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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Please insert your completed assignment ( in word format)  here:

QUESTION 1
I. What is internal communication about?

      Internal communication which is defined as the sharing of information within an organization for business purposes is a tool that deals with all kinds of information in an organization. It provides people with information they need to do their work/jobs effectively. It gives a clear standard that concerns them and suggests new ideas about both their work and their lives. It is fundamentally a management discipline, but as discrete discipline of organizational theory it is correspondingly young. It is responsible for effective communication among participants within an organization.


II. What is the role of internal communication in an organization
· Responsible for internal marketing(attempting to win participants over to the management vision of the organization
 
· Responsible for improving employee engagement

· Responsible for facilitating conversation upwards, downwards and across the organization.

· Responsible for external management reputation

· Responsible for the effective flow of information among participants within an organization
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· Responsible for gathering and giving information

· It clarifies issues and points

· It influences actions


III. How would you differentiate between the strategic and technical internal activities
Strategic activities:  the communication in this area is usually done by organizational top managers which consist of business missions, vision and values. It contains the following responsibilities

· Dealing with major change programs

· Raising awareness of business issues and priorities

· Raising and maintaining the internal credibility of the top team

· Focusing on employee motivation

· Facilitating feedback

· Enhancing manager’s communication skills

Technical activities: Communication in this area is through intranet and the focus is on house journals or magazines and newsletters. The technical area consist of the following responsibility

· Responsible for managing conferences

· Responsible for briefing groups of an organization

· Preparing employee annual reports

· Preparing management journals and magazines

IV. How can employees be segmented with an organization

· Demographic- age, gender, income, education/ skill level
· Psychographics- personality, attitudes, values and behavior
· Staff groups-top management (or the broad) , senior,/middle managers, frontline employees, supervisors and junior managers, specialist professional employees, overseers employees and pensioners
· Contact with the organization- full time, part time or temporary
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· Geographical location –head office, regional office manufacturing plant

V. Outline the basic communication needs of employees in an organization

· General information about the organization

· Specific information to help them to do their jobs

· Clarity about their roles

· A clear company/organizational vision

· Information on workplace practices

· Opportunities to be involved and consulted

· Feedback on performance

· Access to training and development

· Access to communication channels


VI. Define ‘Ethical communication’

Ethical communication is defined as communication based on the truth and must be honest. It encompasses being honesty in all communications, it requires one to be keeping confidential information confidential and not discussing the personal or business situations of others in public or front of third party.


QUESTION 2

Describe the various internal communication channels and their roles within the organization.

HOUSE JOURNAL OR MAGAZINE: This medium is a regular one, they are usually in full colour and glossy .This publication is usually for employees and  often published monthly. The role of this type of channel is to communicate management messages and business news; with human interest and social elements

INTRANET: This channel consists of web based information and communication. This medium is restricted for internal use. The role of this type of channel is store and process information. It also incorporates email function for external use. It is also
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Depository for corporate documents through to an interactive communication medium.

E-ZINES/ E-NEWSLETTERS: This channel is used as mass medium, usually distributed via intranet and email: Its actually an electronic version of the house journal. E-newsletter is shorter and more frequently distributed. It also carries the role of the house journal which is communicating management messages and business news with human interest but with emphasis on the reader being able to gain more accessible and access to business news.

MANAGEMENT CONFERENCES: this is a face to face medium ranging from ‘CEO’ addressing all staff, this one basically focuses on transmission of key business messages, through the role playing and participation.

BRIEFING GROUPS: is a face to face medium, generally no more than an hour in length can take the form of team briefings for local teams, led by the manager. They are usually done on a weekly basis it may include breakfast or lunch. The role of this channel is to provide management updates from different levels of the organization, it can as well be used to gain responses and inputs from staff.

NOTICEBOARDS: This is a traditional local medium found in corridors, staff restaurants and meeting areas. It is a flexible medium can be updated as regularly as is necessary. It is used as a channel for announcing events, value statements and policy statements 
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