication skills.

### Emphasis on Clarity, Conciseness, and Professionalism

One of the hallmarks of Lesikar and Flatley's approach is the consistent emphasis on clarity and conciseness. They
advocate for straightforward language, avoiding jargon and overly complex sentence structures. The book provides
practical guidance on writing clear, concise, and grammatically correct business documents. This focus on precision
is essential for avoiding misunderstandings and ensuring effective communication in a professional setting.
Furthermore, the book instills the importance of maintaining a professional tone and demeanor in all business
interactions.

Practical Applications and Benefits of Mastering Business
Communication
The practical benefits of understanding and applying the principles outlined in *Basic Business Communication* are
substantial. Effective communication directly impacts productivity, efficiency, and profitability. By mastering the
skills presented in the book, professionals can:

Improve workplace relationships: Clear and respectful communication fosters stronger working
relationships, reducing conflicts and improving teamwork.
Enhance professional credibility: Well-crafted communications project professionalism and competence,
building trust and confidence among colleagues and clients.
Increase efficiency and productivity: Concise and targeted communications save time and resources,
streamlining workflows and improving overall efficiency.
Drive better decision-making: Clear and accurate information exchange leads to more informed and
effective decisions.
Negotiate more effectively: Understanding the nuances of communication allows for more successful
negotiation outcomes.

The Enduring Relevance of Lesikar & Flatley's Work
Despite technological advancements and evolving communication trends, the core principles presented in *Basic
Business Communication* remain remarkably relevant. While the specific communication channels may have
changed (e.g., the rise of email and social media), the underlying principles of clarity, conciseness, audience
awareness, and effective message crafting remain timeless. The book's focus on the fundamental aspects of the
communication process provides a strong foundation adaptable to any communication context. The emphasis on
ethical communication and cross-cultural awareness further enhances its enduring value in today’s increasingly
globalized business world.



Basic Business Communication Raymond V Lesikar Marie E

Basic Business Communication Raymond V Lesikar Marie E
2

Beyond the Textbook: Implementing Effective Business
Communication Strategies
The knowledge gained from *Basic Business Communication* is not merely theoretical; it's designed for practical
application. To maximize its impact, consider these implementation strategies:

Practice active listening: Consciously focus on understanding the speaker's message, both verbal and
nonverbal.
Seek feedback regularly: Ask for feedback on your communication style and make adjustments as
needed.
Develop strong writing skills: Practice writing clear, concise, and grammatically correct documents.
Utilize various communication channels appropriately: Select the best channel for each message
(email for formal communication, instant messaging for quick updates, etc.).
Embrace technology effectively: Utilize communication tools such as video conferencing and project
management software to enhance collaboration and communication efficiency.

Conclusion
*Basic Business Communication* by Lesikar and Flatley offers a timeless framework for understanding and
implementing effective communication strategies in the business world. Its emphasis on clarity, conciseness,
audience awareness, and the communication process provides a solid foundation for building strong professional
relationships, improving productivity, and driving success. While the specific communication channels may evolve,
the core principles outlined in this enduring text remain invaluable for anyone seeking to master the art of business
communication. By actively applying these principles and continuously refining your communication skills, you can
significantly enhance your professional effectiveness and contribute to the success of your organization.

Frequently Asked Questions (FAQ)
Q1: Is this book suitable for beginners?

A1: Absolutely! *Basic Business Communication* is designed to be accessible to beginners, providing a
comprehensive introduction to the fundamental principles of business communication. The clear and concise
writing style makes it easy to understand, even for those with limited prior knowledge.

Q2: How does the book address nonverbal communication?

A2: The book dedicates significant attention to nonverbal communication, recognizing its crucial role in shaping the
overall message. It explores body language, tone of voice, and visual aids, emphasizing how these elements can
either reinforce or contradict verbal communication.

Q3: What types of business writing are covered?

A3: The book covers a wide range of business writing forms, including memos, emails, letters, reports, proposals,
and presentations. It provides detailed guidance on the structure, style, and tone appropriate for each format.

Q4: How does the book address cross-cultural communication?

A4: Increasingly important in today's globalized business world, the book highlights the importance of
understanding and adapting to different cultural norms and communication styles. It emphasizes sensitivity and
awareness when communicating across cultures.

Q5: Are there any practical exercises or case studies included?

A5: Yes, many editions of the book include practical exercises, case studies, and examples to reinforce learning
and aid in the application of concepts.

Q6: Is this book still relevant in the age of social media?

A6: While the digital landscape has changed significantly, the core principles remain highly relevant. The book's
focus on clear, concise, and audience-centered communication is applicable to all forms of communication,
including social media.

Q7: What makes this book different from other business communication texts?

A7: Lesikar & Flatley's book is renowned for its clear and structured approach, its comprehensive coverage of
diverse communication methods, and its enduring focus on the fundamental principles of effective communication.
Its practical, step-by-step guidance sets it apart.

Q8: Where can I purchase the book?

A8: You can purchase the book online through various retailers like Amazon, Barnes & Noble, or directly from
academic publishers. Check your local bookstore or university library as well.
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Mastering the Art of Basic Business Communication: A Deep Dive
into Lesikar & Flatley's Enduring Legacy
The textbook "Basic Business Communication" by Raymond V. Lesikar and Marie E. Flatley has lasted the ordeal of
years as a cornerstone in the domain of business education. This comprehensive resource presents a strong
framework for comprehending and efficiently utilizing communication techniques in a professional context. This
essay will investigate into the core concepts discussed in the book, highlighting its practical implementations and
lasting relevance in today's dynamic business world.

The creators' approach is characterized by its straightforwardness and applicability. Instead of providing a sterile
explanation, Lesikar and Flatley embed many real-time examples and case studies throughout the book. This
renders the principles quickly understandable and directly applicable to students regardless of their background.

One of the central topics explored is the value of clear and concise communication. The manual stresses the
requirement to adjust your message to your receiver, considering their knowledge and needs. This entails carefully
choosing your words, structuring your information logically, and using appropriate manner. For instance, a formal
email to a client will differ significantly from a informal conversation with a colleague.

The publication also addresses various forms of business communication, including writing successful memos,
presenting impactful presentations, and managing successful meetings. Each unit offers step-by-step guidance on
the procedure involved, enhanced by practical drills to solidify understanding.

Moreover, the creators' attention on nonverbal communication is important. They acknowledge that body
language, tone of voice, and even attire can dramatically influence the impact of a message. Understanding and
controlling these nonverbal indicators is crucial for establishing rapport and successfully conveying your intended
message. This dimension often gets overlooked, but it is integral from successful communication.

The book's continuing effect on business communication instruction is undeniably significant. Its clear layout,
practical examples, and easy-to-understand language have allowed it an priceless resource for countless learners
over the time. Its guidelines remain highly pertinent in today's rapidly changing business environment, where
effective communication is vital for success.

Implementing the concepts outlined in "Basic Business Communication" demands a dedication to practice and skill
development. Consistent exercise in writing, speaking, and hearing skills is key. Getting feedback from peers and
incessantly endeavoring to improve your communication techniques will significantly boost your effectiveness.

In summary, "Basic Business Communication" by Lesikar and Flatley offers a lasting and practical guide to
conquering the art of business communication. Its clear descriptions, real-time examples, and applicable drills
make it an indispensable resource for students at all points of their professions. By utilizing the principles
presented within, individuals can significantly boost their communication skills and achieve greater achievement in
their professional lives.

Frequently Asked Questions (FAQs):

1. Q: Is this book suitable for beginners?

A: Absolutely! The book is written in a clear and accessible style, making it ideal for those with little prior
experience in business communication.

2. Q: What makes this book different from other business communication texts?

A: Its emphasis on practical applications, real-world examples, and a step-by-step approach sets it apart. It’s less
theoretical and more focused on immediately applicable skills.

3. Q: Can this book help me improve my writing skills?

A: Yes, a significant portion of the book is dedicated to improving various writing skills, including letter writing,
email composition, and report writing.

4. Q: Is this book relevant in today's digital age?

A: Yes, while it was written before the ubiquity of digital communication, the fundamental principles of clear,
concise, and audience-focused communication remain timeless and highly relevant in today’s digital landscape.
The book's principles adapt well to various communication channels.
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