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Unit H/506/1893: Communication in a Business Environment 
Assignment Brief
In order to complete this unit, you will need to complete the following activities;
1. Collect a copy of a written document you have produced. Write a detailed learner statement about this document, including the following information:
a. How you identified the nature, purpose and audience you needed to communicate with.
b. How you identified the type of written communication to use.
c. How you laid out the document following organisational standards – including how you know these standards.
d. How you made sure the communication was clear, accurate and correct.
e. What sort of deadlines you had to meet and how you met the deadlines.
f. How you identified the communication channels appropriate to the information to be communicated.
If you wish to include a copy of the communication in your portfolio, ensure you apply data protection legislation with regards to the protection of customer/colleague information.
(AC 2.1, 2.2, 2.3, 2.4, 2.5, 2.6)

2. Think about a time you communicated with a customer or colleague verbally. Produce a detailed statement about the event including the following information:
a. How you identified the nature, purpose, recipient and use of the information to be communicated.
b. How you identified the language appropriate for the communication.
c. How you communicated the information to the recipient, including how you used body language and tone of voice to support the conversation.
d. How you confirmed the recipient understood what has been communicated.
e. How you responded to any questions or comments in a way that suited the situation, followed organisational policies and procedures.
 (AC 3.1, 3.2, 3.3, 3.5, 3.6)

3. Your Assessor will collect a witness statement from your line manager on how you communicate with customer and/or colleagues. This will include collecting information on how you have;
a. Communicated using written and verbal methods
b. How you confirm the recipient, nature, purpose and use of communication.
c. How you use language appropriate to the method and nature of the communication.




d. How you identify the implications of information communicated verbally and in writing.
e. How you carry out the communication meeting organisational and industry standards
(AC 2.1, 2.3, 2.4, 2.5, 2.6, 3.1, 3.2, 3.3, 3.4)

4. Your Assessor will plan to complete an observation of you communicating with colleagues and customers both verbally and in writing.
(AC 2.1, 2.2, 2.3, 2.4, 2.5, 2.6, 3.1, 3.2, 3.3, 3.4, 3.5, 3.6)
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