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MANAGEMENT 
COMMUNICATION 

Unit Level 3 
 

Good Practice 

Unit Number 3009V1 CMI’s Unique Selling Point (USP) is that our 

centres can deliver and assess our qualifications 

in a variety of ways, provided the learner 

demonstrates achievement of the assessment 

criteria.  The best practice details offered below 

aim to support our USP and at the same time give 

our centres an idea of the type of evidence of 

knowledge, understanding or ability that we would 

wish to see from learners. 

When assessing this unit please be aware that the 

learner has to meet all the assessment criteria in 

order to pass.  The unit is written using framework 

level descriptors and the assessment criteria is at 

a level 3 level of difficulty. 

Ofqual Reference J/504/9011 

Credit Value 6 
 

Total Unit Time 60 
 

Guided Learning 
Hours 

20 
 

LEARNING OUTCOMES ASSESSMENT CRITERIA GOOD PRACTICE 

1 Understand the importance and 
principles of management 
communication 
 

1.1 Describe the role of communication in the 
management environment 
 
 
 
 
 
 
 

In management the ability to communicate clearly 
and effectively both in speaking and writing is 
important for successful, productive work. 
Communication helps managers to perform their 
jobs and responsibilities and serves as a 
foundation for planning and organising.  Consider 
the role of communication and its importance in 
management.  The use of practical examples 
would help demonstrate your understanding.  
 
Irrespective of the level of communication, poor 
communication can strain the productivity of the 
organisation; whereas good communication can 

1.2 Identify the effects of communication on management 
practice 
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increase productivity and employee morale. 
Awareness of the effects of communication is the 
first step. Leading on from AC 1.1 this section 
asks you to discuss the effects of communication 
on management practice.   The use of examples 
from the workplace would be helpful here.  
 
In ACs 1.1 and 1.2 you identified the role of 
communication and the effects on management 
practice, this section leads on from this and looks 
at the principles of communication. You could look 
at the Shannon and Weaver communications 
model and describe how this is a two-way process 
of giving and receiving information, using an 
example to illustrate. You could also show your 
understanding of the range of communications 
channels available to you and how you might use 
different channels for different purposes and 
audiences e.g. face to face for team briefing, and 
why this is important. In your description of 
communication principles it would be useful to use 
examples from the work setting.   

1.3 Describe the communication principles that support 
team activities 

2 Understand how to use methods 
of communication to achieve the 
management objectives 
 

2.1 Describe the processes for conducting a team briefing 
 
 
 
 
 
 
 
 

A team briefing brings managers or team leaders 
together with their teams so that information can 
be delivered, questions asked and feedback 
gathered. Team members will be interested in 
how the team or department they belong to are 
doing, and how this is enabling the organisation 
meet its objectives.  You could describe your 
planning process, the delivery, and feedback.  
You could use examples from work practice.  
 
A formal management meeting is a structured 
process for communicating important information 
through the organisation and here you are asked 
to identify the stages of organising and leading 

2.2 Identify the stages of organising and leading a formal 
management meeting 
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such an event. You might want to include the 
preparation and communications with others, the 
organisation of required resources and the 
conducting of the meeting itself. A short list of 
activities under the main headings might be one 
approach you could take It would be helpful here 
to include details of real work activities which 
involved organising and leading a formal 
management meeting.  
 
The main differences between formal and informal 
written reports are in tone, structure, and length. A 
written management report should be structured, 
clear, concise and current in content, with title, 
introduction, main body, conclusions and 
recommendations. You could describe the main 
content of each section.   It would be helpful here 
to include the approaches used by your own 
organisation in relation to report writing, which 
may differ from the above, and which may or may 
not include such sections as terms of reference, 
and executive summary. 

2.3 Describe the structure of a written management report 

3 Understand how to review the 
effectiveness of communication 
in the achievement of the 
management objectives 
 

3.1 Identify feedback methods to determine impact of 
communication 
 
 
 
 
 
 
 
 
 
 

For communication to be successful, the receiver 
must understand the message in the way that the 
sender intended.  When communicating in the 
workplace you need to ensure you have feedback 
to be certain that people have understood your 
message. Sometimes feedback is verbal, and 
sometimes through body language. Sometimes it 
is formal using questions can be asked or 
surveys. You are required here to identify 
methods of feedback used. You could use 
examples from the work place, in the form of a 
list/table.  
 
The process of managing by objectives is a 
systematic and organised approach allowing 

3.2 Evaluate the feedback to determine achievement of 
the management objectives 
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managers to focus on achievable goals, achieving 
the best possible results from available resources. 
To support this process communication must be 
clearly understood by all parties. If communication 
is not clear there will be confusion and poor or 
lack of achievement of objectives. You could use 
the feedback gathered from one of your 
communications – a letter, email, meeting or 
briefing – to evaluate success, including lessons 
learned for the future. 

ADDITIONAL INFORMATION ABOUT THIS UNIT 

Unit Aims This unit is about understanding the principles, methods and the effectiveness of management 

communication techniques. 

 

  


