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QUESTION 1
i. Discuss the appropriateness and effectiveness of different communication channels and tools within organizations.
Complex messages require richer channels of communication that facilitate interaction to ensure clarity.
a) Face- to- face
Face –to-face or person communication is one of the richest channels of communication that can be used within an organization. Physical presence, the tone of the speaker’s voice and facial expressions help recipients of a message interpret that message as the speaker intends. This is the best channel to use for complex or emotionally charged messages, because it allows for interaction between speaker and recipient to clarify ambiguity a speaker can evaluate whether an audience has received his message as intended and ask or answer follow-up questions.



b) Broadcast media
Television, radio and loud speakers all fall within the broadcast media communication channel. These types of media should be used when addressing a mass audience. Business seeking to notify customers of a new product may advertise or do promotions using a broadcast channel. Similarly, a Chief Executive Officer may do a global company address by having a television feed broadcast across global sites. When a message intended for a mass audience can be enhanced by being presented in a visual or auditory format, a broadcast channel should be used. 
c) Mobile
A mobile communication channel should be used when a private or more complex message needs to be relayed to an individual or small group. A mobile channel allows for an interactive exchanged and gives the recipient the added benefit of interpreting the speaker’s tone along with the message. Some within an organization may opt to use this channel versus a face-to-face channel to save on the time and effort it would take to coordinate a face-to-face meeting.
d) Electronic
It encompasses email, internet, intranet and social media platforms. This channel can be used for one-on-one, group or mass communication. It is a less personal method of communication but more efficient. When using this channel, care must be taken to craft messages with clarity and to avoid the use of sarcasm and innuendo unless the message specifically calls for it.  
e) Written
It should be used when a message that does not require interaction needs to be communicated to an employee or group. Policies, letters, memorandum, manuals, notices and announcements are all messages that work well for this channel. Recipients may follow up through an electronic or face-to-face channel if questions arise about a written message.	


ii. How appropriate communication channels and tools should be selected within an organization?
To determine the appropriate communication channel;
· Identify your target audience: find out the job titles of the people who make or influence decisions about purchasing the type of products you supply.
Consider how you could use your website to communicate with the audience. Companies use the internet to gather preliminary information when they are considering a purchase. 
· Analyze the message you want to communicate. Use channels such as advertisements, email or short messages on social media such as twitter to communicate a simple message, such as a price change or new product announcement.
· Calculate the cost of communicating through the channels you have identified. Obtain advertising rates from media publishers, ask designers and printers for quotes on producing printed documents such as technical papers and calculate the cost of direct sales calls on key decision-makers.
· Choose interactive channels if you want to obtain feedback or monitor opinions of your company and your products. Set up a forum or product review page on your website to encourage visitors to share their views. 
· Work with communications professionals to develop and implement your communication strategy. Appoint a public relations consultant to handle relations with the media – ensuring that the press releases appear in the right publications and gaining editorial coverage in influential media. 











iii. What is report writing? Which type of statements these are? Which type of information they contain? 
a) Report writing is creating an account or statement that describes in detail an event, situation or occurrence, usually as the result of observation or inquiry.
b) Types of statement these are;
· Purpose statements – if you are writing a document that intended to explain, describe, illustrate, discuss, inform, define and examine.
· Thesis statements – if you are writing a document that intend to argue, convince and persuade.
c) Type of information they contain;
Purpose statement
· The organizational problem or conflict
· The specific technical questions that must be answered to solve the problem.
· The rhetorical purpose (to explain, to recommend, to request, to propose) the report is designed to achieve.
Thesis statement 
· Tells the reader how you will interpret the significance of the subject matter under discussion.
· It is the road map of the paper; in other words, it tells the reader what to expect from the rest of the paper.
· Directly answers the question 
· Makes a claim that others might dispute.
· It is a single sentence near the beginning of your paper (most often, at the end of the first paragraph) that presents your argument to the reader.








iv. What are the key points to remember when writing reports? 
a) Determine the scope or purpose of the report
b) Consider the target audience
c) Gather and organize the supporting information
d) Analyze and weigh the supporting information
e) Determine the solution, findings or recommendations.
f) Determine the report format.

v. Name three ways in which ICT has changed workplace communication.
i) Efficiency and increased productivity
ii) Improved cost management
iii) Heightened level of security



















CASE STUDY
1. What are the communication challenges and barriers David faces?
· Language barriers: Lack of understanding of what messages mean because people do not share the same meanings. For example, not all employees speak English as their first language.
· Cultural and ethnic barriers: cultural differences in food safety practice may be a challenge for David to overcome.
· Emotional barriers: emotional barriers can interfere with effective communication. David comes into work after rough start at home. These negative emotions are affecting how he communicates with the employees.
· Generational barriers: it may lead to the use of inappropriate stereotypes when dealing with people with different ages.
2. David should be a role model for his staff? Are there any areas he should improve on himself?
· David should encourage, where possible, the learning of languages spoken by other cultural groups in the company.
· He should adapt his messages and communication styles to specific audiences and situation.
· He should manage his time wisely because personal hygiene and appearance should serve as an example to employees.
· David should re-schedule training session into groups to accommodate all employees for food handling safety.
3. What are some ways David might use effective communication as a motivator for employees to follow safe food handling practices?
i) Try to maintain a good relationship, praise your employees when they follow safe food handling.
ii) David should act as a role model through verbal and non-verbal communication.
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