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FORUM

Talk on Communication Skills for
Business Applications

EMGIMEERING EDUCATION TECHMICA L DRAISION

Ir. Chew Fleng tuen

he Enninesing Educotion Technic o Division co-orgonise o

o toll on "Com municofion Skl for Busines: Applic otions™

with Engineer Auwtrdio Molowsio Chopter ond  the
Imstitution of Mechonicd Engiresrs Maoloy:sio Bronch on 27
Februcne 2017 ot Wismo [EM.

The tolk, cttende d by 32 poticiponts. wos deliversd by
Ir. OrLling Chen Hoe, Senior Geneml Monogerond Diector
of Meiden Moloysicn

Ir. Dr Ling stoated by eviewing the voiouws modes of
communicotion thot hum oneg hod used, from ancient times
to the present done.

Modem communicotion methods include  one-wony
(memao. foosimile. e-mal, letten. two-woy (phone coll. in-
penon). to colobommtive (feom meetings, consdtotions.
conEens U decision maklng. group proble m solving).

According to I Dr ling. o worler spenck 80% of the doy
on communication eloted tosks. 368% tndng to contoct
peope, looking for information and scheduling meetings.
while 14% iz spent on duplicofing inform otion ond dealing
with urwcnte o com m anication.

He scid the bosic com municotion pincide i@ thot in oy
type of comm unicotion. there i o s:ender and o ecipient.
The sender sends inform otion ond the recipient decodes
the receive d inform ofion and e ponds aoccorcdngly 1o thot
he,fshe undestonds the inform otion.

Az zuch, the sender must be concize and cleor o to the
purpose ond objective of the communication. One must
oo be owome of the oudience ond use language thot is
suitcble for the intended cudence . Ir. Dr ling stressed thot
clonity iz wital in ony form of com municotion. One must use
cleor and precise longuoge so thotthe intended messone
will not be mizundestood. Losthy. the recipient must activehy
listen ond then clanfy hisfher undestondng of the messooge
being com munic oted.

In omy buwines amaonizotion. he expodned. thew
will be extemal ond internd communicotions. Extemol
communicotion is thot between on orgonization ond its
cuztomens, governme nt age noies, clients, public and:o on;
intfernal comm unicotion i thot within the orgonisotio nitaelf

Ther o two choannels of intermal communicotion:
Formaol ond informal. Formd communicotion consists of
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formol repofs,. memos. bieing: ond meestings. Thess
con be communicoted upword, dovwrnword horizontall
or  dioggonolly throughout  the ormgonisotion higrochy
Imfiorm o chonnels ae inform o em k. od-boc tolls andthe
o IopeEvine .

Ir. Dr ling scid the most common communication
prokdems in the workploce ore longuooge bomes. pesonc
izzues fwhere em plovees: ollow pensonol daagreements to
offect compony communicotion). lock of feedbock on
communicotion and poorlistening skills .

Other bamers to effective comm unication include
filteing of infom otion :o thot it will b2 seen oz moe
fowourgkble to the recevern sslective perception by
the receiver bosed on hisfher own needc: and personol
chomoctenstics os well o5 defensivenss: by the receiver
which m ooy retord the com m unicotion.

Ir. Dr ling then discwed the bosic tvpes of
communicotorns: Assertive, aggessive, possive ond possive-
o gressive. He scid osserdive com municotor will cleaty ond
respectfully communicate their own needs and ztrive for
m utuclly sotisfoctony solutions . Agaressive comm unicotors
will cftem pt to get their own won thiough monipulotion ond
contiol toctics. Onthe other hond possve comm unicotors
will try cnd cwoid confrontafion: they are alio com piont
cnd often put the needs of othe s before their own. Losthe.
potsive-oggresive communicoators e thoss who owoid
direct conflontation but wil not hesitaote to use devious
meon: to get their own woy.

Ir. Or Ling then discused the effects of generotioncl
differences on effective communication a:  troditionalists
(222-1245), boby boomen (124512440, Senertion X
N2as-1230) ond  millennicl: (1281-2000) howe  different
wions of communicction. One needs to communicote
oocorddng to the generotionol bockgound of the ecipient
o eoch genemtion hos  distinet oftitudes.  be howviours.
expectations, hobit: and motivationol buttons. learming
to effectively com munic ote with someone fiom o diffe e nt
genserction con eliminate mojpr confriontations and
misunderstandings inthe worlploce.

Culture gko ploys o part in effective comm unic otio nz.
Ir. Orling scid it iz im perotive to develop an understanc ng



F. Chew Wby Yue moifthe Engiree fng Sdlucabion Techmizal Chvision
pesenting aaen e o b O Ling Chen Hoe

of. ond o deep eipect for cultural difference: in oder to
howe effective communicotion with business ossociotes
from different culturd bockgrounck.

Hz elgborcted on the highcontext versus the low-
context cultures of wvonow nofiondities. Hoh-contest
cultures o those which rely heovily on non-verkbd. subfle
situctional cues while low-context cultures ae those which
rely heowily on words to convey meoning .

[r. Or Ling scid successful leodern ar diso successful
com m unicotors. They use communicotion o6 o medn:
to connect with the public ond this is whot mokes them
effective. Similarh. whether o buwsines: succeedck ar foils.
it clso hinged on trust ond com municotion between the
business pontners.

The tdk ended with the chodman of the session. I
Chew Weng Yuen, presenting o mementoto k. D ling. W
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