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Introduction

Excellent communication abilities are vital to rising to the highest levels in corporations.
Communication skills can ingratiate you among your colleagues, increase your worth among your
supervisors, and cause you to be respected among those subordinate to you. Communication is the
main key in all features of life, but it’s particularly vital in the office. Whether you are just starting out
in a corporation or are further along in your career path, communication skills are important.

Leadership is also another business skill that helps to develop the business. Manufacturing is
concerned with land, labor, capital, and entrepreneurship. Leadership is the main aspect that ensures
the whole organization works flawlessly; without leadership, all of the other business assets are
useless. Switched-on business leaders are mindful of the worries and anxieties of their employees and
are on top of new developments and growth in leadership practice and theory to establish more
effective working atmospheres (“How to Develop Employability Skills” 2017).

All prosperous companies, corporations, and businesses need effective leaders. The leadership of
effective and highly trained leaders is essential for establishing suitable goals for the company’s
success. Leaders are invaluable when it comes to expressing and communicating new strategic
guidelines and also interacting with and inspiring employees to increase commitment to
organizational goals. Continuing leadership skills training is vital to make sure that leaders are on the
correct track (“Essential Business Skills | Small Business” 2017).

Discussion

There are detailed business communication abilities and skills that are vital to the success of
businesses. There are nine effective communication skills that each professional must master.

Active listening skills:

It is the tendency to engage with and attend to new opinions in your communication. Paying attention
shows that you value views other than your own and are open to new ideas. Consequently, your
listener views you as an equal partner, and you can arrive at a resolution that benefits the greater
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good. An active listener will allow pauses for interruptions, restate other people’s arguments, and ask
guestions to sustain his or her engagement in a discussion (Newlands 2014).

Effective Writing Skills:

Effective writing uses specific statistics and illustrations in a written message to make a strong case
and communicate planned actions. Written communication for businesses must be brief but
informative and help the reader focus on only the most significant points. Excellent written
communication also includes adequate follow-up, which closes the communication loop and
demonstrates practical action toward the goals.

Verbal skills:

It is the capability to communicate data (thoughts, opinions, views, and information) clearly in words.
Similar to excellent written communication, oral communication in the office is also brief and precise
(scientists have discovered that today’s attention span is only up to 8.25 seconds). Oral
communication permits workers to engage with each other in person and come to a mutually
agreeable decision (Han 2017).

Inter-personal communication skills:

It builds confidence and strong relationships with important stakeholders in a business. Along with
other soft skills, positive interpersonal communication permits workers to discover common ground,
show understanding, and build trust with each other. Interpersonal communication is defined as a
connection not only at a business level but also at an individual level (Tourism 2011).

Team-work skills:

It results in effective interaction with others who might have different views and skill sets. In a
business situation, this means setting aside individual differences and working toward a common
goal. For teamwork to be successful, all parties must recognize that joint efforts are valued more than
individual contributions (“The Importance of Business Leadership,” 2017).

Presentation skills:

They present information and ideas to an audience in a way that is attractive, inspirational, and
effective. This technique of business communication permits one person, or a group of people, to
share suggestions to support an idea or argument. A skilled presenter is also a skilled storyteller,
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using data, stories, and examples to influence an audience toward an anticipated result (“10 Essential
Business Leadership Skills,” 2017).

Selling skills:

They involve urging stakeholders to support an idea, result, action, service, or product. Selling skills
extend beyond those whose occupations fall within the sales division. Workers with selling skills can
adapt these skills to inspire other workers to support a plan, team members to select a side, or
managers to propose new goods or services.

Effective Negotiation skills:

They involve reaching a mutually beneficial resolution by considering and leveraging the opposite
side’s motivations. A mutually beneficial or win-win resolution is one that both sides find favorable
and that sustains positive relationships for future interactions. In order to attain this result, you’ll need
to determine which factors will be most powerful and appealing to the opposite side.

Networking skills:

Networking involves showing business value and inspiring others to join your business network. In
order to network successfully, you'll need to be sufficiently motivated that others wish to connect with
you in some way. A large business network can also be a safety net, which means you have more
individuals to rely on when you need assistance, information, or services.

Leadership Skills

Here are eight main business leadership skills that are needed to be a successful leader:

Lead By Example

You can't be an indifferent leader, someone who is rarely around and unwilling to get your hands
dirty. One of the best ways to lead is by example, diving in where needed, lending a helping hand,
and making sure that your efforts are clearly understood by your group (“10 Essential Business
Leadership Skills” 2017).

Passion

A leader devoid of passion is not a leader. He's a paper pusher, a taskmaster, or a government
worker. Passion generates a lot of energy, and you can inspire others through your passion and
eagerness. That does not mean you have to be continually happy; it means you have grown to believe
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in what you are responsible for and what your corporation is achieving.

Be Organized.

A disorganized leader is not leading; he is rushing toward failure. Disorganization creates nothing but
further disorganization. If you're exhausted and untidy, your team will also be. When you are
prepared, you will be far more creative, and so will everybody else.

Delegate

You cannot do everything. A good leader needs to be able to delegate efficiently. The importance of
delegating is giving employees ownership of the work you allocate to them. They cannot just feel like
they own the work; they actually have to own it.

Take Ownership and Responsibility

Though you have delegated work and given your team ownership, you also have to take ownership
and responsibility at all times. Your team has to know that you will be there for them during both
good and bad times. That does not mean you excuse people for making errors or disregard poor work,
but it does mean you take responsibility for the larger picture.

Communicate Effectively

Everybody knows that great leaders have to be excellent communicators. But there are certain
aspects of communication that many people forget. For instance, it's important that you communicate
to workers how their efforts matter in the larger picture. Are they a cog, or does their work truly make
a difference?

Be Brave and Honest:

Cowardly leaders will shy away from any number of circumstances that arise frequently when running
a team. The project your team has worked on for six months just got deferred. Or you may have to
talk with somebody about their lack of effort lately.

Great Listener

A large part of being a great communicator is being a great listener. If all you do is talk, then you are
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not a leader. Keeping people engaged requires listening to them, asking about their questions, and
considering their concerns. When you listen more, you can respond more effectively and get to the
heart of matters much sooner (“6 Tips for Improving Your Business Communication Skills,” 2015).

Conclusion

Leadership skills and communication skills are taught all over the world. These courses are very
important to develop leadership and communication skills among the youth. Universities from all
corners of the world are offering master’s and Ph.D. programs to students in the field of leadership
and communication skills and enhancing the students’ abilities so that they can apply these tactics to
their businesses. The two skills are key skills that are needed by a successful businessperson. A good
leader can transform the whole country or nation and the whole world. A good leader leads their team
toward better results. A good leader works jointly with the team to ensure maximum output, and
effective communication skills lead to the satisfaction of employees and workers. Good
communication makes the environment friendly and motivating and leads to employees working
effectively. Communication skills are among the elementary skills that are required to effectively run
a business and make improvements in it. Leadership skills and communication skills are the building
blocks of all the skills that are required for a good business.
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