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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:





Q1. 

i. 
Effective communication is important for the development of an organization, as it helps the managers to perform the basic functions of management: planning, organizing, motivating and controlling. It also helps in building morale, and therefore increasing efficiency within the organization. 

Communication channels are the mediums with which to send a message, for instance by telephone or email. 

The types of communication channels are grouped into three main groups: formal, informal and unofficial; and the four most common types of communication used by managers include interpersonal communication, nonverbal communication, written communication, and oral communication. 

It is important for managers to choose the appropriate and most effective communication channel to keep the business running effectively. 

Verbal communication is one of the oldest forms and most used channels in day to day activities. It is an informal form of communication typically, and no records are kept of the communication on most occasions, unless the communication is recorded. It is the most appropriate and effective for immediacy within the work environment. 

Written communication is another widely used channel of communication within an organization, and includes any communication done with the written word, including letters, memos, or even a simple note. It is a much more formal channel of communication and permits time for the individual to think about and process the message, or revise it before sending. It can be an impersonal means of communication but is effective as business communications and report writing largely keep the business running smoothly. 

Non verbal communication can also be used without writing anything, and involves using body language to send cues, such as showing satisfaction, anger, worry, or fear. It’s perhaps the oldest form of communication as language isn’t required, and is often used as a supplement to verbal communication and sometimes is more effective. It allows to send an indirect message where a more direct message isn’t appropriate or advisable. 



ii. In order to determine the right communication channel, businesses should take the time to consider how it fits into their overall communication strategy, rather than opting for the channel that gets their message out at the quickest speed. Instead managers should be thinking of how to keep employees informed in the right way and best equipped for their roles. This can often be achieved through a four-step process. 

They can start by identifying the channel that best supports the targeted business objectives- and then take the following steps to optimize their channel strategy:

1. add and use different channels more frequently as they become more popular, and as necessary in order to reach specific audiences. Also research current stakeholder behaviors on channels such as social media, and determine which ones they use and are influential. 
2. Experiment with new channels and measure their effectiveness before choosing to use them frequently. 
3. Evaluate the channel options and select the channel mix that is most appropriate for their objective and target audience. For instance, consider which non traditional channels are best for different types of employees.
4. Use a channel selection guide to identify which channels are best suited for their communication objectives. 



iii. 

A business report is a written document that provides information, and sometimes analysis, to assist a business in making informed decisions. Reports contain an ample supply of data and are typically assigned to enable the business to examine available and potential solutions to a problem, situation, or issue. The most common types of reports are: long or short, informal or analytical, proposal, vertical or lateral, internal or external, periodic, and functional. 


The objective and purpose of the report can only be achieved if it has the following qualities and characteristics: it should be factual, every report should be based on facts, verified information and valid proofs; it should be clear and easily understood, and free from errors and duplication. 



iv. Five central elements to remember when writing a business report are: the central idea ( a clear, manageable idea, argument, or thesis around which to organize your material); organization; supporting material; expression, word choice and point of view; and spelling, grammar and punctuation. 


In order to structure the report in the correct manner it should begin with an introduction that introduces the main topic and states the thesis, and then leads into the body paragraphs which include evidence to support the thesis. It should also include a conclusion and cited sources. 


The qualities of a good report are that it has a suitable title, is both simple and accurate, containing relevant information and is prompt, consistent and presented to the required person, group or department.


v. 

ICT has enabled employers and managers to easily supervise workplace activities that help in keeping everything on track. It fixes the responsibility, accountability and timed delivery of tasks to people, and is also important to study and utilize different hardware and software solutions that can improve employee productivity.






Case Study: 

i. David’s employees differ in age, ranging from 16 to 55, which creates an age barrier in terms of communication. They also differ in ethnicity coming from various cultural and ethnic backgrounds. As his employees receive ‘on the job’ training about the basics of food safety, the high turnover of employees means that training is often rushed and employees are not sufficiently equipped for their roles, with some employees being put on the job without any training if it’s a busy day. 


ii. As a role model for his employees he should arrive at work ideally clean and presentable, and dressed in clean clothing, with a clear and intentional headspace for his role as manager. This will put him, not only in a better position to handle the issues that arise in the workplace due to lack of communication, but will also earn him more respect from his employees, leading them to pay more attention to his leadership. 



iii.  David could begin with earning his employees trust and respect, using mostly verbal communication, and trying to relate to them on an individual level in order to bridge the gap between age and ethnicity. Once having gained their trust, and therefore ensuring they are more likely to listen to instruction, he could employ a more effective form of communication than simply using signs, such as devising a communication channel that uses ICT. this would be a way to supervise and monitor the workplace activities, track and monitor employee turnover and send employees written forms of communication and reminders about food safety handling practices. 
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