                                                                  




	Student Name:
	Duncan Lee Burson 

	Student Number:
	106286501

	Course:
	Business Administration 

	Assignment NO:
	11



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. 
	Question 1:
I, Communication channels and tools;
Essential for commutation everyone has a clear objectives and understanding with specific effectiveness which are channels to meet objectives by formal or informal these types would be the following;
Business commutation must be formal whether meetings, interviews, group discussions, a follow up may be informal depending on the situation and customer. 
With nationalised companies in today’s technology mobile phones with different apps on the market, video conference and emails.
Written commutations are formal, after a meeting with minutes past and present. Memo these can be electronic and manual depending business type. 
Most all about communications its about the state of the business requirements and going to move forward in business its not just business Human Resources and Health and safety need data resource compliance to be legal. 

Ii, Selected Communication;
All communication needs to be clear and think of the reader and keep in mind how will they understand. To be absolutely clear you would use, 
· Complete 
· Concise 
· Consideration
· Concrete 
· Clear 
· Courtesy 
· Correct 
These are known as the Cs in communication with different nationalities with different education with in people keep it simple and most of all do not respond in a arrogant or unset manner, be professional at all times no matter what the situation is. Not having  the right information will cause dishonesty and with legal matters can have very big impact within business. 
Iii, Report writing:
Reports are convey information in many areas of statement of some what decision making, achieved targets and upcoming events or state of play expansion of the business objectives, 
Present or forward thinking of the business information, planning and what process are required with tine scales, this is great management tool. 
Iv, Key points writing reports;
The steps writing a business reports are to make clear and to understand objectives as discussed previous. 
These points need to be accurate and doubled checked with spelling corrections, so highlighting the points for report writing, 
· Purpose 
· Target audience 
· Gather and organise information 
· Analyse from research 
· Solution, recommendations 
· Formal report to everyone understands how serious matters are
With the business writing we must remember facts with no more than 20 words in a paragraph clear, who, when, where and why. This way no room for error especially in project work and some difficult people state they do not understand or didn’t know was my job, positive and focus on customers means when reading the report everyone has got the same vision but if the report is to the customer a different style approach would be needed, 

V,  ICT workplace commutations;
 Information commutation technology has changed out people work and live, more people take commutations more seriously as well some job roles have become more demanding. 
Most of all people generally from a early age are learning more as we are in the world of computer based programmes. 
Picking up emails on the go from mobile phone. Also banking, media keeping in touch with people, main of all in the work place employees are talking more democratic. 
Many changes have been a big positive factor and betterment in education with maintaining better standards in work and personal lives. 
 
Case Study. 
1, David communications issues are the team have barriers of fluent English  and training rushed, no clear understanding had been reached so therefore these barriers will cause problems to understand the required especially coming from David. The team are not taking responsibility and serious about communications which are essential for safety and well being of the business. 

2, David needs to be smart and elegant especially being a manager, David needs to have a balance of his home life sort him self out by putting aside works issues. Being well groomed and organised personally will feel better in him with better respect from the team. 
Be able to concentrate on his job with organisation making essential targets what he needs to achieve and making a clear communication the team by prioritising his work load and how he wants to see the business demands with the team backing him. 

3, David can have a great impact by discussion in question two, going further getting the team together with a meeting with agenda printed off to give to the team outlining requirements, plan a training calendar to develop training. 
David will sort need to buddy up some the team with barriers of English to create a better performance to achieve the end result. 
David needs to coach the team and the team needs to be multi skilled and  each staff member needs to take responsibility with David going through job descriptions with a three month plan of their induction. 
Making the most important about health and safety as these needs to be compliance with legal law and Food Standards within the business. 
By coaching the team motivation and well being will create team work making a better place to work. Also supporting David, if the team do not support at least David can performance of their behaviours. 
But David needs to manage and have self esteem first, if not his management style will crack with the business not flowing with planning and processes.         
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