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49h Method 4 Disadvantages:

50 Explain the structure and purpose of different types of meetings in a business environment. (2.1)
Type your answer

Below are the types of meeting | getinvolved in on a regular basis in my role as a Manager/Team leader

Daily team mesting, the purpose of these meeting are to keep my team up to date with curent rends, sales, losses, customer fesdbatck,
management insiructions efe. These meeting were structured to start before each shiftto make all tsam members aware and up to date.

Video conferences: | have used these in 2 different circumstances, 1. When discussing "not” achieving monthly targets with my area manager and
what | intend to do to get back on track.2, Team meeting with collsagues to discuss and uniform company practices. These are siructured to be able
toget2 or more sets of people to discuss issues without having to travel to a centralised meeting place, saving tme and money.

Management mestings: Weekly mesting (or emergency meetings) to discuss the business in general, sales, profts losses, wastage, frends efc
Emergency meetings are rare but recall one meefing where a product had to be recalled and the managers metto discuss the consequences of
this, the action to take and follow up.

Appraisals: As a line manager, | am obliged to carry out annual appraisals with my team members, discussing the year just gone, finding out heir
strengths and weakness and giving feedback on their performance. It atthese meeting | can ind out the thoughts of e learner, their needs and
expectations of me as their manager. These are structured as 1 to 1 sessions, confidential and be able to be followed through to assess any
promises made.

Customers: Following company procedures, my approach to my customers i fairly uniform. | greet them, consider their needs, build up a rapport
and give them any information they require and by making them feel welcome. Atthe end of the day, customer retention is atthe core of the busines

to help sustain profitability] 4

Please tick the box if you are happy with your answer [

51 Explain the importance of having a meeting agenda which addresses objectives. (2.2)
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51 Explain the importance of having a meeting agenda which addresses objectives. (2.2)

Type your answer

‘The agenda s used to help focus the information to  variety of audiences, either a few or many, depending on the situation, this is usually sent out
to all recipients in advance. The agenda covers all the topics that will be discussed during the meeting. So it s Important that the data is achieves its
objective and addresses issues and problems, gives the participants the chance to respond o make suggestions. It should cover a variety of topics,
sales, targets, forecasts eic. There is usually a set format for agendas, Introductions, minutes from the last meeting, apologies from non attenders,

main topicis) then any other business, this gives attendees the opportunity for the audience to ask questions, aive recommendations or ofeer up
solutions to problems. There s also someone designated to take the minutes of the meeting for the record

P
Please tick the box if you are happy with your answer [

52 Explain the importance of confirming objectives to be achieved during a meeting with the relevant
people. (2.4)

Type your answer

Sending the agenda in advance, gives recipients the chance to respond ifthey have any queries or needs. They may also wish relevanttopics to be
added to the agenda and they can also prepare by researching topics, or gathering the relevant information to take with them, should they need it
‘There are various ways a company can confirm their objectives, this could be KPIs, what are the targets, are they being achieved, can they be

improved etc. A manger may set objecives, this could be written clearly s an instruction which would be measurable and timely (SMART). Often
during my moming meetings with my team, | set them objectives | want them to achisve during their days work making sure | give them the correct
information and resources to complete the objective(s;

P
Please tick the box if you are happy with your answer [

53a Explain the range of documents required for THREE different types of meeting. (2.3) Meeting 1:
Type your answer

Managers meeting: Documents required could be, 1.agenda, topics to be discussed, 2. sales, current facts and figures, 3. target KPI's, e.g. waste
figures, staf levels etc. 4. deparimental figures. 4 attsndance record
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53b Meeting 2:

Type your answer

Costumers: Documents could include 1. contract agreement,ifa customer has a dispute, the document can be refered to. 2. Complaints book,
customer complaints book can be sed to records complaintto determine ifa patten is or has developed. This will nable the manager or company
take action to amend practices to avoid these in the future. Forms, to collect information, e.0. survey. 4. Brochures and other materials to help
promotes sales and therefore increase profi.

P
Please tick the box ifyou are happy with your answer (]
53¢ Meeting 3:

Type your answer

Training meetings: documents can include; 1. Workbook, used by recipients to record or research information to help them develop new sils. 2
Forms, used to gather information o gain feedback on how the session went. 3. Handouts, oiven to fecipient any information relevant to the session
and topics. Agenda, details of the session ahead and outcomes

4
Please tick the box if you are happy with your answer [
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audience when delivering verbal and written presentations and reports. (1.1) Verbal:

Type your answer

esources I AQA 4 123movies

As amanager. | am often giving talks to a variety of listeners, staf, customers, other managers etc. | am aware | have a heavy local accent and
thersfore | have to be aware to slow my speech, vary the tone and speak with clariy to ensure | am understood. by meeting can be for example, the
morning team meeting, where we discuss various information related to the business, current results, KPIs, cascaded information, etc. For thess, |
may use computer print outs as handouts to keep the team focussed. | also regularly give raining sessions to my team when there are changes or
updates, for these | Make sure the information is put across with structure. | like to think that when | am giving information, | am telling a story. ft must
have a beginning (introduction), middle, (main topic or presentation) and an ending (sum up). |y to keep i interesfing, maybe using handouts, or
power point presentations, ask mainly open questions to getthe audience to interact, try not to be too technica (keep it simple), etc A

Please tick the box if you are happy with your answer
44b Written:

Type your answer

Like verbal communication, writien work should be like telling a story It must have structure, nottoo technical,interesting, this can be achieved by
using various features techniques like. bold heading, sub-headings, images, short paragraphs, any relevant information is provided, books,

websites efc. The written work should be clear, error free and targeted to the right audience. | am always mindiul of confidentialty. Usually if|
produce written work, | will use a more formal language than | would use if were writing to a riend for example.

P
Please tick the box if you are happy with your answer [

45 Explain the principles of effective written business communications. (1.2)
Type your answer

When | am writing to someone or presenting written information | am always mindiul of who the recipients are, customers, staf, managers efc. The
information | am witing i i relevant and is the recipient aware or have knowledge of the topic. To be effective | make suré the information sentis

keptas simple as possible, conidential f required(e g. appraisal) and presented as such, that s, kept private if confidentialty is an issue. For writen
information to be efective, it should be clear, unambiguous and and presented to the correct recipient.

P
Please tick the box if you are happy with your answer [
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46 Explain the principles of effective verbal communications in a business environment. (1.3)

Type your answer

Verbal communication is much like written work, it needs to be clear, error ree, relevant,precise and easily understood. Other factors to be taken
into consideration are: what information is felevant,is tto instruct, persuade, guide etc. and how do | decide what the besttechnique to use. | am
always aware of who | am speaking to, the information given, |ike to think | am a good listener, when communicating, | listen intently to my audience
and give feedback where necessary. When dealing with customers for example, | willrepeat back to them or summarise any requests they have
made to ensure | have got right what they have asked for. then follow through to make sure their request(s) happen. As | stated earlier, | am mindiul

have an accent so | must, slow down my speech, vary the tone of my voice and make sure the audience has understood what| have said. WWhen
dealing with customers (and others;

1 give them my full attention, give good eye contact, use efective, positive body language and always clarify the
information given or received. P

Please tick the box if you are happy with your answer

47 Describe the importance of checking the accuracy and currency of information to be communicated.
(1.4)

Type your answer

Any piece of communication produced in the name of the company needs to be of a high quality as the company reputation has to be taken into
consideration. | regularly send emails and letters as part of my role, | have to ensure these are showing clariy,error free, accurate, good grammar
(proofread) and be presented in a manner thatis n line with company policies and procedures. By producing these documents to a high standard,
minimise the risk of receiving complaints, save fime on misinterpretations (not re-doing), and ensuring a professional and positive documentis
produced. Normally when | check my grammar, | proofread at least & fimes, checking separately, spelling, punctuation, sentences, paragraphs,

structure, features, etc | also use the same principle when checking the currency, facts and figures contained within the piece. This will give me the
confidence that the information | am sending will be accurately interpreted by the recipient as intended

)

Please tick the box if you are happy with your answer

48 Describe the importance of explaining to others the level of confidence that can be placed on the
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48 Describe the importance of explaining to others the level of confidence that can be placed on the
information being communicated. (1.5)

Type your answer

When communicating, whether verbal or writien, itis important that the recipien(s) are confident i the information | am sending/giving. This can be
achieved by supporting the data with for example, where or who the source is, how current the information is, larity, highlighting the important

areas. \When dealing with customers for example, | need to keep up to date with products or services that my company ofer o give them the latest

information to encourage them to buy or improve the chance of repeat sales as the customer willrust me as | build up  good relationship vith me
or my company or where dealing with team members | need to keep the data accurate and up to date so the can operate eficiently or give

customers and colleagues the correct information and therefore minimise problems. If consistency in the use of information is maintained, then the
P

recipient will have more confidence in me and gain my trust,
Please tick the box if you are happy with your answer [

49a Describe the advantages and disadvantages of FOUR different methods of communication for
different purposes. (1.6)Method 1 Advantages:

Type your answer

Metings: | attend many meetings in my role as manager, these these are usually structured with an agenda and are usually recorded for future
eference. These recording can be partcularly useful for Showing “due diligence" when complying with legal compliances. Anofher advantage of
metings is they can allow you to quickly getinformation to the rest of the tea if a problem arises, product withdrawal for example.

P

Please tick the box if you are happy with your answer [

49b Method 1 Disadvantages:

Type your answer

Metings: the main problem with meetings in they can be generic and not speciic to my needs, or they can gettoo technical and boring. | recall one
mesting where the speaker used an “Ics breaker” which was totally lost on his audience, this cause the to take an instant dislike to him and the
meting then became less receptive by the audience.
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49c Method 2 Advantages:

Type your answer

Emails: Gets information to recipients quickly, these can be formal or informal and can be archived for future reference.

Please tick the box if you are happy with your answer

49d Method 2 Disadvantages:

Type your answer
Emails: In my experience vith emails, tend to gettoo many. some of hese are “Junk” emails, some are “blanket” emails. thess are emails sent rom
within the company which are specifcally argeted to me of relevant o my depariment So ime can be wasted reading these. Also with emails, e
recipient doesnt always respond quickly, depending on when they check heir emails will depend on the response ime, which is no good ifyou
need information quickl.

Please tick the box if you are happy with your answer

49e Method 3 Advantages:

Type your answer

Diary/Communications book: Used to get information {o the team for example in shift hand overs. Can give them a list of required tasks to complete
in a given time during the shift Can involve all tsam members leaving all sorts of information, dates, mestings efc | often leave notes in the diary to
reming me to attend meetings, call customers, etc.

Please tick the box if you are happy with your answer
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49f Method 3 Disadvantages:

Type your answer

Diary/Communications book: Anyone can possible read the diary and this needs to be considered when adding information, thats, not derisory
fude, confidential et

P

Please tick the box if you are happy with your answer [

49g Method 4 Advantages:

Type your answer

Formal Letters: These can be used when the situation arise, for example, writing a letter of complaint, respond to a customer letter, applying for a
job, issuing an invite to a disciplinary, etc.

P

Please tick the box if you are happy with your answer [

49h Method 4 Disadvantages:

Type your answer

Formal Letters: When writing these type of letters | need to take my time with them to ensure | getthe language and tone correct, I need to check for
errors and i it accurate and current prior o sending it

4

Please tick the box if you are happy with your answer [
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