EMPL4004 Management Communication: Your Assignment
· You need to address the requirements of the assignment carefully.
· Focus on the assessment criteria, which your tutor(s) will highlight to you throughout this module.  
· It is important to demonstrate your awareness and understanding of the required areas.
	Assignment Focus
	Assessment Criteria
	What You Should Focus Upon

	Understand the importance of effective communication in management.

Assignment Focus

	· AC 1.1 Explain the relevance of the communication cycle for effective communication in management.  
(16 marks)

· AC 1.2 Explain, with examples, the importance of selecting an appropriate tone, language and level of formality in management communications.
(16 marks)

Assessment Criteria
· AC 1.3 Assess the effectiveness of a range of verbal and written communication methods within your area of the organisation.  

(24 marks)

	· Explain the communication cycle with at least a clear focus upon its relevance for effective communication in management.  Ideally, the communication cycle should be explained through drawing upon a supporting and detailed theoretical model, demonstrating clear focus as to its relevance for effective communication in management.    (16 marks)

· Provide an explanation with appropriate examples to explain the importance of selecting an appropriate tone and level of formality in management .  Ideally, provide  comprehensive examples which explain the required aspects. (16 marks)
What You Should Focus Upon
· Provide an assessment of the effectiveness of verbal and written communication methods.  These should be assessed using appropriate criteria to make judgements.  Ideally, use a wide variety of supporting evidence.  You may use either your area of work or your experience of another setting for this.  (24 marks)



	Assignment Focus
	Assessment Criteria
	What You Should Focus Upon

	Be able to develop effective communication skills as a reflective manager.

	· AC 2.1 Develop appropriate criteria to evaluate own ability communicate effectively.  

(12 marks)
· AC 2.2 Collect and analyse feedback on own verbal and written communication skills.  
(16 marks)

· AC 2.3 Evaluate own communication skills as a manager, identifying strengths and areas of improvement. (16 marks)


	· Take care to provide appropriate criteria  which allow you to evaluate your own ability to communicate effectively.  Ideally, provide a detailed criteria to evaluate your own ability to communicate effectively.  
(12 marks)

· Take care to collect sufficient feedback on your own verbal and written communication skills.  Analyse your feedback to discover its meaning and draw conclusions.  Ideally, provide comprehensive feedback from a wide range of sources on your own verbal and written communication skills.  Analyse your feedback in detail and draw conclusions.  (16 marks)

· Provide an evaluation of your won communications skills, using appropriate criteria to identify strengths and areas of improvement.  Ideally, evaluate your own communication skills and rank (score) them using appropriate criteria to identify your strengths and areas for improvement.       (16 marks)
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