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	. Discuss the appropriateness and effectiveness of different communication channels and tools within organizations 
-A communication channel is a particular type of media through which a message is sent and received. In other words, it's the method of communication used. The communication channels can flow down from superiors to subordinates, up from subordinates to superiors, or across from and to co-workers of the same hierarchical level of authority. 
Organizations have several types of communication channels available for people to communicate with each other. 
Verbal communication is spoken communication. This is one of the oldest forms of communication and one of the most used channels in day-to-day activities. It can be a rather informal form of communication, and no records of the communication are typically kept unless the communication is recorded. Examples include talking around the water cooler, team meetings, and live presentations. 
Written communication - Written communication is another widely used channel of communication in an organization. It includes any communication done with the written word, including letters, memos, and even a simple note scratched out on a napkin. Written communication is a much more formal channel of communication, which permits you time to think and process your message, revise your message before sending it, and archive the message for use later. It can be an impersonal means of communicating. 
Nonverbal communication - You can actually communicate without saying or writing anything. Nonverbal communication involves using body language to send cues, such as happiness, satisfaction, anger, worry, and fear. It's probably the oldest form of communication because language isn't required. It is often used as a supplement to verbal communication and sometimes is more effective. It also allows you to send an indirect message where a more direct message isn't advisable. For example, your boss is meeting with a client and asks you to come to it; he's in a rush for you to complete a document for the client that was already supposed to be done. He politely and nonchalantly asks you when it will be ready, but you can see from his body language that it is a rush job.

 
ii. How appropriate communication channels and tools should be selected within an organization? 
To determine the appropriate communication channel, identify the people you want to communicate with, research how they obtain information, consider the complexity of the message you want to communicate, calculate the cost of communicating and decide whether you want the communication to be interactive. The choice of channel is not simple; for a complex communication program, you may need to work with professionals such as public relations or marketing communication consultants
iii. What is report writing? Which type of statements these are? Which type of information they contain? 

News reporting typically involves writing about what, when, where and why an event happened. The foundation of any news report is facts. However, eye witness accounts and interviews with experts are often added to strengthen the story and provide more details. News report writing is usually organized with the most relevant information at the beginning and supporting details or background information at the end of the report.
On the other hand, academic report writing focuses on summarizing the process of conducting research. For example, the materials used the process of testing and the observed results are all commonly found in an academic report. This kind of report usually includes a hypothesis or a statement regarding the expected outcome of the research. Like news reporting, academic report writing includes facts and a description of the events that took place during the research.
Reports may contain some or all of the following elements:
-A description of a sequence of events or a situation, Some interpretation of the significance of these events or situation, whether solely your own analysis or informed by the views of others, An evaluation of the facts or the results of your research, Discussion of the likely outcomes of future courses of action, Your recommendations as to a course of action; and Conclusions.
iv. What are the key points to remember when writing reports? 
Determine the scope (purpose) of the report,
Consider the target audience (readers),
Gather and organize the supporting information (research),
Analyze and weigh the supporting information
Determine the solution, findings, and/or recommendations, and
Determine the report format.

 v. Name three ways in which ICT has changed workplace communication 
ICT has the potential to affect significant energy savings through smart use. Arduous logistics of travel and transportation is easily solved by ICT through shrinking distances and increasing efficiency. ICT allows a strategic shift to core services through economic de-materialization Above all it can reduce, manage and monitor energy consumption and carbon footprint of buildings and infrastructure


 Case Study:
David has poorly communications with his employee because they are came from different countries and cultures so the instructions and the training would not clear for them, also it was no time to give enough training to employee, he used the wrong person in wrong position in a busy day. Communication Skills Education is a Priority, I think the communication between employees fail down also Sharing Knowledge is power for manager and organization,
People are people, and they want to be talked to and treated like individuals that matter. When managers interact with their people every day, they learn a great deal more than sitting in their office with the door closed.
                                           be a role model not a boss
People want a manager they can respect just like you do your parents, I have seen over the years people lose respect for their manager so easily through many ways.  A lot of this comes back to emotional awareness and realizing the effects your actions have on the people around you, realizing how your mood can affect the whole team. 
1. A good role model is someone who is always positive, calm, and confident in themselves. You don’t want someone who is down or tries to bring you down. Everyone likes a person who is happy with how far they have come, but continues to strive for bigger and better objectives.
1. Good communication means listening as well as talking. People are energized by leaders who explain why and where they are going. Great role models know they have to have a consistent message, and repeat it over and over again until everyone understands
1. You may be driven, successful, and smart but whether you choose to show respect or not speaks volumes about how other people see you
True role models are those who possess the qualities that we would like to have, and those who have affected us in a way that makes us want to be better people. They help us to advocate for ourselves and take a leadership position on the issues that we believe in.
Improving relationships between management and staff is quite important and is often overlooked. Things will go smoothly when everyone is on the same page, understanding of goals and the direction a company is going. The best process of communicating here is well thought out emails that follow the chain of command and face to face interactions, Good Communication skills will help you improve time management in the workplace, Effective communication skills in the workplace will improve your ability to be a strong leader, 
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