Communications Media

Course length: 3 hours*

Course Code: 100594BT031

This course explores the different channels of communication open to you at work - and

helps you to select the right one every time.

Benefits for the Learner

As a manager, you have a vast array of
communication channels at your fingertips —
face-to-face conversations, telephone, fax,
email, memos, letters, the Internet — and even
video conferencing!

This course helps you to get to become a more
effective and professional communicator in

the workplace. You'll learn to understand the
strengths and weaknesses of each
communications option and to assess the most
effective medium to use in any given situation.

Benefits for the Business

Give your managers the skills to communicate
effectively, and they’ll have more chance of
influencing customers and colleagues and
developing truly effective business relationships.

This course helps managers to improve their
understanding of what their message is, which
audience it is being sent to and how the
communications channel used will affect how
the message is perceived.

What You Get From This Course

Having completed this course, you will be
able to:

¢ |dentify the main communications media
available

e Define the strengths and weaknesses of
each medium

e (Choose the most effective medium in any
given situation

e Use body language and visual aids to
communicate more effectively

What Does the Course Cover?
e Understanding communications media

e Non-verbal communication
e Using feedback

How Long Does the Course

Take?

You can work through this course at your own
pace. It should take you around 3 hours to
complete.

*Courses are accessible for six months from the date of purchase.



