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[bookmark: _GoBack]SECTION A: (40 MARKS)
Answer all questions in this section
	1. 
	State THREE barriers in communication.
	(2 Marks)

	2. 
	Highlight THREE roles of communication in any organization.
	(3 Marks)

	3. 
	Outline FOUR factors should a speaker keep in mind when planning a presentation.
	(4 Marks)

	4. 
	Outline TWO negative effects of grapevine communication networks within a workplace.
	(2 Marks)

	5. 
	Engaging your audience and keeping their interest during a presentation is crucial for effective communication. Highlight FOUR techniques you can use to achieve this, whether addressing an internal team or external stakeholders.
	(4 Marks)

	6. 
	State THREE advantages of oral communication.    
	(3 Marks)

	7. 
	Highlight FOUR reasons that make e-mail a popular means of business communication.
	(4 Marks)

	8. 
	State THREE benefits of using an agenda to ensure a meaningful and effective meeting.
	(3 Marks)

	9. 
	Highlight TWO benefits of conducting interviews.
	(2 Marks)

	10. 
	Effective communication builds relationships between colleagues, clients, and organizations. Identify TWO approaches that can be used to meet the communication needs of clients.
	(2 Marks)

	11. 
	Recognizing signs of unmet communication needs within an organization is essential for addressing issues and improving communication effectiveness. State TWO common signs that
may suggest an organization has unmet communication needs.
	(2 Marks)

	12. 
	State TWO reasons why quorum is important in a meeting.
	(2 Marks)

	13. 
	Outline THREE measures for overcoming barriers to effective communication.
	(3 Marks)

	14. 
	Identify TWO reasons for having a public relations office in an organization.
	(2 Marks)

	15. 
	Outline TWO examples of written communication.
	(2 Marks)

	
	SECTION B (60 MARKS)
Answer any THREE questions in this section
	

	16. 
	(a) The following are steps involved in the process of communication. Arrange them in their correct order. 
(i) Message decoding
(ii) Supply of feedback
(iii) Message conceptualization
(iv) Message encoding
(v) Selection of the medium
	(5 Marks)

	
	(b) Communication is crucial for day-to-day activities in the workplace. Highlight FIVE strategies for communicating effectively in a professional environment.
	(5 Marks)

	
	(c) Effective communication involves conveying information clearly and completely, while also demonstrating empathy and understanding. Explain FIVE barriers to effective communication that can hinder successful information exchange in both professional and personal contexts.
	(10 marks)

	17. 
	You have been chosen to deliver a speech on behalf of your graduating class at the graduation ceremony.
(a) Explain TWO characteristics of a good speech. 
(b) Identify FOUR objectives of effective communication that you should have in mind that will help enhance your speech delivery. 
(c) Discuss TWO nonverbal communication skills that you will use to enhance the delivery of the speech. 
(d) Explain FOUR problems associated with vertical communication channel in an organization. 
	

(4 Marks)
(4 Marks)

(4 Marks)

(8 Marks)


	18. 
	Interviews play an important role in organizations. They are required to be conducted competently and effectively to fulfill the desired goals of both the interviewer and the interviewee. 
(a) Explain FOUR types of interviews carried out in the organizations today. 
(b) Identify FOUR preparations an interviewer should make to enhance a successful interview. 
(c) Elaborate on FOUR challenges faced by the interviewer when conducting interviews. 
	


(8 marks)

(4 marks)

(8 marks)

	19. 
	(a) Explain TWO problems associated with storage and retrieval of information.
(b) Adapting your communication style when collaborating with team members from diverse cultural backgrounds is crucial for effective teamwork. Explain TWO ways to achieve this.
(c) State FOUR principles of effective interviewing. 
(d) Meetings are formal or informal gatherings of organizational members to discuss specific issues or topics within the organization. Describe FOUR types of meetings. 
	(4 marks)



(4 marks)


(4 Marks)
(8 marks)
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