


Work Based Assignment
Understanding Communication, the Communication Process in The Workplace and Leading Effective Meetings



TASK

To develop knowledge and understanding of the communication skills, including effective meetings, required by a practising manager. 

In order to demonstrate your knowledge of this you need to respond to all of the questions listed below.

NOTE:

Relate all of your answers to the organisation that you currently work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar.
[bookmark: OLE_LINK1][bookmark: OLE_LINK2][bookmark: OLE_LINK3]You should plan to spend approximately 9 hours researching your workplace context, preparing for and writing or presenting the outcomes of this assignment for assessment. 

The 'nominal' word count for this assignment is 2000 words: the suggested range is between 2000 and 2500 words.

Please use the headings and spaces provided. Text in red provides further guidance notes and should not be included in your final written assignment. 

When you complete each assessment criteria remove the guidance notes provided.


Check your assignment carefully prior to submission to ensure that you cover all the 
Assessment Criteria (AC) by comparing it to the Mark Sheet where you can self-assess your work.











AC 1.1 8600-326 - Explain the importance of effective communication in the workplace

1. Using the information below explain in your own words the importance of effective communication in the workplace. The points are as a guide for you to consider what you feel is mots appropriate.
 
2. In addition, provide 1 real workplace example where you have communicated effectively to an individual or a team and explain the positive outcome and business benefits it provided.
When answering, this question be sure to cover the importance of effective communication in developing relationships and building trust. Trust is the glue that binds the team together and develops effective working relationships, which is the key to business productivity. 
 In addition, effective communication is important because:
1. It avoids misunderstanding
2. Ensures transparency
3. Improves morale
4. Improves performance
5. Improves efficiency (things get done quicker) 
6. Helps with managing diversity (different types of people with different needs)
7. Helps with Team building
8. Minimises conflict
9. Reduces Stress
















(Approximate word count 200)
AC 1.2 8600-326  - Describe the stages in the communication cycle

1. In your own words introduce and describe the communication cycle
2. Provide real examples of what should be considered and what should happen at each stage of the process.  
The communication Cycle consists of 6 steps which include:
1. Sender -   The first stage – where your idea occurs
2. Encode - Be clear what you want to say, organise your thoughts. Use a language and style that will suit the recipient.
3. Transmit - Choose the most appropriate communication method and media
4. Receiver - where the message is listened to or read
5. Decode - Where the message is made sense of
6. Feedback - Where the message is received and understood or questioned and feedback is given
















































(Approximate word count 200)
AC 1.3 8600-326 - Identify possible barriers to communication in the workplace
AC 1.3 8600-328 - Explain how to select the right people to a meeting 

1. Introduce and briefly explain what is meant by barriers to communication:
2. From the list below (or use your own ideas) choose 4 barriers one of these MUST cover the problem of not having the right people attending a meeting.  Then for each of the 4 barriers you have chosen, explain what this communication barrier means and how it could impact on an individual’s or team’s understanding and, therefore, subsequent ability to respond or preform properly.

Potential Barriers to Communication

Not having the right people attending a meeting

· Experience
· Emotions
· Background
· Attitudes
· Language
· Culture
· Subject Knowledge
· Prejudice
· Mood
· Wording
· Education
· Noise Level
· Ambiguity
· Perceptions
· Non-Verbal Messages
· Hearing Difficulties












Approximate word count 200



AC 1.4 8600-326 - Explain how to overcome potential barriers to communication
AC 1.4 8600-328 – Explain how to prepare for a meeting

1. Using the 4 examples you have chosen in AC 1.3; Describe what actions you could take to overcome these barriers and what individual and team benefits your recommended solutions would bring. You MUST explain how to prepare for a meeting.

































(Approximate word count 200)



AC 2.1 8600-326 Describe the main methods of written and oral communication in the workplace and their uses
AC 1.1 8600-328 – Explain the purpose and different types of meetings

1. Introduce (from the list below or use your own examples) the main methods of written and oral communication methods that are available for you to use within the workplace. 

2. Then chose  meetings as your main example of Oral communication  and describe in what situation or circumstance you would use it, why you would use it and what benefits it would bring to the recipient.

3. You MUST explain the purpose of a meetings and the different type of meetings. Explain how in fact meetings bridge the gap between Written and oral as they require Minutes and Agendas.

4. Introduce broadly the different types of written communication at work and the choose an Agenda for meetings as an example of written communications and describe in what situation or circumstance you would use it, why you would use it and what benefits it would bring to the recipient. You must explain the purpose and structure of an Agenda.

Written Forms of Business Communication

· Agendas for meetings
· Letter
· Memo
· Email
· Text
· Social Media (without video)
· Reports
· Bulletins 
· Statements
· Proposals


Oral Forms of Communication (Oral communication describes any type of interaction that makes use of spoken words)

· Meetings
· Face to face 
· Telephone
· Briefing
· Presentation
· Lectures
· Video Conferencing
· Pod cast
· VOIP (Voice Over Internet Protocol) e.g. Skype


Approximate word count 200
AC 2.2 8600-326 - Identify the main advantages and disadvantages of written methods of communication
AC 2.4 8600-328 - Explain the purposes of minutes and Action Plans of Meetings

1. Explain the purposes of minutes and Action Plans from meetings

2. Describe the main advantages and disadvantages of using written communication within your business.

The main advantages of written communication include:
· No need for personal contact
· Saves time and money
· Written proof (Audit Trail)

The main disadvantages of written communication include:
· Potential Delay in communication
· Lack of secrecy/security
· Costly
· Could be misunderstood/interpreted
























Approximate word count 200

AC 2.3 8600-326 - Identify the main advantages and disadvantages of oral communication
AC 2.2 8600-328 - Explain basic meeting protocol and procedures

1. Describe the main advantages and disadvantages of using oral Communication within your business.

The main advantages of oral communication include:
· More personal and less formal
· Allows the opportunity to clarify on the spot
· Best way to deal with conflict and disagreement
· Nonverbal cues can be accessed

The main disadvantages of oral communication include:
· No formal documentation
· No record or evidence trail
· Time consuming
· Costly

2. Explain the basic protocols of meetings and that although still oral communication the use of an Agenda and minutes overcomes the disadvantage of other oral communication because there is formal documentation ad a record.





















Approximate word count 200

AC 2.4 8600-326 - Explain how non-verbal communication can influence the effectiveness of oral communication
Ac 2.3 8600-328 – Explain the positive and negative actions that can affect meetings

Explain how you would use the following non-verbal communication techniques to positively support your spoken words to ensure a successful outcome in any given situation. Relate this to a meeting and how body language can support either positive or negative actions in a meeting
1. Facial expressions
2. Eye contact
3. Tone of Voice
4. Body position and posture
5. Signs
6. Symbols






























Approximate word count 200

AC 2.5 8600-326 - Explain the value of feedback in ensuring effective communication
AC 2.1 8600-328 – Explain the roles and responsibilities of the chairperson, secretary and individuals at a meeting

1. Refer to AC 1.2; The Communication Cycle. The last stage of the cycle is receiving feedback.

2. Explain why feedback is so important at this stage.

3. Explain why feedback, in general, is useful within a business environment.

4. Explain How the roles and responsibilities of everyone at the meeting ensures that all of the stages of the communication cycle are met and feedback is ensured.

5.  Provide at least 1 example in your experience where feedback was not received, and what the associated negative consequences and results were.


























Approximate word count 200


AC 3.1 Assess own performance in a frequently used method of communication

1. Choose one oral and one written method of communication you frequently use and describe in full why and how you use it. Also, describe what your biggest strengths are when using these 2 methods, and what you think your key weaknesses are.  When identifying your weaknesses, it would be beneficial to use any feedback you may have received for your boss, peers and/or subordinates, customers or suppliers.

Written Forms of Business Communication

· Letter
· Memo
· Email
· Text
· Social Media (without video)
· Reports
· Bulletins 
· Statements
· Proposals


Oral Forms of Communication (Oral communication describes any type of interaction that makes use of spoken words) and includes the following, you must cover your own ability in Meetings, but feel free to also explore another area, if you wish either through work place experience or the result of the role play simulation.

· Face to face 
· Telephone
· Meeting
· Briefing
· Presentation
· Lectures
· Video Conferencing
· Podcast
· VOIP (Voice Over Internet Protocol) e.g. Skype













Approximate word count 200

AC 3.2 Outline actions to improve own performance in communicating


1. From the 2 areas for improvement (weaknesses) you explored in AC3.1, identify relevant support mechanisms and explain fully how you can minimise, and overcome these weaknesses. 
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