Business Communicators Innovating with Mobile

As the third major revolution in business communication in the past two decades (after the World
Wide Web and social media), mobile communication has the potential to change nearly every
aspect of business communication. Here is a small sample of the ways companies are putting
mobile to work.

Training

In the face of changing markets, government regulations,
and other forces in the business environment, developing
and maintaining employee skill sets is an ongoing chal-
lenge for most companies. The challenge is made even
more difficult when employees are constantly on the
move or geographically dispersed. With training materials
developed specifically for mobile devices, companies can
deliver training content when and where it helps employ-
ees the most.®
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Incident Tracker (s

[fNevrint‘rdemﬂ [0 Unresolved]
@ Property: 2330 James St.

@ On-site manager: Cecilia Da Gama Distributed Decision Making

@ Issue: Protest filed by neighboring
property owner

A complementary aspect to managing remote workers via mobile apps is giving
@ Notes: Last week, the owners of 2332 . L. . .
James st. filed a protest with the city employees the authority to make decisions in the field, rather than relying on
zoning office about the height of our
building. They claim we violated our
permit by including roof terrace space.

@ Action: | notified in-house counsel and mobile apps include tools for data visualization, collaboration, and data collection
requested a review of the protest and an . . . . .
analysis of our options. We are obligated to help on-site employees and supervisors communicate and coordinate their
to build out 200k square feet.

managers back in the office. In the oil and gas industry, for instance, specialized

efforts. This capability can be particularly vital after accidents or other crisis events,
because it lets employees who are on the scene choose the best course of action
without delay.’

Mobile Glossary Bandwidth

» ; A measure of the data-carrying capacity of a mobile,
In addition to terms defined elsewhere in the book, here are some o . . .
Wi-Fi, or other network connection; streaming video and

helpful mobile terms. other demanding applications require a broadband connection,
3G, 4G, and 5G but there’s no general agreement on exactly what constitutes
Successive generations of mobile phone technology, although the broadband.

enerational boundaries are loosely defined and each generation .
§ Y 8 Cellular Versus Mobile

Havdlostes el it ac o oty (ted nweltopless o gl el Two terms for the same concept; cellular (derived from the way

we're in a transition from 3G to 4G now, and 5G (whatever it ends

i o phone networks are configured) is used mainly in the United
up being) won't arrive for at least several more years.

States, whereas mobile is used more generally around the
Android and iOS world and is also more descriptive, so that’s the term used
The two major operating systems/platforms for mobile devices. in this book.

Android devices are made by a wide variety of manufacturers, but

iOS devices are made only by Apple.




Remote Workforce
Management

Dispersed workforces also present a
variety of supervision and manage-
ment difficulties. Mobile workforce
management apps can address many of
these problems, from basic functions
such as ensuring that workers show up
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on time at remote job sites to resched-
uling customer appointments on the

fly to collecting information to share with technical support staff. Sales managers can
give just-in-time coaching and encouragement to representatives who are about to call
on potential customers. Some systems can even embed information on best practices

from experienced workers and deliver virtual coaching to less-experienced workers in
the field."

municate efficiently.
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Context Awareness

A mobile device's ability to modify its operation based on
knowledge of where it is; silencing the ringer when you arrive
at your office is a simple example.

Geofencing

Using the location-sensing capabilities of mobile devices to
remotely monitor and control the device and its user; delivery
companies, for example, can monitor where their drivers are
and make sure they stay within designated areas.

Over-the-Top (OTT) Application
A digital service that bypasses a traditional distribution network
to provide similar capability, often by using cloud capabilities;

Project Management r

Work teams are often dispersed over wide geographic
ranges and frequently on the move, so mobile commu-
nication is an essential element of contemporary project
management. Instant access to task status and other
vital information helps project managers stay on top of
rapidly moving projects and helps team members com-

Recruiting

With a target population that is
often on the move, companies
are responding by integrating
mobile into their recruiting
processes. These efforts include
mobile-friendly job postings,
mobile application and recruit-
ing apps, and interviewing sys-
tems that let candidates and
recruiters connect using their
mobile devices."
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ﬁ How do you deal with difficult team members? C'

& Next Question
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an example is WhatsApp using Internet connections to create
services traditionally provided by mobile phone carriers.'?

Phablet
A rather ungainly name for mobile devices that are larger than
phones but smaller than tablets.

Quick Response (QR) Codes and Near-Field
Communication (NFC)

Two ways for a mobile device to access additional information;
QR codes are square, phone-scannable barcodes that connect
the phone to a website; NFC is a short-distance radio technology
that enables a data link between a phone and tags that can be
attached to products or other locations.



Today’s students are holding the future
of business communication in their hands

As another disruptive technology redefines business communication, Bovée
and Thill are once again the first to respond with current, comprehensive,
and fully integrated coverage.

“Mobile is the most disruptive
technology that | have seen in
48 years in Silicon Valley.”'
Just as Bovée and Thill pioneered coverage of the social media revolution,

they now lead the market with up-to-the-minute coverage of mobile business

communication.

—Venture capitalist
Joe Schoendorf

The mobile revolution: B ——.
o LEARN MORE BY VISITING THIS WEBSITE
key facts and figures

The mobile revolution by the numbers
Smart business leaders know they must adapt and
respond to the rise of mobile usage by consumers
and employees:*

Explore dozens of statistical measures that show the
impact of mobile communication. Go to http://real-timeupdates
.com/bct13. Under “Students,” click on “Learn More.”

® For millions of people, a mobile device is their primary way, if not their only way, to access the Internet.
® Globally, 80 percent of Internet users access the web at least some of the time with a mobile device.

® Mobile has become the primary communication tool for many business professionals, including a majority
of executives under age 40.

® Email and web browsing rank first and second in terms of the most common nonvoice uses of smartphones.
® More email messages are now opened on mobile devices than on PCs.

® Roughly half of U.S. consumers use a mobile device exclusively for their online search needs.

® Many online activities that eventually migrate to a PC screen start out on a mobile screen.

Bovée and Thill’s coverage of mobile business
communication includes these important topics:

® The Mobile Revolution
® The Rise of Mobile as a Communication Platform

® How Mobile Technologies Are Changing Business
Communication

® Collaboration via Mobile Devices

® Business Etiquette Using Mobile Devices RO £vo01S

® The Unique Challenges of Communication on Mobile ' e'.’.ﬁ.'.:“”"'
Devices proces

® Writing Messages for Mobile Devices _ l!!‘!} g'k&"‘%u?u-

® Designing Messages for Mobile Devices YR

® Optimizing Content for Mobile Devices
® Visual Media on Mobile Devices

® Creating Promotional Messages for Mobile Devices

® Integrating Mobile Devices in Presentations




Integrated coverage and student activities

Interview Questions (Set 2)

As with social media, the changes brought about by mobile run far deeper -
than the technology itself. Successful communication on mobile devices Z
requires a new approach to planning, writing, and designing messages. Oumstion: Deeciibs your carer and sducetions
highlights

Hint: There are obvious achievements such as, |
completed certification X, and there are indirecl
achievements | assisted in the development of
Solution Y that had a positive impact on the
business

:@
[awtonro s ) G )|
-

Question: How would you describe the difference
between good work and outstanding work?

Hint: Consider the outcome from your employers
viewpoint and customers viewpoint. What would
make them feel that the outcome was
outstanding?

e

With in-depth, integrated coverage of the challenges and opportunities that
mobile presents, Business Communication Today, |3th Edition, helps students
adapt their personal use of mobile devices to the unique demands of
business communication. Through a variety of annotated model messages,
questions, activities, and cases, students will gain valuable skills in the art

of communicating via mobile devices.

EMAIL SKILLS/MOBILE SKILLS

7-36. Media Skills: Email [LO-4] The size limitations of
smartphone screens call for a different approach to writing (see
page 138) and formatting (see page 162) documents.

Your task: On the web B) OGGING SKILLS/MOBILE SKILLS
you, find a news release (s

releases) that announces thel 8-27. Media Skills: Blogging; Compositional Modes: Tu-
or any other writing app at| torials; Mobile Skills [LO-6] Tumblr has become a popular
material in a way that woul “short-form” blogging platform by combining the simplicity of
Twitter with the ability to share photos and other media easily.

Your task: Write a 300- to 400-word mobile-friendly post for your
class blog that explains how to set up an account on Tumblr and get
involved in the Tumblr community. The help pages on Tumblr are
a good place to get more information about the service.

MOBILE APPS

Pocket Letter Pro includes tem-
plates for a variety of letter types to
simplify writing business letters on
your mobile device.

With realistic examples, pointers to dozens of business
communication apps, and a full range of questions and
projects, Business Communication Today highlights the
best current practices in mobile business communication.
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——| Writing for Mobile Devices

Optimizing for mobile @
includes writing short
headlines that get
right to the point.

DIGITAL +SOCIAL + MOBILE: TODAY’S COMMUNICATION ENVIRONMENT This introduction

To write effectively for readers on
conveys only the

Job Search Strategies: Maximize Your Mobile

The mobile business communication revolution is changing
the way employers recruit new talent and the way job candi-
dates look for opportunities. Many companies have optimized
their careers websites for mobile access, and some have even
developed mobile apps that offer everything from background
information on what its like to work there to application forms
that you can fill out right on your phone.

However, don't be too quick to abandon a job applica-
tion or an investigation into an employer just because the firm
doesn’t have a careers app or a mobile-friendly job site. Creat-
ing apps and mobile-friendly websites takes time and money,
and many employers are still in the process of optimizing their

commentary on your social media accounts. Employers doing
background research on you will see these posts and recognize
you as a candidate who is invested in his or her career and the
industry as a whole. Many of the tools you can use to build your
personal brand are available as mobile apps, including blogging
platforms, Twitter, Facebook, and LinkedIn.

In addition, dozens of apps are available to help with vari-
ous aspects of your job search. Résumé-creation apps let you
quickly modify your résumé if you come across a good op-
portunity. Business-card scanning apps make it easy to keep
digital copies of business cards, so you'll never lose important

online career materials for mobile devices. In a recent survey,
40 percent of mobile users said they would abandon a nonmo-
bile job application—a distressingly high number in a slow job
market. Don't miss a great opportunity just because an em-
ployer hasn't caught up to your mobile habits.

In addition to researching companies and applying for
openings, integrating a mobile device into your job search
strategy can help with networking and staying on top of your
active job applications. For instance, some companies don't
wait long after extending an offer; if they don't hear from the
top candidate in a short amount of time, they’ll move on their
next choice. By staying plugged in via your mobile device, you
won't let any opportunities pass you by.

Think of ways to use your mobile device to enhance your
personal brand and your online portfolio. If you want to work in
retail, for example, you could take photos of particularly good

\ or particularly bad merchandizing displays and post them vith

contact te-taking apps are a great way to plan
for interviews and record your post-interview notes. Use your
phone’s scheduling capability to make sure you never miss an
interviewing or a filing deadline. Polish your interviewing skills
with your phone’s audio and video recording features or a prac-
tice-interview app. If an employer wants to interview you via
Cisco Webex or another online meeting system, those apps are
available for your phone or tablet as well.

You've been paying a lot for your mobile service—now
make that mobile work for you by helping you land a great job.

CAREER APPLICATIONS

1. Would it be a good idea to present your online portfolio
on your smartphone during a job interview? Why or
why not?
Is it wise for applicants to shun a company that doesn't
have a mobile-friendly careers website or a carcer app?
Why or why not?

B

|.“The Mobile Revolution Is Just Beginning,” press release,Word Economic Forum, |3 September 2013, www.weforum.org.

information readers
need in order to
grasp the scope of
the article.

All the key points of
the documents
appear here on the
first screen.

Readers who want
more detail can
swipe down for
background
information on the
five points.

—»| mobile devices, use these five

— « Create short, focused

——| Continue reading for background

essential techniques:

« Usealinear flow

« Prioritize information for
readers

messages

« Use shorter subject lines and
headings

= Use shorter paragraphs

information on these guidelines.

2.“More Than Nine in 10 Internet Users Will Go Online via Phone,” eMarketer, 6 January 2014, www.emarketer.com; Christina “CK” Kerley, The Mobile Revolution & B2B, white paper,
201 I, www.b2bmobilerevolution.com; Jordie can Rijn,“The Ultimate Mobile Email Statistics Overview,” Emailmonday.com, accessed 9 February 2014, www.emailmonday.com; Jessica Lee,
“46% of Searchers Now Use Mobile Exclusively to Research [Study],” Search Engine Watch, | May 2013, http://searchenginewatch.com.



Full mobile coverage in Bovee and Thill's New Editions

Business Communication Today, 13t™ Edition
Available January 2015

Business Communication Essentials, 7*" Edition
Available January 2015

Excellence in Business Communication, 12t Edition
Available January 2016

EXAMINATION COPIES

Click the rectangles below to reach the page you wish to visit. Allow time for the connection.

Visit this to request examination copies of these texts.

FREE BUSINESS COMMUNICATION RESOURCES

Visit this [WEDSIL to obtain a wealth of free business communication resources.
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