BETC Nationals Certificate in Business
Unit 4: Effective People, Communication and Information

Task: 4
D1: Evaluate the advantage to an organisation of employing
suitable people to communicate information

Written summary

There are advantages for Mark and Spencer to employ suitable people.
One way is that if the new candidate such as a store mang er role, has
excellent skills, then they can communicate to staff and members by
email or memo, rather than verbally doing this each individual. The
advantage is that this saves time. Also skills, this means that when that
parson is discussing a matter with shareholders or stakeholders, they
would go about it professionally. The advantage of employing all
members will find new ideas generated all aspects in clear term.

Finding a suitable person that can consider the audience and targets
younger people and also all ages when presenting new ideas is an
advantage. This presenting new ideas is an advantages. This is because if
this necessary change occurs, the organisation such as Mark and Spencer
will concentrate such as Mark and Spencer will concentrate on th e wider
audience.

A suitable person in Mark and Spencer will consider all age, gender and
ethnicity, including religions. The advantage of having a mentally strong
person and also hardworking will mean that this employer is fulfilling his
tasks and objectives in Mark and Spencer. They are doing all work at
there maximum performance and high potential.

Having a person with great motivation in Mark and Spencer is good for
the organisation. This is because the person will bring good practice in
the work environment with staffs. An Mark and Spencer employee that
can communicate in a formal language will show the company’s respect
and politeness. This will generate a better reputation for Mark and
Spencer.

Furthermore, adapting to communicating techniques for audience
requirement will mean that this employee can use his same techniques to
different audience. Someone that can respond in difficult situation will
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also be an advantage to Mark and Spencer. This is because they will be
able to respond to the needs of their goals and meet the company’s goals.

Personal skills
The importance about Personal skills is it shows, what makes individual
different from other people. They affect:

v" How you get on with people

v' How you behave in different situations
v" Your suitability for a job opportunity
v Your attitude to life and work.

Interpersonal skills are all about working with other people. They include
being able to support and encourage others, being able to give and receive
constructive criticism as well as being able to negotiate. They are also
concerned with listening to and valuing others' opinions, and being able
to convey your point clearly to a group.

Employers stress the importance of employees working as a team. For
customer assistant it is essential that staff’s work together, in order to
make the business more successful. In a general sense people talk of
teamwork when they want to emphasise the virtues of co-operation and
the need to make use of the various strengths of employees.

Interpersonal skills sometimes overlap with spoken communication skills.
This is because communication is crucial to good interpersonal skills.
Interpersonal skill helps people, sharpens their skills of listening and
managing information. Interpersonal skills are especially relevant for
sessions relating to customer care, telephone, selling, communication,
presentation and problem solving.

Employability Skills

Employability skills have been defined as:

"A set of achievements, understandings and personal attributes that make
individuals more likely to gain employment and to be successful in their
chosen occupations"

Employability skills are those skills that are essential and transferable to a
variety of situations and are necessary for an individual to function in the
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21st century workplace. Employability skills include functional literacy
and numeracy, ICT and communication skills.

Employability skills are generic skills which are sought by all employers
such as teamwork and communication and are transferable from one
situation to the next, some of the most commonly requested skills are
listed below:

* Communication

* Team working

* Adaptability & Flexibility
* Problem-Solving

* Planning & Organisation
* Initiative

* Networking

* Decision-making

* Negotiation

* Leadership

* Creativity

* Commercial Awareness
*IT

* Numeracy

* Professional Development
* Self-awareness

Many of the skills that employers want are the same skills that make good
postgraduates such as, willingness to learn, self- motivation, problem
solving ability, oral communication, team work, energy and drive. Others,
such as commercial awareness and leadership, are the sort of skills you
might get from work experience and social or voluntary activitie s.

Communication

Effective communication is key in every situation we find ourselves in,
whether it is work related or in our personal life. We all know or work
with people whom we respect as effective communicators, but what is it
about their behaviour that we aspire to and how do they do it? How is it
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that they are not only able to express themselves fully but can also get to
the heart of what’s important to the people around them.

Most of us communicate well in many situations however, occasionally
we need a little help. The first step is realising that you can learn new
communication skills and that these skills are not solely in the domain of
gifted communicators.

What situations would you find it useful to convey yourself as a confident
and articulate individual? Whether you want to communicate with more
impact or build rapport with a colleague or client, improving your
communication skills will help you meet these challenges.

This special workshop is ideal for those who need to build effective working
relationships or depend on effective communication in critical situations. It would
also benefit those who would like to develop their own skills and confidence in
communicating generally



