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Some examples are: a chat about something non-work related in the lunch room, a quick email asking about
the status of a project, or a sticky note asking for an impromptu meeting, to name a few. The reason for
knowing the audience to whom communications are presented is so you know the most effective way to put
across your message. The purpose of using feedback to further develop communication skills is so that we can
personally improve our performance. We want to breathe through the diaphragm instead of being shallow
breathers as this can affect the tone of your voice and the way you speak. An example of formal verbal
communication would be a scripted presentation. Primary sources can be letters, newspapers, diaries, court
records, articles, interviews, surveys, journals etc. The person who is talking will feel more comfortable
knowing they are being listened to and having their piece heard. If you need to make your own filing system,
consider the following: Documents with similar information or which are part of the same project can filed
together for ease of accessibility. Having eye contact with the person who is speaking is another way which
shows the speaker that you are paying attention and listening. We can tell through their tone if a person is
sincere about what they are talking about. Outcome 4: Understand the purpose and value of feedback in
developing communication skills. Outcome 2: Understand how to communicate in writing 1. In the workplace
you can verbally organise a meeting or to put across information to colleagues. Cite This Document ,  Any
information stored or transmitted electronically are electronic forms of data communication. Likely not
incredibly complicated. Non-verbal communication such as letters, emails and memos can be used formally to
external customers and also less formally within the organisation. You should be skillful enough to transmit
information over telecommunication technologies and know how to use the requisite software. It may be that
some new words may not be on the spell checkers database and therefore cannot pick up the mistake. Able to
clear up any doubts or uncertainties. It is purely informative, and meant to guide you through the process of
compiling your own portfolio. The purpose of knowing the intended outcomes of communications is so you
will be able to satisfy the other person with the needed information. Sometimes when someone is listening,
they may watch your mouth as you speak instead of looking directly at you. When making verbal
contributions to variety of audiences, you should adapt your language appropriately, for example, when
making contributions to friends you can speak informally, but when you are speaking to a potential customer,
it is important to speak formally and politely. You may say something that you and personal colleagues find
acceptable, but with others, it may be offensive and unacceptable so you need to identify the level of formality
to present. By knowing the purpose of the communication, you will be able to put across the information that
is desired instead of giving information that could be misleading. Likely, you only use casual language
judiciously at work, particularly with your superiors. It also depends on the words and tone you use. Start with
positive points before negative ones, so that the receiver isn't put on the defensive right away. For some, lack
of eye contact can be a sign of shyness or unease with a person.


