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Communication Level 4

Guidance

C4.1.1

Identify the outcomes

An intended outcome is a statement of what you want or need to achieve (e.g. better documentation for laboratory audit work). You may need to negotiate these outcomes with other people who are involved in the work. You must identify and write down outcomes that are specific, so you will be able to tell if they have been achieved. This will help later when you are monitoring and evaluating your work. 

Plan your use of communication skills

You must plan your use of communication skills so you can make the most of your work activities. You will need to spend some time researching, finding out and exploring work activities in order to identify where and how you can use oral, written and visual communication skills over the coming months. You must allow time to read, draft and proof-read documents, prepare presentations, and set up discussions. 

Make a reasoned choice of methods 
You must be familiar with the strengths and weaknesses of different ways of presenting information, including recording methods that can be used to aid planning, monitoring and reviewing processes (e.g. a Gantt chart/timeline). You must choose which ones to use in your work.  

Identify relevant sources of information 
You must check a range of different sources, including people who may be able to support you in developing your skills and completing the work. You must know how to use appropriate referencing and filing systems, and keep records of the sources you use. 

C4.2.1
Evaluate information
You must develop a ‘critical eye’ for assessing the quality and reliability of information from different sources, taking into account commercial, political, academic or personal interests that may influence content and presentation. You must check facts, research other sources, and ask additional questions. 

Synthesise information 
You must know how to look for logical relationships in the materials you use, identify the important ideas, and take a critical attitude towards the material by relating it to your own views and experience. You must bring together and combine information from a range of sources in order to present it consistently and coherently.
Monitor and critically reflect
You must know how to track, record, reflect on and evaluate your progress (the use of ICT may be helpful). You must identify reliable sources of feedback and use feedback constructively to help you monitor your performance and make decisions (e.g. on whether to adapt your overall strategy). 

C4.3.1

Organise and clearly present relevant information
You must know how to present information in ways that best suit your purpose, subject and audience (e.g. how to structure what you say coherently so that sequences of ideas and information, including outcomes, can be followed easily). You must use a range of techniques, such as diagrams or models, to support your argument and know when it is appropriate to use technical vocabulary and conventions. 

C4.3.2

Evaluate the effectiveness of your strategy
You must be able to identify how your decisions, and the resources and people involved in your work, have influenced how you have tackled the activity and its outcomes. You must take into account the effect of your own strengths and weaknesses in communication. 

Identify ways to further develop your communication skills 
You must reflect on your overall level of communication skills and suggest areas where you need to improve, based on the experience you have gained in this activity. You must be able to identify opportunities that are available to you (e.g. for training, for changing working practices, or for tackling new kinds of tasks). You must discuss with a line manager, colleague or mentor how you might improve working methods, take advantage of new opportunities, and further develop your skills.
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