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TASK
This task is for you to develop an understanding of communicating with people outside the team as required by a practising or potential team or cell leader.
You will need to identify the range of communication methods used when dealing with internal or external customers and/or suppliers and together with an explanation of the advantages and disadvantages that this provides. You will also identify where difficulties and/or barriers in communication can occur that lead to problems that conflict with legal requirements as well as the organisations quality and guarantee policies. You can then explain the benefits of good communication and why good communication is necessary in dealing with customers and suppliers.      

In order to demonstrate your knowledge of this you need to respond to ALL of the questions listed below.


NOTE:
You may want to relate your answers to an organisation that you work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.
You should plan to spend approximately 5 hours preparing for and writing or presenting the outcomes of this assignment for assessment. The 'nominal' word count for this assignment is 1250 words: the suggested range is between 1000 and 1750 words.

Check your assignment carefully prior to submission using the assessment criteria.


	Please use the sub-headings shown below when structuring your Assignment
	Assessment Criteria

	Understand the importance of effective communication with people outside the team

This section is for you to identify different methods of communication and why each has a preference when used in different or specific situations
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· Explain why effective communication with those outside the team is important (16 marks)

· Give examples of the methods of communicating with those outside of team (8 marks)

· List the advantages and disadvantages of each method
(8 marks)


	Understand how to present a positive impression to those outside the team

Good business practice relies on how the organisation represents itself to customers and suppliers (internal and external) and how to avoid difficulties should negative communications be identified
[bookmark: _GoBack]
This section is for you to show how misunderstandings can occur if the communication method is unclear or inappropriate. 
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· Outline why it is important to give a positive impression to internal and external customers (12 marks)

· Explain why product/service knowledge is important in presenting a positive impression to those outside the team (20 marks)
· Explain why it is important to observe legal, organisational and ethical rules when providing information to customers (20 marks)

· Outline communication skills that could improve the relationship with  customers  (16 marks)


	By submitting I confirm that this assignment is my own work
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