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300 Management and Administration Core
7. Business behaviours 
Worksheet 3: Communication guidance (learner)
Task brief:
You work as an office administrator for a travel company. The company has over 300 staff and has recently acquired another travel company, which will be combined with the existing company and increase the staff by 200 people.

The two companies currently run fully separate with different brands and communication styles. 
You have been asked to prepare a document with advice on how they can deliver effective the communication for both companies and ensure a consistent message across the organisations for the range of stakeholders. 

Your document should be no more than 1 sided A4 page and should be in the form of bullet points.  



[image: A picture containing text, clipart

Description automatically generated]Page 1 of 1                       © 2022 City and Guilds of London Institute. All rights reserved.
                                    ‘T-LEVELS’ is a registered trade mark of the Department for Education.
                 ‘T Level’ is a registered trade mark of the Institute for Apprenticeships and Technical Education.	
image1.jpg
T-LEVELS




image2.jpg




