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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:
Q.1. 
I. 
· Oral Communication - can be either formal or informal. Generally, business communication must be formal in the context of meetings, interviews, group discussions, speeches, etc. On the other hand, an example of an informal business oral communication would be follow-up and face-to-face interaction to clients.
· [bookmark: _GoBack]Written Communication - from the word itself, it includes all kinds of written instruments such as memoranda, minutes of meetings, reports, manuals, etc.

II. To avoid the big problem of miscommunication. There are only seven C’s  to remember such as complete, concise, consideration, concrete, clear, courtesy, and correct.
· Complete
Business message is complete when it contains all facts the reader or listener needs for the reaction desire.

·  Concise
A concise communication is saying what have to say in the fewest possible words without sacrificing the other C qualities. A concise message is complete without being wordy.
· Consideration
Consideration means preparing every message with the message receivers in mind; always try putting yourself into their shoe. 
· Concrete
Concrete communication means being specific, definite, and vivid rather than vague and general particularly when describing something and in giving directions. Using denotative (direct, explicit, often dictionary-based) are highly encouraged rather than connotative words that have implied meaning such as idioms.
·  Clarity
Delivering the meaning of the message from  head into the head of  reader exactly is the purpose of clarity.
· Courtesy
Knowing the profile of  audience allows to use statements that will make them feel respected.
·  Correct
Aside from the accuracy and truth in the content, correct technicalities must also be observed in a business including proper grammar, punctuation marks, and spelling. 

III. A Business Report is a medium which conveys information in light of decision making. These are statements that outline objectives, achieved targets,  upcoming strategies, aims…..everything.

Type of statements are included : - 
· Specific and precise - not general, broad or obscure.
· Concise - one or two sentences.
· Clear - not vague, ambiguous or confusing.
· Goal-oriented - stated in terms of desired outcomes.

    Type of information they contain are :-
· 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.

IV. Key points to remember when writing reports
· Focus on Customers
Whether it’s a large group or one-on-one,  must ensure that customers receive exactly what we want them to receive. No misunderstandings and certainly no room for failure.
· Avoid Business Jargon
Remember not every customer deal with is a Harvard dropout! With that in mind, unless dealing with someone from own industry, workplace or perhaps someone who is familiar with business lingo, don’t use it.
· Positive Impression
Imagine attending a high-tech software workshop and have no idea who or what to expect yet because  assumingly a software fan, don’t want to miss it.
· Watch Accusations
Accusations can lead to many communication problems. Remember to always be polite.
· Be Firm and Be on Track
Only goal when dealing with business communication is that message carries positive weight, enough information and simple enough for customer to understand. This can be in form of written or oral communications.
· Importance of Proof-Reading and Practice
This is a very important aspect to consider when dealing with written communication. Issues like typos, wrong names, spelling, grammar, verbs, and tenses may create huge problems within the organization as part of either making new customer relations or perhaps retaining old ones.

· Make use of Graphs and Charts
A wise man once said, “A picture is better than a thousand words”. This is true when it comes to presenting large numbers, demographics, statistics and the likes. They are better presented by using graphs or charts because they are easily understood and forever captured in the minds of the concerned parties.
· Don’t Use References
Using references within a report only makes it harder for both the writer and the reader to understand. For the writer, it becomes more of a difficult job to dig up the right reference to a corresponding point and reader will have to flip back and forth in the report just to understand a single point.
· Use a Speech Model
No one wants to read a 40 page report if it isn’t properly organized. This means that no matter how long report is, if it is properly organized, professionally articulated and written to suit readers, it is sure to be read…and sometimes re-read.
· Use Headings and Sub-Headings
Make sure include headings and sub-heading and put them in bold so that both and the reader are able to browse through the report more easily.
V. 
· Heightened Level of Security
Efficiency and The security of company information can be severely compromised without the implementation of proper channels of technology and software. Just as savvy hackers are using technology to try to gain access to a businesses' sensitive information, so should a company implement innovative technology as a safe haven against such breaches of security. Technology helps to make sure that information is accessible only to the right people, and makes it nearly impossible for pertinent company information to be leaked. Increased Productivity
· Increased Collaboration
Technology has given us a level of communication never seen before. We can literally connect to any one of our employees, leaders and co-workers any time, anywhere. With this dramatic increase in collaboration comes a heightened level of flexibility in communication, allowing co-workers to facilitate continued partnership no matter where each individual may be. Team work is much more engaged, and boosted to a whole new level.
· Improved Cost Management
The bottom line of any business is to achieve profitability. With the advent of technology in the workplace comes an encouraged productivity in finance. Businesses are much more fiscally healthy as a result of innovative technological equipment and software entering the office scene. As employees are encouraged to optimize their time thanks to such technology, a lot less time is wasted, and a lot more time is used to hone in on the profitable tasks at hand. A productive workplace is a profitable one, which is just one of the important ways that technology has changed our workplace environment for the better.

Case Study 
I. Communication challenges abound at any workplace. David has some common challenges in his operation. 
    a. Language barriers: not all employees speak English as their first    language making verbal  communication a challenge at times.   
    b.  Generational (age) barriers:  having employees in various age categories can pose a unique set of challenges.  While the younger generation is used to texting and using shortened messaging, their vocabulary may not be consistent with that of older employees.  Work values and attitudes may also affect communication between younger and older employees. 
    c.  Cultural and ethnic barriers: Cultural differences in food safety practices may be a challenge for David to overcome.    

II. David might consider the following solutions to the identified challenges and barriers:  
a. Language barriers:  Several potential solutions might be addressed here including posting signs in employees’ primary language.  Putting signage with visuals, not just words.  David might learn some simple words in the employees’ primary language to help show interest in the employees. 

b.  Generational (age) barriers:  Currently there are 4 generations in the workforce and each potentially has a different preferred method of communication. While the younger generation might prefer to receive text messages as their preferred way of communication, older employees may not find this method of communication acceptable.  Consider employee’s preferences and be willing to communicate a message in a few different ways. 

c.  Cultural and ethnic barriers: David may need to identify cultural beliefs and work to understand the ethnic barriers related to food safety.  For instance, two employees come from the same country and they have made comments that controlling temperature in their country is not a priority; food can be at room temperature for long periods of time and nothing ever happened. 

III. All supervisors, including David, have many ways to use effective communication in motivating employees.  A few suggestions are listed below: 

a.  Provide sincere and encouraging words when employees follow safe food handling behaviors.  Use a communication method appropriate for an employee, so supervisor must know a bit about the employee.  For a high scholar，maybe it’s a quick “thank you” text message or an older employee it might be a hand written thank you note. 

b.  Serve as a role model through verbal and non-verbal communication. 
It’s said that “actions” speak louder than words, so David can, through his actions, convey a message to employees.  For example: wear a clean uniform.
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