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Unit 4:  Business Communication
Aim and purpose

The aim of this unit is to show learners that the collection and management of business information, and the successful communication of that information throughout a business, is critical for the future prosperity of the organisation.

Unit introduction

A business needs accurate and relevant information from internal and external sources in order to operate profitably. Proper collection of data creates an environment where informed decisions can be taken for the benefit of the business. In order to manage information effectively, there must be good communication systems within the organisation. Staff must possess good verbal and written skills in order to communicate and share information.

Business information can be used to obtain competitive advantage and promote efficiency. Organisations generate information internally, recording details of products manufactured, purchased and sold, and their associated costs. Businesses use information to manage not only what is currently happening in the organisation but also to plan for the future and ensure their survival. Information is collected, stored, manipulated, analysed and reported to those who need to use it. People need to become skilled manipulators and users of information to ensure organisations become more efficient and succeed in achieving their stated purposes. Since the development of the personal computer and more recently the internet, communication methods have changed significantly. Gathering relevant information from a range of sources is a skill that needs to be developed using electronic and non-electronic sources.
LEARNING OUTCOMES

On completion of this unit you should:

1 
Understand different types of business information

2 
Be able to present business information effectively

3 
Understand the issues and constraints in relation to the use of business information in organisations

4 
Know how to communicate business information using appropriate methods
Remember: To achieve a 
Pass 

you need all 7 Pass criteria
Merit 

you need all 7 Pass criteria plus the 2 Merit criteria
Distinction
you need all 7 Pass criteria plus the 2 Merit criteria plus the 2 Distinction criteria 
Assignment 1 (this will provide evidence for P1, M1, D1)
You have recently set up a small business called Trinity Communications. The Entrepreneurs’ Forum has employed you to advise people setting up in business on the importance of effective communications. 
Essentially, you will produce a pack of resources using a variety of media that not only explain about communication but also give practical examples.
You will only need to investigate one business for this assignment; however, you may not get responses from your chosen company, so it would be a good idea to select at least three at this stage.

You will need to design a logo for your business.

Task 1
Pass 1 Explain different types of business information, their sources and purposes

First, select an organisation which you are able to access in order to obtain information.  The organisation could be where you work part-time or a relative’s work place.  You will need permission from the owner or your line manager to obtain information about the organisation.  

To answer this task you will therefore need to interview the manager of a local business.  Your interview should find out the following:
· The types of information they use with examples
· The sources from which they get information 
· The purposes to which they put the information

When constructing and conducting your research use the unit content to guide you.

You should now write a series of guidance notes in the form of a handbook called “No Benefit Of Doubt” explaining the terminology of types of business information using examples from your organisation.  The booklet should be a comprehensive ‘at a glance’ help for new entrepreneurs wanting to ensure they have collected sufficient information before starting up.
Unit content

Types of information: verbal; written; onscreen; multi-media; web based

Purpose of information: updating knowledge; informing future developments; strategic direction; SWOT analysis; offering competitive insight; communicating sales promotions; inviting support for activities

Sources of information: internal, e.g. financial, human resources, marketing, purchasing, sales, manufacturing, administration; external, eg government, trade groupings, commercially provided, databases, research; reliability of data sources
Minimum word count is 1200 words.

Merit 1 Analyse different types of business information and their sources
To achieve this criterion you will need to extend the evidence written for Pass 1. You will need to analyse the types of information used in your chosen business and their sources.

Create a poster with a table(s) on it to show:

1. A detailed explanation of the types of information used.

2. A detailed explanation of why each is necessary to the successful performance of the business.

3. A detailed analysis of why the business has used the sources it did.

Distinction 1 Evaluate the appropriateness of business information used to make strategic decisions

This criterion requires you to evaluate the appropriateness of business information used to make strategic decisions.

Select 2 decisions made by the organisation.  These could be in connection with, for example

· Finance
· Marketing
· HR
· Communication
In a formal report you need to explain

· How they arrived at the decisions

· What information they HAD

· What extra information might have helped

· Evaluate whether they had appropriate information when making EACH decision.
Minimum word count is 1000 words
Handout Date:  

Deadline for submission:  

Assignment 2
(this will provide evidence for P2, P3 ,P4 and D2 )
You now need to show you can put theory into practice so that new entrepreneurs can see what ‘real’ business information looks like and so the Forum know you can really do the business, not just talk about it. 
Task 1 of this assignment requires you to investigate the effective presentation of business information.

You will need either information that you have collected for assignment 1 or you can find new information that other organisations use.  The following tasks relate to financial information but if you prefer you can use marketing, operational, manufacturing, human resources, logistics or transport information.  Please check with Mr Gunn to ensure that the information you select is appropriate for the assignment.

For each presentation method you choose you need to preface the work with;

· Intended audience

· Purpose of the information

You could do a table for this, e.g.

	Method
	Intended Audience
	Purpose of the information

	Presentation
	
	

	Report
	
	

	Leaflet
	
	


so that other people could use your template for success.

Task 1
Pass 2 Present complex internal business information using three different methods appropriate to the user’s needs
a) Obtain financial information from your selected organisation and give a five-minute verbal presentation about what the financial information shows about the performance of the business or part of the business.  Your verbal presentation should be suitable for a number of business journalists who want to report on the performance of the business.
b) Produce a brief written report on what the information shows about the performance of the business or part of the business.  This report should be suitable for the directors or the senior management of the business and should include a spreadsheet or graph to help explain the financial situation.
c) Produce a leaflet, which is aimed at the staff of the business, telling them about the financial performance of the business or part of the business.  The majority of the staff does not have any financial or accountancy knowledge.

Pass 4 Evaluate the external corporate communications of an existing product or service

Find an example of a real external corporate communication from your selected business and evaluate it as a means of corporate communication.  This could be an advertisement they have produced or a poster, leaflet, menu, brochure, packaging, logos, livery, straplines, endorsements or any sponsorship they may have undertaken.   

You will need a range of documents (at least 5).  If possible collect the same information from 2 businesses as this would help if you intend to attempt D2)
Evaluate the documents and comment on;

· Professionalism

· Immediate impact

· Memorable

· In keeping with the image of the organisation

Create a wall display with each document on the left and your comments on the right.  Remember, your comments need to be accurate, well produced and fit for purpose.  (Ensure that your wall display has been photographed).

Pass 3 Produce corporate communications
Using the same organisation or any other of your choice, build on the comments you made for P4 and produce a corporate communication such as an advert, poster or leaflet communicating information about the business or one of its products or services.  Your proposed audience will be the business’ customers and potential customers.  You will need your logo for this.
In a memo addressed to Mr Gunn explain why you chose each method of communication, how successful do you think it would be and why.
Handout Date:  

Deadline for submission:  
Presentation methods to meet the needs of the user: e.g. document, use of style, verbal presentations, role plays, onscreen multi-media presentation, use of images, web-based presentation, multi-lingual support 

Output requirement: e.g. resolution of images, page layout, text formatting, use of tables, combining information from a range of applications, use of specialist software and hardware

Presenting corporate communication: methods; mission statements, advertising, packaging, logos, livery, strap lines, endorsements, sponsorship

Task 2
Distinction 2 Evaluate the effectiveness of business information and its communication as key contributors to the success of an organisation, using examples to illustrate your points
For this task you will need to research examples of effective business information and its communication in other businesses that are regarded as having effective systems of information and communication, as well as your selected organisation.  You will then be able to draw some comparisons between examples of effectiveness in other businesses and your selected business.
This criterion requires you to 

1. Evaluate the corporate communications against what the organisation set out to achieve

2. Compare the 2 organisations and explain which is the more successful with its communications

3. Justify your decision above WITH EXAMPLES
4. Make recommendations for improvements in YOUR selected organisation based on what you have learned
Your evidence will be a formal report.
Minimum word count is 1500 words
Handout Date:  

Deadline for submission:  

Assignment 3 (this will provide evidence for P5, P6, M2)
This assignment is concerned with the issues and constraints in relation to the use of business information in organisations.

Pass 5 Explain the legal and ethical issues in relation to the use of business information
Task 1
(Explain the legal issues in relation to the use of business information.)
So far the evidence you have produced has related to the positive elements of setting up and running a business.  There have to be constraints that can be seen as negative but are absolutely necessary. 

You need to make your clients aware of these.

Using information gathered from an organisation of your choice produce a series of posters, with bullet points or in a table, to explain the principles and penalties involved in adhering to

· Data Protection Act

· Computer Misuse Act

· Freedom of Information Act

· Copyright Act

· Discrimination Acts

You should give examples from the organisation where applicable of how they adhere to these.  
(Hint! – simply stating the principles is not sufficient.)

Legal issues: relevant data protection legislation e.g. Data Protection Act 1998, Freedom of Information Act 2000; other relevant legislation, e.g. Computer Misuse Act 1990

Task 2 
(Explain the ethical issues in relation to the use of business information.) 
Produce a staff handbook to explain the “do’s and don’ts” regarding ethical issues and codes of practice, shown below, in relation to the use of information.  You could personalise this for use by potential employees of Trinity Communications.
It is OK to use tables within the handbook to explain each issue.
· Use of email

· Internet

· Whistle-blowing

· Organisational policies

· Information ownership
Ethical issues: codes of practice, e.g. on use of email, internet, ‘whistle blowing’; organisational policies; information ownership

Task 3
(Explain the operational issues in relation to the use of business information.)
Produce a Case Study from an organisation you have studied to show how it dealt with the operational issues it faced.
Minimum word count 750 words

Operational issues: security of information; backups; health and safety; organisational policies; business continuance plans; costs, e.g. additional resources required, cost of development; impact of increasing sophistication of systems, e.g. more trained personnel, more complex software
Merit 2 Analyse the legal, ethical and operational issues in relation to the use of business information, using appropriate examples.
Task 4

Using an organisation you have investigated analyse how well it has managed the

· Legal issues

· Ethical issues

· Operational issues

it has faced.  You will need to use appropriate examples.
You can choose how to wish to present the evidence for this criterion.

Minimum word count 800 words

Handout Date:  

Deadline for submission:  

Assignment 4 
Pass 7 Outline electronic and non-electronic methods for communicating business information, using examples for different types of audience
Task 1

In this task you will be examining both electronic and non-electronic methods of communicating in business.  

As a new entrepreneur have observed that some staff are unclear about which methods of communication are suitable for different situations at work.  You therefore decide to produce a guide to help new recruits to your business.

Your guide should comprise two tables as follows:

· electronic methods 
· non-electronic methods 

of communication available in business.  You should also include examples of recipients (audience) that each method would be suitable for.

Explain in detail the reasons why each method is appropriate for the users that you have listed.  Use the content below to frame the tables.

Audience requirements: e.g. age, gender, ethnicity, special needs, readability, legibility, attention span, accessibility, interest, distraction avoidance, business experience and knowledge, industry-related experience and knowledge

Methods of written communication: e.g. letter, memorandum, fax, invoice, flow charts, publicity material, email and screen based, SMS (short message service), www (worldwide web)

Methods of non-written communication: e.g. telephone call, video conferencing

Technologies: computers; touch screens; digital broadcasting; DVD (digital versatile/video disc); mobile phones; the internet and WAP (wireless application protocol)

Communication skills: formal/informal; verbal/non-verbal; listening; understanding; seeking clarification; responsiveness; eye contact; facial expressiveness; body language; use of appropriate professional language; ability to adapt communication techniques to audience requirements; presentation skills; ability to invite commitment to shared goals
Handout Date:  

Deadline for submission:  
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