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Unit Y/506/1910: Communication in a Business Environment 
Assignment Brief
In order to complete this unit, you will need to complete the following activities;
1. Complete a detailed analysis of the needs of internal and external stakeholders. You will need to include the following:
a) Who are your key stakeholders?
b) What are the main communication requirements of the different stakeholders?
c) What methods of communication are the most appropriate for these requirements?
d) Are there any communication channels you need to consider?
(AC 1.1) 
2. Complete a detailed analysis of the different communication models that support administration. You will need to consider:
a) What are the different communication models?
b) How do they apply to the business environment?
 (AC 1.2)
3. Produce a detailed explanation of how different communication theories and body language is used in a business environment. You will need to include:
a) What are the communication theories and how do they relate to the business environment?
b) How is body language used to support communication?
(AC 1.8)
4. Produce a detailed statement on how you have communicated in writing within the business. You will need to include the following:
a) How you identified the purpose and audience of the communication
b) How you identified the appropriate communication media for the purpose
c) How you presented the information – what layout and style did you use and why?
d) Were there any business practices you had to follow?
e) How did you ensure your communication was clear and accurate?
f) What deadlines did you have to meet?
(AC 2.1, 2.2, 2.3, 2.4, 2.6, 2.7)




5. Produce a detailed statement on how you have communicated verbally within the business. You will need to include:
a) How you identified the nature, audience and purpose of the information to be communicated.
b) How you made sure you used the correct language to meet the audience’s needs.
c) How you ensured you used appropriate body language
d) Were there any implications to the information you were communicating?
e) How you confirmed the information had been understood correctly
f) How you responded to comments or questions from the recipient
(AC 3.1, 3.2, 3.3, 3.4, 3.5, 3.6)
6. 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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