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	You must be able to: 

	1 Understand the lines of communication within own organisation

	1.1 Describe the structure of own organisation
	
	
	

	1.2 Describe how information is gathered and circulated within own organisation
	
	
	

	2 Understand the need to communicate effectively with others in the workplace

	2.1 Explain reasons for communicating effectively with others in the workplace
	
	
	

	2.2 Describe implications of poor communication with colleagues
	
	
	

	3 Know how to communicate with others about tasks in the workplace

	3.1 Describe different tasks carried out by colleagues in own organisation
	
	
	

	3.2 Describe the features of clear instructions
	
	
	

	3.3 Describe how to provide feedback to others
	
	
	

	3.4 Describe how to respond to feedback
	
	
	

	4 Understand how conflict is dealt with in own organisation

	4.1 Describe own organisation’s policy for managing conflict in the workplace
	
	
	

	4.2 Describe communication techniques that can be used to help resolve conflict in an organisation
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