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	Communicate in a business environment

	Successful assessment of the unit proves that the learner has achieved the national occupational standard to communicate in a business environment
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Communicate in a business environment


This unit is about communicating both verbally and in writing within a business environment.

You will use the following specific skills:

· communicating

· organising

· planning

· reflecting
This unit has eight outcomes:
Outcome 1

Know the purpose of planning communication
Outcome 2

Understand how to communicate in writing
Outcome 3
Know how to communicate verbally
Outcome 4
Understand the purpose of feedback in developing communication skills
Outcome 5
Be able to plan communication
Outcome 6
Be able to communicate in writing
Outcome 7
Be able to communicate verbally
Outcome 8
Be able to identify and agree ways of developing communication skills
Communicate in a business environment


Evidence
This space is to record the evidence you need to do to complete this unit. The criteria that you should be able to complete are within the learning outcomes.
	No.
	Method*
	Summary of evidence or 
portfolio reference
	Assessor initials

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Photocopy if required
*Assessment method key: O Observation; PD Professional discussion; Q Questioning; WP Work product; WT Witness testimony; Oth Other
	What you must do


	You must show that you can perform consistently to the same standard. This will be assessed by your assessor using various methods which must include observation of your performance.

	Be able to plan communication (Outcome 5)

	Shaded numbers must be observed

	1

	2

	3

	4


	1
	Identify the purpose of communications to be presented
	(
	(
	(
	(

	2
	Select methods of communication to be used
	(
	(
	(
	(

	3
	Confirm methods of communication, as required

	(
	(
	(
	(

	Be able to communicate in writing (OUTCOME 6)

	Shaded numbers must be observed

	1

	2

	3

	4


	4
	Format information so that it is clear and accurate

	(
	(
	(
	(

	5
	Use language that suits the purpose of the communications

	(
	(
	(
	(

	6

	Use accurate grammar, spelling and punctuation, and plain English to make sure that the message is clear

	(
	(
	(
	(

	7

	Check communications and make amendments, as required

	(
	(
	(
	(

	8

	Agree what is important and what is urgent

	(
	(
	(
	(


	
	
	9

Produce communications to meet agreed deadlines

(
(
(
(
10

Keep a file copy of communications sent

(
(
(
(
Be able to communicate verbally (Outcome 7)
Shaded numbers must be observed

1

2

3

4

11
Verbally present information to others so that it is clear and accurate

(
(
(
(
12
Contribute to discussion(s)

(
(
(
(
13
Actively listen to information given by other people

(
(
(
(
14
Ask relevant questions to clarify own understanding, as required

(
(
(
(
Be able to identify and agree ways of developing communication skills (OUTCOME 8)
Shaded numbers must be observed

1

2

3

4

15
Get feedback to confirm whether communication has achieved its purpose

(
(
(
(
16
Use feedback to identify and agree ways of improving own communication skills

(
(
(
(



	What you must know

	Evidence for this section can be collected in a variety of ways. Your assessor will discuss with you how to collect and record this information.


	Know the purpose of planning communication (OUTCOME 1)
	Ref.

	K1
	Identify the purpose of communication
	

	K2
	State different methods of communication and when to use them
	


	Understand how to communicate in writing (OUTCOME 2)
	Ref.

	 K3
	Give reasons for using language that suits the purpose of communication
	

	K4
	Describe how to format information so that it is clear and accurate
	

	K5
	Give reasons for accurate use of grammar, punctuation and spelling
	

	K6
	Explain what is meant by plain English, and why it is used
	

	K7
	Explain the need to check work
	

	K8
	Outline ways of recognising work that is important and work that is urgent
	

	K9
	Outline organisational procedures for saving and filing written communications
	

	Understand the purpose of feedback in developing communication skills (OUTCOME 4)
	Ref.

	K13
	Identify ways of getting feedback on communications
	

	K14
	Describe the purpose of using feedback to develop communication skills
	


	Know how to communicate verbally (OUTCOME 3)
	Ref.

	K10
	Identify methods of verbally presenting information and ideas clearly
	

	K11
	Identify ways of contributing to discussions
	

	K12
	Identify ways of listening actively
	


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



