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INSTRUCTIONS TO CANDIDATES

Thiz paper consisis of TWO sections; A and B.

Answer ALL the guestians in section A and FOUR questions from section B in the answer booklet
provided.

Maximum marks for each part of a question are as indicated.

Candidates should answer the questions in English.

This paper consists of 4 printed pages.

Candidates should check the question paper to ascertain that all the
pages are printed as indicated and that no questions are missing.
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Punctuate the following passage:

Yesterday eveming following a heavy downpour rosds were flooded Rasyine wondered
how she would get home while st the office parking she considered leaving her car behind
and using public means [t may be easier she argued with her colleague alternatively |
could request my hushand o pick me up she said (4 marks)

Explain three reasons that make il necessary 1o summarize wrillen information.
(6-marks)

Explain five factors that may hinder consensus building during o mecting. (10 marks)

Explain three circumstances umder which telephone communication may be most

. Appropriale. {5 marks)

Explain the role of each of the lollowing sections of a formal report:

i Mo Jl i
{1} pmmdul.ﬂ:
{11} fimchinges:
{iii) conclusions. (& marks)

Explain four-advantages of using a word processor in business communication.

(8 muirks)
List five qualities of a good Public Relations Officer. (5 marks)
Outline five duties of a chairperson during & meeting. (5 marks)

Explain five gudelines that should be followed in |:k1tgnmg an effective notice. L
(10) fnarks)

In refation to communication, stste six ways in which an employee may demonstrate

ethics. (& miarks)
Explain three benefits of dingonal communication. {6 marks)
Explamn four interpersonal skills that may promote diplomacy in & commumeation
situalicn. {8 marks}
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SECTION A (20 murks) ‘"'/

Answer ALL the guesiions in this section.

Identify four principles of effective written communication. (2 marks)
e e e
List four cral ll'lﬂihlilis of communication that may be used within an organization. =

(2 marks)

State two &isadvanlages of presenting information in tabular form. (2 marks)

List fowr types of information that may be contmned in the letterhead of a business enterprse,
2 (2 marks)
rEy
“Explain the meaning of the term public a5 used in communication. L'gahfﬁ {2 marks)

Outline two masons that make it necessary for participants in a mecting o speak through the
chairperson.

List four components of the terms of referénce of an mms‘hgq,u:n reporL.
d. o RL_

Explain the benefit that an gmployge may denve from an aﬁ;ﬁmml imterview,
ALK s k‘.l ol bl L-r_. (ks hiy

Stale two problems that may arise from downward communication.

State two advaniages of using the Short Message Service (SMS) for communication in an
organization, (2 marks)

SECTION B (80 marks)

Answer FOUR guestions in this section.

1i. (a)  Explmntwo ways through which each of the following barmiers may be minimized
5 during communication:
(1} prejodice;
()  distractions. (% marks)
(b}  Upesi Engineers Limited recently purchased a machine with @ one year wamanty from 5%
a local supplier The machine worked for only one week. Several calls have been made i A
1o the supplicr to rectify the fault but no engineer has been sent to the firm. As the
communications assistant, write a leter 1o the supplier requesting them 1o replace the
faulty machine. {12 marks)
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% (a)  Explain three measures that should be taken 1o ensure that a rocm s suitable for an
interview. (6 marks)

(t)  Explain three benefits that an individual may derive from & good intrapersanal
COMMUMICALION, (6 marks)

() Most presentations at conferences are made using power point. Explain four reasons
thal may account for this practice, (8 marks)
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