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300 Management and Administration Core
7. Business behaviours
Worksheet 1: Communication (learner)
1. What can poor communication lead to in an organisation?
a. Transparency 
b. Increased staff satisfaction 
c. An effective working team
d. A breakdown in relationships

2. Which of the following is most important to be a good communicator?
a. Listen 
b. Approachable
c. Clarity 
d. All of the above 

3. Which of the following is an example of responding appropriately?
a. Dismissing other people’s point of view  
b. Asking others to speak whenever they want to 
c. Taking control of the situation 
d. Recognising if someone else is looking to speak

4. Which of the following is a benefit to an organisation for having effective communication between employees?
a. Builds relationships with external stakeholders 
b. Increases staff morale  
c. Increases customer loyalty 
d. Ensures compliance 

5. Which term is used to describe someone who can recognise emotions in others and can understand other people’s emotions and views on a situation?
a. Respectful 
b. Approachable 
c. Empathetic 
d. Concision 
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