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Metodický list/anotace: 

Materiál slouží k seznámení se základní odbornou slovní zásobou pro studenty ekonomických oborů. 

Jedná se zejména o termíny z oblasti ekonomie.  

Studenti odhadují na základě svých znalostí význam slov. V případě potřeby pracují se slovníkem.  

 



Communication in business 



Communication 

• communication is about passing 

messages between people or 

organisations 

• one-way communication is when the 

receiver cannot respond to a message 

• two-way communication is when the 

receiver can respond to a message 



Basic types of communication 

• internal communications happen within the 
business 

• external communications take place between 
the business and outside  

• vertical communications are messages sent 
between staff on different levels of the 
organisation hierarchy 

• horizontal communications are messages 
sent between staff on the same level  

• formal communications are official messages  

 



Com errors 

• insufficient communication 

• information overload 

• unclear message or technical jargon 

• too many e-mails or too much paperwork 



Remember 

• two-way com allows confirmation the 
message has been both received and 
understood 

• communication makes a big impact on 
business efficiency 

• staff training that emphasises the need to 
limit communications can help avoid the 
inefficiencies associated with information 
overload 
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