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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. 
	Q1
i.)
There are many communications and tools with an organization. Some are more appropriate and effective than others, here are some examples:

· Face to face
Face to face communication is definitely a very effective way of communication, as it is more personal and body language can express things more. Although face to face is not appropriate at all times as it can be time consuming in terms of travelling for meeting somebody. 

· Broadcast media/ TV/ radio loud speakers
Broadcast media is  a very modern and effective of communicating to reach a larger audience. But such communication is not appropriate for delicate and personal items. 

· Mobile phone calls
Mobile phone calls reduces significantly decision making time, as you can contact your partner any time and any place, therefore it is a very effective way of communication. For difficult issues it can be more appropriate to have a face to face interview or a written report.

· Electronic communication
Instead of sending a report via postal services, an email is a very effective and fast way for sending a report or information to your colleagues. The biggest problem is that unfortunately hack systems could intercept these information which can cause problems (remember US president elections), therefore it makes sense to use a more appropriate way like face to face for delicate issues. 

· Written communications
Written communications in combination with a statistic tool can be very effective and appropriate to show forecasts. It will be much easier to see a clear tendency in the future without reading 100 pages.

Finally we can see say that it is import for the sender of a message to consider the communication channel accordingly before sending a message, in order to be assured that the receiver will clearly understand the message. 

 ii.)
It is very important for an organization to select the communication channels and tools according to the type of conversation required. For example for a employee performance review: a face to face communication is more appropriate than an electronic email. On the other hand side for a financial report, written or electronic communication is better than a mobile phone call in order not to get lost in the information of figures.    

iii.)
Report writing is a medium which conveys exact information in light of decision making. These are statements that outlines following issues: 

· Your objectives 
· Your achieved targets, 
· Your aims
· Your strategies
· Your team involved 

You will find the following kind of information in report writing:

· Accurate information. 
That means correct data in order to have clear information to support decision making.

· Objective information
That means information that is free from any personal feelings or prejudice.

iv.)
When writing reports you should consider following key points:

· What is the purpose?
Is it financial plan, or is it future investment plan? It should be clear what the aim of the report will be, as it makes supporting facts more clear.

· Who are the readers?
According to the target audience, the language and style should be decided.

· Research and analyze all possible information
It is important to gather all essential information in order to support the facts.

· Determine solutions/findings/recommendations
To make sure that the audience understands the information well: solutions, findings and recommendations should be clearly written.

· Determine the report format
According to the audience and type of information, the correct format of the report should be chosen.

v.)
Information communication technology has changed workplace communication, here are some examples:

· Conference calls
Modern technology makes digital conference calls possible, this has significantly reduced travelling (time) in modern organizations. It is possible to see and talk people in real life via a online communication network.

· Digital presentation 
Statistics/prognoses/figures can be presented more clearly via modern computer technology, this contributes to a much more efficient decision making.

· Cell phone calls
Cell phones makes it possible to contact your partner without seeing him face to face.  These modern ICT solutions made organizations more efficient and productivity has raised significantly.

Case study
i.)
The biggest communication challenge is the language used (English). Due to the fact that English is not the mother tongue of all workers a barrier was set up, not all of the workers understand the phrases and guidelines used at the restaurant.

ii.)
David as a manager should be a role model for all workers. If his employees see that he doesn´t respect the rules himself, he will lose his authority and people will not take him serious. Therefore it is important that he should improve being a role model, and show to the employees how the rules should be obeyed and respected. 

iii.)
I suggest that he stops using English words to describe safety food handling practices. Here are some more effective ways:

· Make a guideline video for safety food handling 
Without using  any words or language you can demonstrate in a video how people should work with food safely. When a new worker attends his first working day, he should show the video to the new worker. Furthermore he could share the video in social media, or he could broadcast the video at work on a monitor to make it even more accessible.

· At the working place post a guideline with pictures instead words
If language is a barrier use pictures, non verbal communication has much more effect in modern organizations.

· Translate the guideline in other languages
Use other languages for the guideline to reach the bigger audience. You could ask one of the workers to translate the guideline in his own language. For example if the majority speaks Spanish, ask a worker (who has Spanish as a mother tongue) to translate the guideline.    
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