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It is an essential part of your job role that you can communicate effectively in the workplace using a number of different methods as follows.
Providing written information relating to your work
Ask yourself:

· If you have all the necessary correct and current information that you need
· That you can you write clearly and legibly, giving all the essential information needed

· That you can use approved styles and formats for written communication

· That you can pass on written information only to those people authorised to receive it and within agreed timescales

· That you can keep information in written documents as required by your organisation
· That you can maintain the confidentiality of written information in line with your instructions and organisation’s procedures.

Information may be from: note books; witnesses; report books; registers
Written documents may be: report books; registers; memos; incident reports (i.e. accident, fire, intruders)

Providing written information relating to your work

You must know:

· What information you need and where to get it
· How to make sure information is correct and current

· The approved styles and formats that you should use for written information

· Why and how you should maintain confidentiality of information

· The different documents that you are required to keep
· Your organisation’s procedures and policies for preparing and passing on written information
Communicate effectively to work with others

Ask yourself:

· If you can accurately interpret and act upon instructions you receive
· If you can make sure you understand instructions, getting clarification when you need it
· If you can carry out your tasks promptly, and with the minimum of supervision
· If you can help other people in performing tasks in a positive manner and without prompting
· If you can consult with and help your team members to carry out tasks efficiently
· If you can give instructions to others clearly, at a pace and in a manner that helps them to understand
Instructions may be received orally or in writing
Tasks may be carried out on your own, in a group, or, in a training situation

Other people may be supervisory staff, members of your team, contractors, customers, visitors, emergency services, and other relevant persons  

Communicate effectively to work with others

You must know:

· How you should contribute to the work of your organisation
· How you would carry out tasks that you would normally be given
· Who you would ask if you need to clarify something, or ask questions about your work
· How to talk and work with others to work efficiently, without adversely affecting your own work
· The limits of your responsibility and authority
Communicate using telecommunications

Ask yourself:

· If you can make sure that the communication equipment you use is working properly

· If you can respond to and acknowledge incoming communications promptly and clearly, using appropriate terminology 
· If you can pass on information to persons who require it and who are authorised to receive it, within agreed timescales

· If you can use outgoing equipment in line with your organisation’s procedures and guidelines

· If you can confirm the information you give is understood by the people receiving it

· If you can report faults with equipment promptly to an appropriate person

· If you can take prompt and effective action when there is difficulty in transmission or reception of information 

Communication equipment may include telephone systems (fixed and mobile),    e-mail, fax, radio, pagers

Appropriate Technology may include the phonetic alphabet, call signs, caller identification, and passwords 
Communicate using telecommunications

You must know:

· How to make sure your communication equipment is working properly and what to do if it isn’t
· The limits of your authority and responsibility for passing on information
· The regulations or policies that you should follow for using communications systems, including for private use
· What to do if there are problems in using communications equipment, and the location of alternatives that you could use
· The terminology that you should use, such as the phonetic alphabet, the 24 hour clock, call signs, caller identification and passwords.
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