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Q.1. 
i. Communication channels: 
· Written communication – this is when messages that do not require interaction need to be communicated to an employee or team of employees. Memos, letters, notices and announcements serve well for this channel. This also gives the necessary information for the intended audience. 
· Face-to-face communication – meetings, interviews and speeches all provide a positive and effective means of handing out information in the organization. This gives the audience the intended tone of the speaker, which will provide the intended results or outcome. 

ii. Appropriate communication channels and tools should be selected based on how well and how often management interacts with employees. If management has weekly meetings or briefings, then there is a culture developed in the organization of having face-to-face communication and employees are presented with the proper tone of the state of business and any adjustments or announcements to be made. 
Also, written communication is selected when handing out particular information to persons such as an employee receiving a letter on the termination or renewal of their contract. The letter would be well informed and straight to the point. 
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iii. Report writing conveys information in light of decision making such as outlining the organization’s objectives, achieves targets, upcoming strategies, etc. Reports also highlight solutions to problems or record past business information used for future planning. They serve to communicate the nature of the business, operation plans, etc. 

iv. Key points to remember when writing reports: 
· The report must be plain and simple to read and understand 
· Know the target audience
· Proof read
· Know the message you are trying to give out 

v. Three ways ICT has changed the workplace: 
1. There may be more distractions at work 
2. There has become an ease of completing tasks
3. It has improved communication among workers. 








Name: Galton Jn. Baptiste
Student number: 5304
Assignment number: 11
Page number: 3 

Case Study 
i. Communication challenges that David faces are: 
· Many employees do not speak English 
· Lack of training of procedures with new staff 
· [bookmark: _GoBack]Employees do not follow the written instructions on the signs

ii. David should be a role model for his staff by properly taking the time to train them in the food and safety preparation. He should also able to especially to help those who do not understand English. 

iii. Ways David might use effective communication as a motivator are by:
· Providing ongoing training to offer clarity to employee on how they are expected to perform 
· Having weekly meetings 
· Being a good listener
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