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Introduction: 

1. This lesson is based on the notes on “Oral Communication” 

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) 

 

 

 

 

 

Please read your Lesson notes (resource) and complete the Practice Exercise 87 below. 

  

Resource 87: Methods of Communication. 1. Oral Communication  
 
 
There  are  three  common  methods  of  communication  which  you  will  learn  in  this  section.  
They are:   
(i) Oral, (ii) Written, and (iii) Non-Oral.  
 
Oral Communication  
Oral  communication  may  take  place  in  a  face  to  face  conversation  or  through  the  use  
of mechanical devices.  Talking and listening effectively are very important in oral 
communication. Good speaking and listening skills are needed to build and maintain good 
business relationships.  
 
The need to present a good public image is vital. The written word is not always the best means 
of communication. Oral, non-verbal or visual communication is also vital 
Oral  face-to-face  communication  is  the  fullest  kind  of  communication  that  we  experience  
because  we  notice  all  forms  of  expressions,  see  the  person,  and  hear  the  voice  when  
we communicate. 
 
  

Subject: Grade 11 Business Studies  

Term 4 

Week 3 Lesson Number: 87 

Date: ___/____/2021 

Unit 12.1:   COMMUNICATION SKILLS AND MANAGEMENT 

TOPIC 1:  INTERNAL RETAINING COMMUNICATION 

Subtopic:       Methods of Communication: 1. Oral communication 

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

1. Discuss Oral Communication 
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In oral communication we respond to the speed of speech and patterns of eye contact. We can 
therefore decide how to respond to these things. Looking and listening for feedback is the key to 
success in oral communication.  Oral communication involves the use of words. It can be face to 
face or distant using mechanical devices. 
 
Advantages of oral communication 

1. Face  to  face  is  the  most  natural  way  of  transmitting  a  message  because  the  
communicator  can  make  the  listener  to  understand  the  message  not  only  by  the spoken 
words but also by body language.  

2. Face to face communication saves time and money. Also, it is effective and quicker than 
any other method.  

3. It is easier to measure the effect of communication on the spot. It can even lead to 
greater understanding and improve interpersonal relationship.  

4. Because a response is received on the spot, it promotes further communication.  
 
Disadvantages of oral communication 
Face to face communication, however, has some disadvantages.  
1. It is less reliable, and provides no record for future reference.  
2. It is less accurate and unsuitable for lengthy messages. 
3. It  does  not  provide  enough  time  for  thinking  before  participating  in  an  oral 
communication. That is why it is unreliable sometimes. 
 
 

 

 

Now attempt Practice Exercise 87 

 

Copy the questions onto your exercise books and write your answers. 

                                                   

                                               PRACTICE EXERCISE 87 

 

1. List three methods of communication 

2. Explain two advantages and two disadvantages of oral communication 

a. Advantage:  

b. Disadvantage:  

 

2. Why is oral communication considered as the ‘fullest’ form of communication? 

 

 

 

This is the end of Lesson 87. Next lesson is: 

 Lesson 88:  Written Communication 


