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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:
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Q.1:i. The appropriateness and effectiveness of different communication channels and tools within organizations such as written “reports, financial statements, memos, faxes, emails...et.” or oral “meetings, seminars, workshops, telemarketing, phone calls...et. “are vital and one of the most important backbone of a company since the marketing efforts would be affected accordingly. The successful approach of doing business indeed relies on the way that the massages has been delivered and received and bottom line is that the effective communications builds the companies long lasting reputation.
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Q.1:ii. In order to be able to successfully and clearly deliver the message across, appropriate communications channels and tools should be selected. These channels and tools provide guidelines for the content and the style of delivery or communication which must be adapted to avoid the big problem of miscommunication. These guidelines are: Complete, concise, consideration, concrete, clear, courtesy, and correct.

Q.1:iii. Report writing is a medium which communicates information in light of decision making. These are statements that outline your objectives, your achieved targets, your upcoming strategies, your plans and so on. This information could be real for solving the current issues or past to be used for future planning. The following statements should be considered when generating a report:
- Define the scope of the report.
- Consider the target readers.
- Collect and organize the supporting information.
- Analyze and evaluate the supporting information.
- Determine the solution, findings, and/or recommendations.
- Establish the report format.

Q.1:iv. The key points to remember when writing reports are:
- Focus on Customers: ensure to deliver exactly what you want to avoid misunderstanding.
- Avoid Business terminology: The simpler it is to read, the easier it is to understand.
- Positive Impression: The first impression lasts so ensure to make good ones.
- Watch finger pointing: Be polite, watch your words and keep your tone low.
- Be Firm and Be on Track: be precise, to the point, and on track.
- Importance of Proof-Reading and Practice: do review and multiple practice runs before actually presenting yourself to a listener / reader.
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- Make use of Graphs and Charts” A picture is better than a thousand words.
- Don’t Use References: make it simple, clear and easy to read.
- Use a Speech Model: ensure your report has a heading, a main body and a conclusion.
- Use Headings & Sub Headings: If You Can’t Do It In 2 Minutes, Don’t Do It At All!

Q.1:v.  Three ways in which ICT has changed workplace communication which Efficiency and increased productivity, increased teamwork, Improved cost management, Improved level of security are:
1- Emails.
2- Video conferences and satellite communication.
3- Smart / Cell phones and tablets.






Case Study / Activity:

i. The communication challenges and barriers David faces are:
· The staff range of ages.
· The staff diverse cultural and ethnic backgrounds.
· English is not the staff primary language.
· High turnover of employees.
· Some new employees are put right into the job without training.
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ii. There are some areas David should improve on himself in order to be a role model for his staff such: 

· To separate between his personal life and his work.
· To take care of food safety basics such (Proper uniform, hygiene, hand washing and scrubbing, cleaning, hair cut).

iii. David might use some effective communication as a motivator for employees to follow safe food handling practices. Such as:
· Oral communication through regular meetings, group discussions.
· Written communication thru memos, minutes of meetings, manuals, etc.
These types of communication must be complete, concise, consideration, concrete, clear, courtesy, and correct in order to be effective and beneficial. 
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