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Subject: Grade 9 Commerce 

Term 4 

Week 3 Lesson Number: 122 

Date: ___/____/2021 

Unit: 9.3 BUSINESS COMMUNICATION 

Topic: WHAT IS BUSINESS COMMUNICATION? 

Sub Topic: Communication Process and Oral Communication 

Introduction:  

This lesson is based on the notes on “Communication Process” 

Instructions: 

1. In your Exercise Book, copy the Header and the learning outcome. Make sure that your 

Handwriting is neat and legible. Go through your lesson notes and attempt the Practice 

Exercise in you exercise book. (We will be checking your Exercise Book when you return to 

School) 

 

Learning outcomes: at the end of this lesson you should be able to: 

1. define and discuss the process of communication 

2. define and discuss oral communication 

Please read your Lesson notes below and complete the Practice Exercise 122 that follows. 

Resource 122:                  The Communication Process 

There are various ways to describe the ways people communicate with each other. 

Top/down-This refers to a situation in which the communication starts from someone in a higher 

authority to someone with less authority. For example, the principal speaking to students at 

assemble or the manager of the business speaking to his or her staff. 

Horizontal-Horizontal means a level line. Horizontal communication takes place when people who 

are on the same level communicate with each other. For example a student communication with 

another student or a teacher talking to another teacher. 

Bottom/up- Bottom/up communication takes place when someone at a lower level sends a 

message to someone higher up in terms of authority. This could happen when students tell their 

principal something that they are worried about. In a business, an employee might report to the 

manager. 
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Interpersonal Oral Communication 

Interpersonal Oral Communication refers to the words spoken between people. The term 

interpersonal simply means between people. Oral Communication is about speaking and listening. 

The principles of good communication that were discussed earlier apply to oral communication. As 

with all communication there is a sender (the speaker) and the receiver (the listener). It is 

important that words spoken are clear, concise, correct and courteous. In oral communication, the 

focus is often on the speaker. This is only natural as it is usually the speaker who starts the 

conversation, and often controls it. However, the listener has to take some responsibility as well. 

He or she must have good listening skills. There are some things that the listener can do while a 

person is speaking: 

 Look at the speaker and concentrate on what is being said 

 Do not talk to another person 

 Take written notes if appropriate 

 If given the opportunity, ask questions when there is something you do not understand and 

ask the speaker to repeat what he or she said if you did not hear it clearly. 

 Use respectful body language and look interested, as the speaker may offended by sloppy 

body language. 

 

Now attempt Practice Exercise 122  

Copy the questions and write your answers in your exercise book 

                                                  PRACTICE EXERCISE 122 

1. Explain what top/down communication mean. 

2. What is the difference between horizontal and bottom/up communication? 

 

 

 

 

 

  

This is the end of Lesson 122 week 3. Next Lesson 123 Formal and 
Informal type of communication. 

 


