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Unit 4: Business Communication (10 Credits) 

Assessment Sheet
Name:


………………………………………………………………………………
	
	Assessment Criteria
	Achieved

	Pass 1
	Explain different types of business information, their sources and purposes

	

	Pass 2


	Present complex internal business information using three different methods appropriate to the user’s needs

	

	Pass 3


	Produce corporate communications

	

	Pass 4


	Evaluate the external corporate communications of an existing product or service

	

	Pass 5


	Explain the legal and ethical issues in relation to the use of business information
	

	Pass 6

	Explain the operational issues in relation to the use of business information

	

	Merit 1

	Analyse different types of business information and their sources
	

	Merit 2


	Analyse the legal, ethical and operational issues in relation to the use of business information, using appropriate examples
	

	Distinction 1


	Evaluate the appropriateness of business information used to make strategic decisions
	

	Distinction 2

	Evaluate the effectiveness of business information and its communication as key contributors to the success of an organisation, using examples to illustrate your points


	


	P1
	M1
	D1
	
	
	Points per credit (x  credits)

	P2
	M2
	D2
	
	
	
	
	

	  P3
	
	
	
	
	Pass
	Merit
	Distinction

	P4
	
	
	
	
	
	
	

	P5
	
	
	
	Level 3
	
	
	

	P6
	
	
	
	
	
	
	


Final Grade Conversion Table:

	
	Pass
	Merit
	Distinction
	Distinction*

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Overall Grade:

Pass
  /
Merit

/
Distinction

In submitting your work for assessment, you are confirming that the work is your own.  On completion of this unit, this document must be signed as a declaration that the work submitted is your own:

Assessor Signature: …………………
Date: …………     Student Signature: ……………………………
Date: …………

Scenario One
You work for a large marketing firm called Magic Marketing. Your newest and most prestigious client is John Lewis. They have asked you to help put together their new Christmas marketing campaign. 
Business Information
Task One
Create a spider diagram that describes the different types of business information that John Lewis will use when going through each stage of preparing a new Christmas advert. You must describe the different types of information, their sources and their purposes. Think about:
· Types of information (verbal, written, on-screen, multi-media, web-based)
· Purpose of information (update knowledge, inform future developments, strategic direction, SWOT analysis, offer competitive insight, communicate sales promotions, invite support for activities)
· Sources of information (internal – financial, HR, marketing, purchasing, sales, manufacturing, admin; external – government, trade groupings, commercially provided, databases, research; reliability of data) 
You should ensure that the information in your diagram is related back to John Lewis. Think about how and why they need and use this information in relation to creating a new marketing campaign.
This task provides evidence for P1
Submission date:


The marketing director at John Lewis is unsure about the information you have talked about and asks you to analyse the different types of information and their sources. You need to explain how reliable they are based on the form that they are in and where they come from. Also think about the advantages and disadvantages of each type of information. Take into consideration:
· Is the information a primary source?
· Could there be any bias within the information?
· Which information is most reliable and why?
This is to be done in the form of a formal email.
This task provides evidence for M1

Submission date:
Following on from your email, the marketing director asks you to create a report that evaluates the appropriateness of business information used to make strategic decisions within John Lewis.
· Look at the different types of information John Lewis uses

· Look at John Lewis’s financial accounts from 2011-2012 and evaluate how relevant they are in making a strategic decision. Explain why.

· Also look at sales figures, competitor’s sales figures and viewing figures from previous adverts and evaluate their appropriateness in making strategic decisions. 

This task provides evidence for D1

Submission date:
Look at the John Lewis Christmas advert from 2011. Commercially, it was a very successful advert. Your task is to feedback to the rest of class explaining why the advert was so successful and popular. You need to provide this information in 3 ways:

· Deliver a verbal presentation to the class explaining why the advert was so successful (evidence is required here, not just opinion)
· Provide a detailed breakdown of the viewing figures of the advert and the popularity of the advert virally, via views and shares through sites like YouTube (this can be done using your choice of numerical charts)

· Create a leaflet in which you put forward ideas for the new Christmas advert, focussing on the potential market and advert themes

http://www.bbc.co.uk/news/magazine-15825050
The above link will give you a starting point to work from. Remember, when you use figures or information, this must be referenced.

This task provides evidence for P2
Submission date:



Your task is to now create corporate communications for John Lewis. You are going to do this in the form of a poster advertising their Christmas campaign. On this poster you must:
· Include all the relevant information regarding John Lewis and their values
· Include a strapline and their logo
· Have the correct detail regarding the business and Christmas time

· Use the correct colour schemes

The poster does not have to be artistically brilliant, but it must contain the correct information. When it has been printed, annotate it explaining each point of the poster and why you have chosen to do it in that way.
This task provides evidence for P3
Submission date:
Corporate Communications
Task Two

One of the directors at your marketing firm has just left to join the board of high street supermarket Morrisons. One of the new members of staff asks why Morrisons would take your firm’s marketing director. You explain that Morrisons has very good corporate communications and that your old marketing director is somebody who would fit well within their business.
To further explain this to your colleague, evaluate the external corporate communications of Morrisons. You will do this in the form of a written report. You must evaluate:

· Methods of communication

· Mission statements

· Advertising

· Packaging

· Livery

· Straplines

· Endorsements

· Sponsorships

You need to explain how Morrisons uses all the above to create excellent corporate communications.
This task provides evidence for P4
Submission date:


Law, Ethics and Operations
Task Three

Businesses need certain information to be able operate, e.g. financial figures and customer contact details. However, there are certain rules surrounding the use of information. You need to explain the legal and ethical issues in relation to the use of business information that John Lewis uses. Create an A4 factsheet explaining the different laws and policies that John Lewis must follow when using information. Take into consideration:

· Legal issues (relevant data protection legislation – Data Protection Act 1998, Freedom of Information Act 2000, Computer Misuse Act 1990)

· Ethical issues (codes of practice – use of email, internet, ‘whistle-blowing’, organisational policies, information ownership)

http://www.johnlewis.com/Help/Help.aspx?helpid=46#privacy
The above link is a good starting place for this.
This task provides evidence for P5
Submission date:


Aside from ethical and legal issues that John Lewis must follow, there are also operational issues. John Lewis have asked you to create a step by step guide (Microsoft Word is probably best) of the operational issues their staff members must follow when dealing with business information. You must take into consideration:
· Security of information, backups, health and safety, organisational policies, business continuance plans

· Costs – additional resources required, cost of development, impact of increasing sophistication of systems (more trained personnel, more complex software)

This piece of work will require research into John Lewis’s organisational policies. At the end of the guide, if you feel there are changes that John Lewis could make, feel free to add these in.

This task provides evidence for P6
Submission date:

The HR Director at John Lewis has asked you to send them an email that analyses the legal, ethical and operational issues that John Lewis faces in relation to the use of business information. You must talk about:

· The impact on John Lewis of having to follow legal policies (advantages and disadvantages with examples)

· The impact on John Lewis of having to follow ethical policies (advantages and disadvantages with examples)

· The impact on John Lewis of having to follow organisational policies (advantages and disadvantages with examples)

· Think about benefits and drawbacks to the business and its customers

This task provides evidence for M2

Submission date:

Evaluation of Business Information
Task 4
Create a report that evaluates the effectiveness of business information and its communication as key contributors to the success of an organisation, using examples to illustrate your points.
· Select businesses that have excellent communication and information management systems.
· Explain why these systems help the business to be successful

· Make comparisons between businesses

· Explain why excellent communication within a business and to it’s customers leads to success – use examples

· Explain what would happen to businesses if they did not use information properly – use examples

This task provides evidence for D2
Submission date:



Communicating Business Information Using Appropriate Methods
Task 5

You have just been promoted to the role of Communications Director within Magic Marketing. To boost your profile, a trade magazine has asked you to write a report for them in which you outline different electronic and non-electronic methods for communicating business information, using examples for different types of audience. You decide to include:
· Audience requirements 

· Methods of written communication

· Methods of non-written communication

· Technologies (computers, touch screens, digital broadcasting, DVD, mobile phones, the internet and WAP)

· Communication skills – formal/informal, verbal/non-verbal, listening, understanding, seeking clarification, responsiveness, eye contact, facial expressiveness, body language, use of appropriate professional language, ability to adapt communication techniques to audience requirements, presentation skills, ability to invite commitment to shared goals

This task provides evidence for P7

Submission date:
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