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Unit H/506/1893: Communication in a Business Environment	
Level: 2
Credit Value: 3
Guided Learning Hours: 19
Unit Brief
Communication skills are an important part of any business and administration role. They underpin all interactions with internal and external audiences and run through all the units in the overall qualification as a thread. 
In this unit you will develop the knowledge and skills of communication needed in a business environment. You will explore different methods of how to communicate with others, including verbal and non-verbal communication and effective written business communication. 
You will look at how to use spoken language appropriately, tone of voice, and the body language used in verbal discussions and when responding to others. You will consider the language, content, structure and accuracy of information in written communications relevant to your role and workplace.
This session is designed to cover the following learning aims:
	You will:
	You can:

	1. Understand the requirements of written and verbal business communication
	1.1 Explain why different communication methods are used in the business environment

	
	1.2 Describe the communication requirements of different audiences

	
	1.3 Explain the importance of using correct grammar, sentence structure, punctuation, spelling and conventions in business communications

	
	1.4 Explain the importance of using appropriate body language and tone of voice when communicating verbally

	2. Be able to produce written business communications

	2.1 Identify the nature, purpose, audience and use of the information to be communicated

	
	2.2 Use communication channels that are appropriate to the information to be communicated and the audience

	
	2.3 Present information in the format that meets the brief

	
	2.4 Adhere to agreed business communication conventions and degree of formality of expression when producing documents

	
	2.5 Produce business communications that are clear, accurate and correct

	
	2.6 Meet agreed deadlines in communicating with others

	3. Be able to communicate verbally in business environments
	3.1 Identify the nature, purpose, recipient/s and intended use of the information to be communicated

	
	3.2 Use language that is appropriate for the recipient’s needs

	
	3.3 Use body language and tone of voice to reinforce messages

	
	3.4 Identify the meaning and implications of information that is communicated verbally

	
	3.5 Confirm that a recipient has understood correctly what has been communicated

	
	3.6 Respond in a way that is appropriate to the situation and in accordance with organisational policies and standards
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