	

Queensland Government
2.1 Interacting through digital technologies
Digital Communication Planner
	Learner name
	

	Date / work area
	



Activity overview
Use this template with a real, low-risk work activity. Follow agency policies and use approved systems. The core task is designed to be simple. The optional stretch activity allows you to apply deeper knowledge or work with a more complex example.
Objective
Plan and deliver a digital interaction using the channel and approach that best fit the audience, purpose and context.
Learning outcomes
After completing this activity, you will be able to:
· Define a communication objective.
· Choose an appropriate digital channel.
· Adapt communication for audience and accessibility needs.
· Review whether the interaction achieved its purpose.
Activity tasks
Complete the steps below. Add short notes and evidence as you go.
Step 1
Choose a current communication activity.
Your notes:



Step 2
Write the communication objective in one sentence.
Your notes:



Step 3
Identify the audience and what the audience needs to know or do.
Your notes:



Step 4
List the available channels, such as email, Teams chat, a channel post, meeting or phone call.
Your notes:



Step 5
Compare the strengths and limits of each channel.
Your notes:



Step 6
Choose a channel and explain the choice.
Your notes:



Step 7
Plan the message, timing, accessibility and follow-up.
Your notes:



Step 8
Deliver the communication, then record the outcome and one improvement.
Your notes:



Reflection
Use short answers. Focus on what you learned and what you will do next.
Did the channel fit the purpose?



Was the message clear and inclusive?



What would you change next time?



Stretch activity (optional)
Choose one if you want a deeper challenge.
Plan the same message for a second audience and show how the channel or wording changes.
Create a simple channel-selection guide for your team.
Stretch notes:



Evidence of completion
You have completed this activity when:
☐ The objective and audience are clear.
☐ Options are compared and a channel is selected.
☐ The outcome and an improvement are recorded.
Next steps
One action I will take next:





Support, approval or follow-up needed:
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