	



COMMUNICATION REVISION SHEET

Make sure you know the following when revising for the communication section of the Business Studies I.G.C.S.E. syllabus.

	Topic
	What you need to know

	
	

	General
	Definition of communication

	
	

	Purpose of communication
	Air grievances

	
	Assign duties

	
	Planning

	
	Making decisions

	
	Co-ordinating

	
	Problem solving

	
	Provide information

	
	Give instructions

	
	

	Elements of communication
	Message
	What is being said?

	
	Media
	How is to be delivered?

	
	Channel
	Who will receive it?

	
	Timing
	When should it be sent?

	
	

	Direction of communication
	Downward

	
	Upward

	
	Horizontal

	
	One way

	
	
	

	Methods of communication
	Internal
	Grapevine (gossip)

	
	
	Memorandum (memo)

	
	
	Internal e-mail

	
	
	Notice board

	
	
	Tannoy

	
	
	Employee newsletter

	
	
	

	
	External
	Postal service

	
	
	Bills/invoices

	
	
	E-mail

	
	
	Customer magazine

	
	
	Public relations material

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	
	

	
	Either
	Phone

	
	
	Fax

	
	
	Meeting

	
	
	Letters

	
	
	Reports

	
	
	Signs

	
	
	Tele-conferencing

	
	
	Presentations

	
	
	

	Barriers to communication
	Transmission
	Noise

	
	
	Incorrect channel

	
	
	Incorrect media

	
	
	Contradictions

	
	
	

	
	Language
	Different language

	
	
	Slang/jargon

	
	
	Verbosity

	
	
	Inaccurate terminology

	
	
	

	
	Reception
	Information overload

	
	
	Stereotypes

	
	
	Emotional state

	
	
	Lack of interest


N.B. The above details are not exhaustive but are meant to provide an idea of what you should be looking at in each subject.

You also need to know how to identify and apply each in a case study.
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