Katie smith 
1806791

Supplementary notes. 
Why effective communication is important. 

I have used a paragraph from a book that I have paraphrased and used as a quote.
In a typical workgroup setting, assertiveness can take many forms such as promoting a new idea, lobbying for a policy change, or publicly supporting one method of resolving a problem over any number of alternatives (Maund, A, Schriek, M and Tinkler, P. (2017) certificate in higher education: skills for the workplace student yearbook. Page 51).
My reference is explaining how important assertiveness is in a conversation. In the paragraph it also includes some interesting key information such as communication skills like active listening and assertiveness and being confident can make a big difference in a conversation, I have added some key points in my slide. I have taken some point about assertiveness from an article, effective communication. 
I used more information about communication in employment from another book which I have understood. I also paraphrased a sentence about active listening. Respect is needed in a company so the employees must have the ability to actively listen to there customers. 
In so many situations, the ability to communicate in a way that insures a message is understood in the way you intend is critical to being able to perform well in nearly every job role. Yet is it the one thing that tends to cause the most problems in employment (Morgan, P. (2017) the business student guide to study and employability. London sage. Page 243).
In my power point slide I have added two images, one being the logo of Vodaphone and the other is an image of figures in communication, I used Microsoft PowerPoint images to find them. I included a background to make the slide less plain and ordinary by using the design settings. To make viewers able to see clearly what Information I have found I made my font big black and bold. 
[bookmark: _GoBack]In my PowerPoint slide in the bottom right corner in big bold writing is the words giving feedback, I think in a business giving feedback is essential because this will show customers for example that the company they are dealing with care and have the attitude to help their customers. In a manager’s point of view giving feedback to there employees is equally as important because the feedback they receive will help them in improving their customer service and knowledge in their work, resulting in improving the business which may attract more customers and more business. Giving feedback is another way of communication which should be done correctly and in the most positive way by keeping it impersonal, by adding personal emotions can turn the feedback in to criticism and could result in a negative reaction. Giving feedback isn’t an easy thing to do, it requires confidence and a good understanding of what the feedback is about so for staff at Vodaphone will need these skills to retain a good conversation with their customer to show trust and assurance.
