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300 Management and Administration Core
7. Business behaviours 
Worksheet 2: Communication plan (tutor)
[bookmark: _Hlk115800389]Task brief: 
You work as a business administrator in a retail organisation. The organisation has retail stores located throughout the UK. The organisation is looking to improve the communication between all the management team across their locations. 
You have been asked to prepare a communication plan in the form of a presentation which will be used by the senior manager when communicating with all the store managers across the multiple locations. This will ensure consistency in the messages being delivered and to ensure everyone understands the messages. 
Your plan should provide details on how the senior manager can communicate the most effectively to a range of people. The plan should also provide them with details on how they can adapt their communication style for a range of people. 
Your presentation should also include any other relevant information that could enhance the presentation and assist the senior manager with delivering the information. 

Tutor guidance:
Learners should submit a professional presentation which contains clear guidance aimed at the senior manager for delivering their messages to employees. 
This should include the communication types and styles that can be used and the steps to take to adapt your communication style. 
Learners should also include any other relevant information associated with the task brief. 
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