Communicate Effectively as a Unit or Staff Leader

158-100-1340

Conditions

You are a unit or staff leader and are required to communicate information to several groups of people.

Standards

Resulted in your intended message being accurately received by the audience.

Performance Steps
1.  Identify the purpose of the communication.

2.  Analyze the communication situation.

3.  Develop your communication plan.

4.  Implement your communication plan.

5.  Determine if the intended message was accurately received.

Training and Evaluation Guide
Task performance measures


1.
Identified the purpose of the communication by accurately:



a.
Determining what you wanted to communicate.




GO
NO-GO



b.
Determining to whom you needed to communicate.



GO
NO-GO



c.
Determining why you needed to communicate.




GO
NO-GO


2.
Analyzed the communication situation by accurately:



a.
Determining your personal impact on the communication process.


GO
NO-GO



b.
Determining the impact of your audience on the communication process.

GO
NO-GO



c.    Determining the impact of the environment on the communication process

GO
NO-GO


3.
Developed your communication plan by accurately:



a.
Analyzing the information gathered.





GO
NO-GO



b.
Determining the most appropriate communications mode to send your message.
GO
NO-GO


4.
Implemented the communication plan by accurately:



a.
Involving correct personnel






GO
NO-GO



b.
Monitoring the implementation of the communication plan


GO
NO-GO


5.
Determined if the intended message was received by accurately:



a.
Determining actual message received and responding appropriately.

GO
NO-GO



b.
Continuing to implement and monitor the components of the plan




which need to be continued.






GO
NO-GO

Evaluation Preparation

TSP 1340 is a refresher course.  The school commandant determines how the course will be included in the curriculum.  The course has been designed as an independent effort with the student completing the requirements independently and completing a final examination administered by the school.  The commandant may direct that the material covered be integrated into another course (or courses) as appropriate.  

Depending on the commandant’s guidance, the students may be required to complete the student packet prior to arriving at the school, during in-processing or during the course schedule.  As appropriate for the course implementation procedures, the time, date and location for the final examination should be provided to the students. 

Brief Soldier:  The procedures for informing the soldier about the course requirements will vary with the implementation procedures used by the school.  The students must be informed of the course implementation procedures being followed.  They should know the due date for the independent requirement, and how, when and where his/her performance on this task be evaluated 
Evaluation Guidance

Student must score a minimum score of 80% on the final examination in order to receive a “GO” for the course.  The student will be required to redo if standard is not met, as determined by the school commandant.  (The final examination solution is provided in Appendix B.)
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