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Element 1

Communicate in the workplace

of

example:

PC 2.5 INTRODUCTION

another person or agroup f people.

Speaking

Writing

By using communication
equipment andsystems

+ Communicationis vital in the workplace.

a safe, efficie

+ Clearand correct informationis necessary to pass on messages.

PC1 PLAN AND PREPARE FOR WORKPLACE COMMUNICATION USING EQUIPMENT AND SYSTEMS
Communication equipment (continued)
Computer system Tablets Public address (PA)systems
Nonitor, keyboard, hard drv, andmegaphones
mouse, speakers.
Sirens andbells Whistles Lights Signs
Tags

PC14 PLAN AND

Establishing communication (continued)

When establishing communication with others it is important to approach themin t

EPARE FOR WORKPLACE COMMUNICATION USING EQUIPMENT AND SYSTEMS

he correct way. Thesuccess of
further goes.
Some things toremember include:
Be respectfuland friendly Be culturally sensitive Use language the
« Introduce yourself « Consider the persons audience understands
« smile aitural background + Englishmightbeasecond
. Offerahandshake + Consider differentreligions languagefor the person
« Thepersonmay have an « Tiynottouse‘jargon’.
+ Makeeyecontact
« Knowthepersonsnams accent or find it hard to Jargon is language thatis only
low the personsname understand yours relevant to a particular trade,
* Dornot . Cer profession or group).
« Respect

the company. For example the
manager or supervisor.

meaningsin somecultures.

« Trynot to use ‘acronyms’.
An acronym s a set of letters
that representa phrase, name
ororganisation.

Forexample:

ASAP = As Soon As Possble
EGA = Ezsy Guides Australia
FEL = Front End Loader
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Maintaining communication

Once communication has been established with the audience it is important to maintain the communication

until the message gets across.

E COMMUNICATION USING EQUIPMENT AND SYSTEMS

Some tips for maintaining the communication include:

Keep itsimple
Do notuse

Keep communication moving

Get to the point

Make sure every bit of information
buids on the information before i,
this wil make the subject fiow and
help with understanding.

ettothe main point
or pointsquickly.

confusedifthe
communication
getsofftrack.

Interact with the audience
If thereis interaction

between thespeaker

and the audience it will

help to maintain interest

Follow up

After the initial communication it is
agood idea to follow up to see how
thingsaregoing.

A phone cal, text message or an
andmight also help the
e toundarmiand, emailisagood waytodo ths.
[E—— v [R—
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Follow scfety procedures (continued)
Observanceof local communicationsand emergency procedures

‘Always refer to workplace policies and procedures to leam what is expectedwhen a workplace emergency
ocaurs. O foremergencies on your work i that you:

in Knoy i ir cy:
+ Thetypeof emergency

+ Location of theemergency

« Injuries

an emergency.
“This could be intemal people Like:
« Managers

« Supervisors

« Otherworkers

- Firstaid officers

« Emergency services needed.

Know how to communicate in an emergency:
Orextemalpeople like: + Soundthealamntowam everyone

+ What type of communication equipment i safetouse?
+ Keep callsbrif. Do ot tieup phonelines.

+ Emergency services
+ Healthand safety

regulators
+ Environmental Knowwhat documentation and reporting needs to
protection authority. be done:
+ Allincidents, accidents and near misses must be
reported andinvestigated
« Any incident that resus 1 death, serious injury/illness
or & dangerous must be reported to the state/terrtory
health and safetyregulator.
—— 0
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QUESTION15 Wilco

When communicating

on atwo-wayradio.

What termdo youuse:

to tell someone!

willcomply with their

instructions?

QUESTION16 Delta Oscar Golf
A [ AlpHA J_ [ Juser s | SIERRA

¥

word b using the B | BRAVO K| KO T | TanGo

phonetic alphabet? C | CHARLIE L uma U [ UNIFORM
D DELTA M MIKE \ VICTOR
E | Eco N | NOVEMBER W | WHISKEY
F FOXTROT 0 OSCAR X X-RAY
G| GoF P | PAPA Y| YANKEE
H | HOTEL Q | QueseC 7 | zuw
I INDIA R ROMEO

[E—— 1
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Use communication equipment and systems

Two-way radio

Twoway radio systemsusually operate in a half-duplex mode.
“This means that the operator can eithertalk o listen but cannot
do bothat the same time.

tobe received).

+ Tosenda message the operator must press a‘push-to-talk button
which activatesthe transmitter (allowsa message to be sent)

+ When the button s released the receiveris active (allowsa message

Pushtotalk °

LeD display
0 Channel
up/down
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7 « Never it sensitive, private or confidential information
Therearebasic pro « Perfomradio checks
(fules) ek tho-way + Donotinterrupt
radio user should + Do not reply to messages that are not for you
understand and ollow. iy beroreyouspeak.
Identifythreeof the rules.
1L the channel is cear
What are the four basic 2. Press the pushrto-talk (PTT) button.
s 3. Waitfortwoseconds:
:'a‘z“*m on atwo-way Say— ‘Message recipients call sgn...twice’.

»

Nextsay — “This i... ollowed by your call g’

When the personyou want to talk to answers,
You can passon your message.
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PC3.1 CARRY OUT FACE ACE ROUTINE COM PC 3.5 RRY OUT FACE- FACE ROUTINE COMMUNICATION
QUESTION3S Ifyoudo not speak clearty when communicating per towsea
amessage it can cause errorsand safety issues. technique that encourages people towork together,
Why is it important to or co-oper .
speak dleartywhen

I When per
ROUTINE COMMUNICATION S cooperatvely. i vl s it

Element 3

QUESTION36 Answer may include but is not limited to:
+ Donotmumbl
Youneedto onotmumbie Who would be the
communicateamessage  * Do nottalktoofast more co-operative
toagroupofworkers.  + Donottalktoosoftly communicator —
- Donot Someonewhois
youshouldremember . po potusestang assertive, aggressive
when talking to themso bonoteacronyms. orpassive?
the message s clear? . -
[S— s J—— [SE— M [rs— — s N
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PC 4. COMPLETE WRITTEN DOCUMENTATION

Complete written documentation
“The types of i ar

COMPLETE WRITTEN DOCUMENTATION ——

Checklists Work permits.

Endof shift documentation Incident reports
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