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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:
1.

I. Internal communication refers to the planned use of communication actions to systematically influence the knowledge, attitude and behaviors of their employees. The employees are therefore managed as a public or stake holders.


II. Internal communication facilitates the organization’s strategy to communicate to all its stake holders. When perfectly done, it improves team collaboration, productivity and performance.

Internal communication is a means by which multinational or large organizations engage with their employees worldwide.

Internal communication is essential in the rebranding of an organization. The organization management seeks to understand what employees or other stake holders’ perception about the progress of an organization.

Public organizations use internal communication to tell staff about changes in government policy and how to involve staff in the improvement of services to their public.

Internal communication empowers a team to deliver business strategy by supporting the beliefs, behaviors and culture that shapes that company’s future. Employees speak to customers positively about the organization, and so is the organization’s brand and reputation.

III. Strategic internal communication refers to the planning action of communication, while as technical internal communication involves ways on how to implement the strategy.
For example; for an organization to maintain the credibility of its top team (strategic), it will need to hold a routine of group to briefings as an encouragement and way of sharing experiences (technical).

IV. Demographics. Employees are always in different age groups, have different levels of education and skills, and more so receive different salaries relating to their roles.

Staff groups. An organization consists of different levels of staff. Starting with the top management which includes board of directors and chief executives. There also are middle or senior manager, junior managers, and specialists among others.

Contract with the organization. Some employees are full time, others part time and others temporary staff.

Geographical location. Employees are segmented by location. Some work at the head office, while as others work at different branches or outlets of the business.

Psychographics. Employees are segmented in terms of behavior, attitudes, values and personality. Some are determined by the different cultural backgrounds and others by what we are exposed to in the society.


V. Employees are interested in obtaining general information about the organization they work with.

Specific information on how best they can practice and extend their responsibility being hired for.

Employee job description explaining their specific roles and responsibilities.

Understanding of the organization’s vision as it helps employees to determine whether the company’s vision is in line with their future prospects.

Information on work place practices. This is normally outlined in a staff hand book, and it entails employee behavior as expected by the employer.

Feedback on performance. This is mainly done through half yearly and yearly performance appraisals conducted by line managers to assess employee performance.

Access to training and development. Trainings enhance a wider knowledge of work responsibility for an employee, and more so an opportunity for growth.

Access to communication channels. Many organizations design work email addresses and more so issues phones for communication within and outside the organization.

VI. Ethical communication refers to the organization’s attitude and respect to the employees towards their contribution to embracing the brand values and passing these values on to customers, hence boosting sales.


2. There are various internal communication channels used in an organization, and all depending on the purpose of communication.
Among them include;

Intranet. This is an internet based information and communication medium restricted to internal use by staff. Corporate organizations post important information to do with duty operations. For example, information about policies and procedures forms like leave applications, product knowledge among others.

Notice boards. These are used to display information about upcoming events, duty routines, and policy statement among others. It therefore keeps the staff with updated information about what is happening.

Mailing groups. Organizations use mailing groups to pass on vital information. For example, matters to do with customer service will always be dealt with by the customer service team. Mailing groups help employees with the same duties share experiences for the good of the business.

House journals. These are often published monthly, and aim to communicate business, management news and employee experiences with a social element. Staff can write funny articles related to the business to feature in the journal. It is very interactive and fun.

Management conferences. This is a face to face medium where the organization’s management transmits key business strategies and information through role playing and participation of staff. Sometimes the organization carries out the conference away from the organization’s premises with the intention of igniting staff attitude.


Briefing groups. Led by a line manager on a weekly basis, staff meet to discuss any matters arising concern, assessing performance on the growth of business and how best to serve and increase the customer base. Line managers to pass on information from the top management down to their core staff.
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