ENTERPRISE THROUGH GCSE APPLIED BUSINESS

LESSON PLAN 5 – BUSINESS COMMUNICATIONS

Aim

This lesson helps students to learn about how the different areas of a business communicate

Preparation

Students need a copy of the Gapped Handout – Communication (can be on computer)  - to complete during the lesson, writing instruments and access to ICT/Internet.

Differentiated target

By the end of the lesson:

· All students will be able to describe the main techniques of internal and external communication in a business, including IT

· Most students will be able to give a clear and coherent description of communication between functional areas, including IT

· Some students will be able to explain how good communications supports the work of the business and its functional areas.  They should suggest improvements the business could make to communicate with customers, particularly through the use of IT.

Activities

(10 minutes)

On the whiteboard:  “List as many different methods of communication as you can in 2 minutes”.

Now check with a partner and add any you have missed.  Which ones are inside the business and which are outside?  Which are oral?  Written? Graphical? (eg using images sent by fax) Video? Check your answers with the class.

Thought starter

(15 minutes)

In their Enterprise groups, students draw up a table to list the most suitable methods of communication (or create a MindMap) they will use for their project.  Probable answers will be:  school intranet, posters, questionnaires, face-to-face, leaflets.  

Groups may wish to carry out a marketing exercise prior to advertising their project.  This could be through a questionnaire, done as a whole group.

	MARKETING AND SALES
	To find out if there is a market for the product. 

To let people know that the product is available. 

To persuade people to buy the product.


(45 minutes)

(a) The Enterprise Group now needs to implement the plan for the production of calendars, breaking down the tasks, organising resources, deploying team members and allocating responsibilities.  These could be:

· Designing questionnaires

· Conducting market research

· Costing – it may be possible to obtain sponsorship or a loan from a bank

· Gathering material to be used in the calendar – this will include contacting other staff and students for contributions

· Planning distribution 

· Production of the calendar

(30 minutes)

(b) Once this information has been decided - set up an Enterprise Group Notice Board – this can be divided into the sections above, with up-to-date information entered on  – kept by students.

(20 minutes)

(c) Students use written Mind Map, or software Mind Map, to produce an overview of their Calendar production and their particular tasks to be completed

Expected outcome

(d) Each Enterprise group will have identified the main methods of communication.

(e) Each student will have contributed to the setting up of an Enterprise Notice Board, which keeps a record of tasks to be done, people responsible and time allocation.

(f) Each student will have contributed to the implementation of the project, undertaking specific tasks and roles.

(g) Students will create an individual Mind Map based on their own personal contribution to the Enterprise Group project

Plenary

(10 minutes)

(h) Using Q&A techniques, teacher and students will quiz peers on set up of their business, plan of action and arrangements for resources and deployment of team members.
COMMUNICATIONS – EXTERNAL

Businesses need to contact several organisations and individuals – these include:

· Customers

· Employees

· Managers

· Directors

· Suppliers

· Shareholders

· The Bank

· Government agencies, eg Inland Revenue, Customs & Excise etc

· Local community

Some methods of communication are more appropriate than others, depending on who is receiving the message, how urgent the message is and what is in the message.  Below are several forms of communication used within the business world.  Match the appropriate method of communication with the appropriate recipient.  For each method indicate which external contact you would use it for and why.

	METHOD OF COMMUNICATION
	WHO WOULD RECEIVE IT AND WHY

	Telephone


	

	Letter


	

	Fax


	

	Memo


	

	e-mail


	

	Meeting


	

	Pager


	

	Video conferencing


	

	Internet


	

	Intranet


	

	Radio and TV


	


QUIZ – COMMUNICATION                            [image: image1.wmf]
1. Which of these best describes communication?

(a) Sharing information

(b) Informing others what to do

(c) The effective exchange of information

(d) Passing information between two people

2. Which of these is not a form of verbal communication?

(a) Group discussion

(b) E-mail

(c) Telephone call

(d) Interview

3. Which of these is not an advantage of face-to-face verbal communication

(a) Information is forgotten afterwards

(b) Information is conveyed quickly

(c) Emotion can be conveyed through the voice

(d) Messages can be reinforced by body language

4. What type of communication involves graphs, charts, images, posters, logos and video?

(a) Verbal communication

(b) Visual communication

(c) Virtual communication

(d) Versatile communication

5. Which of these is communication within an organisation?

(a) Internal communication

(b) Visual communication

(c) External communication

(d) Verbal communication

6. Which of these is communication up and down the chain of command?

(a) Verbal communication

(b) External communication

(c) Horizontal communication

(d) Vertical communication

7. List three ways in which businesses might use IT to communicate with customers.

8. Describe three methods of written communication that a business might use.





































