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Assessment #11
1:Short Questions
i. Effective communication requires selecting an appropriate communication channel to send your message. Effectiveness of communication depends upon the medium of communication. It is important to consider the purpose of your message when selecting an appropriate communication channel. Face-to-face communication as the richest communication medium. You can watch other person’s facial expressions to determine the meaning of message and get instant feedback. Videoconferences work well for emergency meetings with someone sitting far. Letters are used for communicating special messages, such as job hiring. Selection of wrong communication channels may lead to information overload and inadequate feedback. 
ii.  Below are the important criteria to select communication channels and tools: 
· Effectiveness: Organizations need to select communication channels and tools which suits the organization most effectively. Print communication channels like E-mail and messaging are effective where discussion trial needs to be maintained for future reference.
· Security: Organizations need to select channels which are secure as organization sensitive information can be leaked to external sources. 
· Cost: Organizations need to select cost effective communication channels. They cannot always select face to face communication channels if the employees are working in remote locations. 
iii. Report Writing: 
Writing a report which is essentially focused on a specific audience and is purpose-oriented preferably in a concise, short and sharp manner is Report writing. 
Reports might contain following elements: 
· A description of a sequence of events or a situation 
· Some interpretation of the significance of these events or situation
· An evaluation of the facts or the results of your research 
· Your recommendation as to a course of action 
· Discussion of the likely outcomes of future courses of action 
· Conclusion 
The report can have a structure as depicted below: 
Title Page


Terms of Reference

           Conclusion
Introduction
Discussion
Result
Methods 
Contents (Table of contents)
Summary (Abstract)



























One should follow the following stages while creating Report Writing: 
Understanding the report brief

Gathering and selecting information 
Organizing your material 
Presentation 
Reviewing and redrafting 
Writing the report 
Analyzing your material 



























iv. Key points to remember when writing a report :
1. Be clear about the objectives of the report and the audience for whom you are writing. 
2. Do a thorough research to have clarity on the topics to be covered in the report. 
3. Use a proper format such as heading, subheadings, sections and bullets to showcase the content systematically. 
4. Use proper grammar and punctuation while writing a report. 
5. Add recommendations, references and conclusions. 
6. Do a thorough proof- reading to ensure the quality and accuracy of the content. 
7. Make sure the report has addressed the issue/topic. 
v. Organizational communication can be defined as a field of communication in which the organizations communicate the organization outside the organization. Business organization can be formal as well as informal at the flow of communication can also be formal as well as informal which is flowing through different channels. These specific communication can flow downwards, upwards and horizontally. Technique used in conveyance of the message for the information from center to the receiver inside an organization with the help of the different channels is called the communication process. First leader send and developed an idea which is later encoded into the message and later transmitted to the party with the help of the channels. Decode the data and provide feedback to the sender. 
Business communication process can be defined transferring an idea from one person or group to another person of group that is included into the organization and could understand the specific message. Or we can say that business communication process is a system in which information is transmitted from the sender to receiver in an organized and structured way. 

The finest example for existing business communication model is Walmart. Walmarts communication model includes communication model includes communicating with stakeholders on the reduced sales from E-Commerce depart as well as improving The E-Commerce service inside the organization by taking the communication as a serious task. 
Company has implemented multiple database management systems for better communication inside your organization for provision of inter connectivity in different department communicate information flows from one department to another department in a horizontal way and provides efficient  support as well as feedback. 
Sudden changes in a supply chain as well as requirement of inventory is also done by the business communication from the bottom most store of Walmart to the top most authorities. By having a communication channel in different departments of the company Walmart has successfully manage to integrate itself into the organizational structure. By implementation of HRIS Walmart has successfully built a new system for efficiently communicating within the human resource information. This is specific system has increased the capability of Walmart to communicate with their overall employees and human resources inside the organization to create a better working environment. By promoting you open communication between stakeholders and employees of the organization Walmart has successfully managed to interconnect the department and provide better fluency of communication between two channels of the organization. By arranging the sender, mediator, receiver system into the organization Walmart has successfully manage to implement a new system which is totally based on electronics to provide send message to the receiver and take the feedback or an instant time. 

Walmart supply chain is one of the finest examples of implementation of communication model.
Walmart supply chain uses a digital communication structure from bottom to up. Sending out information from their inventory to the stores and stores to the inventory Walmart successfully manages the overall number of product in their inventory system. Buy automatic be communicated process from their inventory to the suppliers as well as getting supplies has successfully managing the overall process of communication inside the organization. 

Case Study

1. Communication is a two-way process. For it to be effective it is very important for the receiver to properly receive the message. But communication often comes with many various barriers. Some barriers are faced by David in the case which is listed below: 
· David is 35 years old and has to manage people both below and above his age. He has to use communication that would be understood by all of his employees irrespective of their age. 
· The employees are from diverse cultural and ethnic background. This is a very important factor because different cultures have different meanings of various verbal and non-verbal gestures. So the communication should be such that it does not offend anyone’s culture and should be clear. It should not create ambiguity. 
· Another barrier for David is that English is not the primary language for some of his employees. So in such case, the message should be easy and clear. Any doubts from the employees side should be resolved immediately. 
2. One of the best ways of encouraging someone to do something is by showing them and first following the same ourselves. In a food restaurant, the most important thing is hygiene and personal hygiene comes first. David himself comes with not so clean clothes to the restaurant. Even his hands and nails were dirty for car scrubbing. This shows that David cannot be a role model for his employees. He must follow the hygiene rules first himself. Although he has put clear-cut instructions everywhere, he must be an example for them. 
3. Some ways by which effective communication can act as a motivator for employees is : 
· Be clear in the approach of conveying the message. 
· Keeps message in such a way that is understood to all. 
· David should be example himself. 
· Signs and posters reminding them of the same. 
· Participating and communicating thereof. 
· Rewards for following the practices effectively. 
· Paying attention to the employees’ concerns and issues. 
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