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Communicate in a business environment (Activity 1)
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Unit Y/506/1910: Communication in a Business Environment
Activity 1 – Understand Business Communication Models, Systems and Process (AC 1.3, 1.4, 1.5, 1.6, 1.7, 1.9)
When communicating in a business environment it is important you have a full understanding of the different communication models and systems and how to apply these to your practice.

1. In the table below, identify different communication systems and their strengths and weaknesses. 

	Communication System
	Strength
	Weakness

	
	
	

	
	
	

	
	
	



2. What are the key factors that affect how you communicate and why are these important?

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
3. Why is the use of correct grammar, sentence structure, punctuation, spelling and conventions important?

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
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4. What factors need to be taken into account when planning and structuring different methods of communication and why?
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
5. What are the main barriers to communication and how can you overcome these?
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
6. How do you use different proof reading techniques to check business communications?
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
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