
3.3  Communication Key Words

Communication
Is the transmission of a 

message from a sender to a 
receiver through means of 

communication

Digital communication
Is the exchange of information 

electronically

Vertical communication
Is communication up or down the 

hierarchy

Horizontal 
communication

Is communication between people of 
the same level of the hierarchy in an 

organisation

External 
communication

Is  communication between people in 
an organisation and others outside 

that organisation

Internal 
communication

Is communication between people 
employed in the same organisation
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What is it?

Pros and Cons of different methods

Communication is about sending and receiving messages. 
Good communication is essential to business. Different ways of 
communicating are appropriate for different kinds of 
businesses and for what needs to be communicated. 
Developments in digital technology have improved the speed 
and effectiveness of communications in business which  have 
helped to reduce business costs and increase competition. 

Quizizz - test yourself!

Phone
verbal

+ Good for discussion
+ It is immediate

- No record taken
- Don’t always get through first time

Meeting
+ Good way to share ideas
+ Minutes (record) taken

- Can be expensive
- If formal, can take time to set up

Presentation
+ Opportunity to prepare what is to 
be said
+ Possible to ask question

- If to many people, difficult to check 
understanding of all
- Can take time to set up

Letter
+ Provides a record
+ You can take time to write it

- It takes time (writing and delivery)
- Unable to check understanding

Email
+ Very fast method
+Good for short messages

- A person may not check emails 
regularly
- Emails are often ignored/lost

Text
+ Fast method
+Receiver can save message

- Only limited info can be sent
- Not good for discussion

Social media
+ Selected groups can be targeted 
cheaply
+ Pictures can be included

- Someone needs to manage 
communication
- Not easy to judge impact

Website
+ Saves money as info can be 
posted here
+ Customers can order online

- Customers cannot ask questions 
easily
- Customers cannot view the goods

The importance 
of communication

https://www.bbc.co.uk/bitesize/guides/zjdwd6f/video
https://quizlet.com/gb/665482269/33-communication-flash-cards/?x=1jqt

