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What other business miss-communications can 

you create? For example…

� Understand what is meant by effective communication 
and how it can be achieved.

� Analyse the advantages and disadvantages of different 
communication media and explain their appropriate 
use.

� Understand the causes of ineffective communication 
and how to overcome them.

� Evaluate the application of different communication 
networks.

Read case study on pages 226-7

(Effective) communication – the exchange of 

information between people or groups, with feedback as 

appropriate.
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As a class, create a pack of ‘top trumps’ 

featuring the main methods of oral, written, 

electronic and visual communication.

Split into 4 groups and take on the four 

communication types (pages 229-230)

Agree on ratings between 1 and 10.

1. Oral – for example conversations, 
interviews, appraisals, meetings, 
briefings.

2. Written – for example letters, 
memos, notices, reports, meeting 
minutes.

3. Electronic – for example internet, 
email, SMS, fax, video conferencing

4. Visual – used to support oral,  for 
example projectors, diagrams/charts, 
video, posters.

1. Failure in one of the stages of the communication process

2. Poor attitude of either the sender or receiver

3. Physical reasons

1. Ensure the message is clear and precise

2. Keep communication channels short (flat 
organisation structure?)

3. Train staff in the use of the appropriate 
channels

4. Build in feedback so issues can be raised

5. Establish trust between senders and 
receivers

6. Ensure physical conditions are appropriate
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The official communication channels and routes used 
within an organisation

Need to consider…
� Speed of transmission
� Motivation/morale
� Need for feedback/discussion
� Organisational structure

� Can you stop informal communication? How significant are its 

effects?

� What general strategies can businesses use to improve 

communication?


