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Exercise 1 – Translate into English
1. La communication interne → Internal communication
2. La communication externe → External communication
3. Un canal de communication → A channel of communication
4. Les responsabilités d’un employé → An employee’s responsibilities
5. Un mémo d’entreprise → A company memo
6. Le jargon technique → Technical jargon
7. Être laissé dans l’ignorance → To be left in the dark
8. Une surcharge d’informations → Information overload
9. Les coûts administratifs → Administration costs
10. Les marchés internationaux → International markets

✅ Exercise 2 – Gap-fill with Business Vocabulary
1. When the receiver cannot respond to a message, this is called one-way communication.
2. Messages exchanged between staff at the same level of the hierarchy are known as horizontal communication.
3. Staff motivation improves when managers listen and respond to suggestions.
4. If too many messages are received each day, employees may experience information overload.
5. Selecting the right medium is essential to make sure messages are received and understood.
6. Internal communication happens within the business, while external communication involves outside individuals or organisations.
7. Effective communication means that customers’ complaints are handled quickly and efficiently.
8. Advances in ICT (information communication technology) have enabled e-commerce and automated stock ordering.
9. When communication is insufficient, staff can feel in the dark and demotivated.
10. Online sales through e-commerce open up access to international markets.

