


Give 2 examples of the type of information that 
can circulate in a place of work

Describe how each piece of information is 
presented in a way that suits its audience

Describe how each piece of information is 

presented in a way that suits its purpose

Collect straightforward data from 2 work-related 

sources

Present the data in a format suitable for the 
audience and purpose, which includes the use of 
ICT 



Types of 

information in a 

place of work

Policies

Briefs
Staff 

Handbook

Reports

Schedules

Statistical

data





Who do you think is the target audience 
for the information?



What do you think the purpose of the 
information is?



Who is the audience?
What is its purpose?

Who is the audience?
What is its purpose?



From the information you have 
been given 

Collect data from it and present 

this in a chart or graph. 
Explain what the data shows 

and why you have selected to 
present it in this way. 



First type your information into the
excel spreadsheet, making sure to
label your columns.

Second select the information you want
in your chart or graph. You may not
want all the information presented.

Finally select insert and
then which graph you want
to create and edit it to suit
its audience
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