Business Communications Systems and the Law.

Organisational Structure
In any organisation you will usually find a hierarchy or chain of command… 

An illustration of a chain of command is included, follow class discussion and annotate (make notes on) handouts. 
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In a working company, it helps to have a properly defined chain of command so that people are aware of who runs what and who answers to who. 

As a rule of thumb, decisions affecting the organisation will come from the top and work their way down, whilst information will feed it’s way from lower levels to senior management. 

The structure of this chain of command is usually displayed as an Organisation Chart. 

Hierarchical and Flat Structures… 

Hierarchical – 
Few managers, more people “below” them, more people below the next 


level. Several levels. 
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Flat – 
Few levels. Managers and staff with few levels in between. 
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	Advantages
	Disadvantages

	Hierarchical
	Easier definition of roles and duties.
	May hamper inter-departmental flexibility.

	
	Greater scope for personal development.
	Likely to encourage set behaviours.

	
	More frequent opportunities for promotion.
	May impede decision making.

	Flat
	May encourage personal development and initiative. 
	Consequences of staff leaving with short notice can be a problem.

	
	Possibly greater responsiveness to unforeseen events.
	Likely to impede the emergence of “centres of competence” – relies on key individuals. 


	Task 1 (15 Minutes): 

By hand, or using PC software such as Microsoft Word or PowerPoint, draw an organisational chart showing… 

A board of directors with a managing director (MD) in overall charge, finance, sales, operations, marketing, HR, IT and R & D directors on the same level. Each director will have two managers reporting directly to them, whilst each manager will have two supervisors reporting to them and departmental staff as follows… finance – 10, sales – 40, operations – 110, marketing – 17, HR – 7, IT – 15 and R & D – 7. 



Company Requirements
All companies have certain needs in common – regardless of the sector/s in which the company may operate and from the requirements of a company come the functions and the departments into which it can be organised… 
	Requirements…
	Functions/Departments…

	Payroll – paying staff (tracking hours worked, recording overtime at correct rates, etc).
	Finance/Accounts 

	Accounting (banking, paying tax and business rates). 
	

	Planning and Budgeting (financial forecasting and allocating money available to spend to other areas of the organisation).
	

	Bookings, Orders and Enquiries (recording goods and services required by customers). 
	Sales 

	Deliveries (to and from the business – receiving stock and delivering completed goods to customers). 
	Operations 

	Manufacturing or Performance of Service (process of making goods or supplying a service). 
	

	Purchasing (buying goods and services from suppliers). 
	

	Advertising (radio, newspapers, magazines, TV & telesales). 
	Marketing

	Public Relations (customer complaints, research). 
	

	Publicity (press releases, event organisation).
	

	Brand Awareness (corporate identity). 
	

	Administration of Human Resources (HR; recruitment, training, contract negotiation)
	Human Resources (Personnel)

	Management of ICT (hardware, software, strategy, training and support). 
	Information Technology 

	Investigating new products and improvements on existing lines.
	Research and Development


Each of these departments needs effective communication between (i) it’s own staff (ii) itself and other departments and (iii) itself and external organisations. Even regular, daily communications need to be planned…
Stages in the Communications Planning Process
In any form of business, communications need to be planned carefully to ensure that the appropriate objectives are achieved. That means thinking carefully about the purpose of the communication and the target audience (which could be one or more people). The message itself should be capable of being understood or accepted by the target audience. Finally the right message should be conveyed using the most suitable communications channel (channels are the media used – e.g., letters, email, faxes, TV advertising, direct marketing etc). 
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The Basic Communications Process

In simple terms communication is a two-way process involving the sending of a message by a transmitter to a receiver. The message must be transmitted in a style and format understood by the receiver. Ideally the transmitter should gain feedback, to confirm that the message has been understood correctly. 
[image: image4.png]The Communication Process

Message

1] —

(=]}
Feedback




Following our explanation of the process of communication, the flow-chart below illustrates the simplified flow of information (i.e., of communication) through an example organisation… 

[image: image5.emf]Factory

Warehouse

Purchasing

Accounting Sales

Suppliers

Retailers

Requisitions

Copy

Delivery

Notes

Re-Orders

Copy Delivery Notes

Order Details

Delivery Notes

Dispatch Notes (Goods)

P

u

r

c

h

a

s

e

D

e

t

a

i

l

s

I

n

v

o

i

c

e

s

P

a

y

m

e

n

t

s

Credit Limits

Sales Details

I

n

v

o

i

c

e

s

P

a

y

m

e

n

t

s

Orders


	Task 2 (35 Minutes): 

Using the information flow diagram (above – and the processes discussed), draw three further information flow diagrams, one for each of the following scenarios… 

(1) The Marketing department identifies an opportunity for the company to design, manufacture and sell a new kind of product. They inform the Finance department – via the monthly Board of Directors meeting – in order to gain approval for whatever expenditure would be needed to bring the product to market. The Finance Director approves the money and the Research and Development division are informed in order to begin design of the product. R & D inform Operations of materials that would be required in order to begin production and, when the materials have been ordered & received from external suppliers, the Manufacturing division are informed that the product can be put into production. 

(2) On completion of the R & D stage, the Marketing department are informed that they can start advertising and the Sales department are informed that they can start taking orders from customers. 

(3) Customers advise the Marketing department of a number of fundamental improvements and a small “wish list” of features to be included in later versions. Marketing advise the Finance department in the same manner as before, who give the “OK” to expenditure and the request is passed to the R & D department. 




The Data Protection Act 1998. 

All computer systems dealing with personal data (i.e., data that can identify a living individual) must be registered under the Data Protection Act 1998. 

This school deals with a great deal of personal data (that of students and staff) and the responsibility for registering the school’s information systems will be with either the school (e.g., a nominated member of staff) or possibly with the Local education Authority (LEA). 

Users in a company who develop their own systems for processing personal data should inform their manager and seek advice on registration from someone familiar with the process. 

Users of personal data must be aware of the eight principles which apply to such information, these are detailed below as an extract from the Information Technology Security and Licence Control Standards – Data Protection Act 1998… 

Personal data shall be:

1) Obtained and processed fairly and lawfully. 

2) Held for specified lawful purposes. 

3) Not used or disclosed in a way not compatible with the purpose(s). 

4) Adequate, relevant and not excessive for the purpose. 

5) Accurate and up-to-date. 

6) Not kept longer than necessary. 

7) Available to the data subject. 

8) Kept secure. 

The Data Protection Act 1998 affects the operations of business communications systems in the following ways…
· Access to individual’s information – only those who need such access should have it. 
· Security of information – Information should be kept secure. 

· Ownership of information – It should be plain which departments/individuals are responsible for the information. 

· Accuracy of information – Processes should be in place to make sure that information collected is accurate and that such accuracy is maintained (e.g., changes of address/marital status). 

· Ability to sell the information – Some businesses collect information with the intention of selling it on to third parties (e.g., lists of names & addresses of people that have purchased new cars may be useful to motor insurance agencies). 

· Costs incurred in meeting the Act – ICT hardware and software, training, staff to maintain databases. 

	Task 3 (Open – To be completed for next session): 

Working in pairs, write a report of no more than one A4 side of paper… 

Looking at the ways in which the Data Protection Act 1998 affects businesses, giving examples, what measures could an organisation take in order to meet each of these requirements? 



	Task 4, Part I (Open – To be completed for next session): 

Mr. Godden is the manager of the Information and Communications Technology Unit for the London Borough of Brent. They supply ICT resources for all departments within the borough, Mr. Godden will give a short discussion on the nature of his department. Following this discussion, he will be available for questions on the communications systems used by the ICT Unit and how these are used to communicate with other departments within the borough and external organisations. 

Read the following sections on assessment for this unit. 

Using the Information and Communications Technology Unit discussed by Mr. Godden as one of the departments for the assessment, prepare a list of questions which you will need to ask in order to complete your assignment. 




Unit 12 – Assessment: 

“The assessed part of the Unit should be built around a single research project that has at its core the analysis of communication processes and systems used by businesses. This Unit will require students to produce an investigative report that compares and contrasts the internal and external communications systems used to handle and process information within two functions of a chosen business such as finance, administration, personnel, sales, marketing, inventory management. Alternatively the same function/department and the communications systems therein can be compared and contrasted across two differing businesses. This will require students to utilise a number of communications systems themselves in compiling their report as the communications systems to be evaluated will need to be described using written and diagrammatic forms (such as flowcharts).” 
You need to produce an investigative report that compares and contrasts the internal and external communications systems used to handle and process information  within two functions of a chosen business (e.g., finance, administration, personnel, sales, inventory management) or a similar function in two contrasting businesses.  

The report must: 

· Describe the business communications systems used in the two functions or similar functions in the two businesses (using flowcharts, diagrams etc). 

· Describe the structure, location, ownership, size and business objectives of the business(es) to which the functions belong and explain how these affect their communications systems. 

· Suggest alternative business communications systems which could be used. 

· Detail the main points of the Data Protection Act and its effect on the communications systems used by one of the businesses. 

· Explain how the business communications systems used by one business helped to achieve its objectives. 

To achieve a Grade E you must show you can: 

	E1
	undertake relevant investigations to produce appropriate information for purposes of comparison.

	E2
	present clearly the differences and similarities of each function and organisation where applicable.

	E3
	present the report in a straightforward format (using flowcharts or other formats where relevant).

	E4
	use relevant information to support your recommendations for alternative business communications systems and their possible effects.

	E5
	make accurate connections between the Data Protection Act and how it influences the communications systems used.


To achieve a Grade C you must also show you can: 

	C1
	suggest alternative business communications systems available to and suitable for each function or business and discuss the implications of adding new systems.

	C2
	discuss the effectiveness and efficiency of each function or organisation's system highlighting the positive and negative aspects of each.

	C3
	compare and contrast the communications systems of the chosen functions.


To achieve a Grade A you must also show you can:
	A1
	relate the importance of the Data Protection Act to each communication system in place in the chosen functions or businesses and discuss its effectiveness.

	A2
	propose and justify a range of improvements to the communications systems of each function or business.

	A3
	present your results and recommendations in an appropriate business format (i.e., using a variety of methods - word processing, graphs, flowcharts etc) of a standard suitable for use within a business.


	Task 4, Part II (Open – To be completed for next session): 

Following the question and answer session, collect your notes and prepare a report on the communications systems used by Mr. Godden’s department. 

Your report should contain an introduction, a discussion of systems used including advantages and disadvantages, plans for the future and a critical discussion of each aspect, concluding with your recommendations for future systems. 
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