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SECTION A (20 marks)
Arnsvwer ALL GUCSTIONS [# this secfion

State two activities which are carmied out by & receiver of & message in the process

af communieation, (2 marks)
(7} = = =k - = 2SS
(i .,
) State two advantaees of » nie- charts ini b e il s Y rnatles)
i atfte two advaniagcs O USNE pie- Chars m DUsiness communicainon [£ marks)
[T - "
(1) =S =
3 Explain the meamng of the lemm communication, { d marks)
N e e e o ) =
(1} A =l i 2
4 State two disadvantages of using Shont Message Service (SMS) for communication in an
orgEnIEon, ( 2 marks)
{i) e — S
(i) ey . = g
1501/201, 1503201 =T

1601/201, 16027201 2




= You hiave been requesied Lo write a report on the statiss of equipment in your organization

Crutline two details that vou would include in this CEpTL

(i}

(1]

[ 2'marks)

by Specify two situations that may necessitate the writing of 8 memorandum in an organization,
{2 maarks)
(1) = -
(i}
7. Identify four wiys in which horizontal communication may be practiced in an organization
[ 2 marks)
(i} AT e
L1} 2 = =
8. Outline four details that should be included it a letier of application for a job. (2 muarks)
(1) =
) = .
¥ State two reasons for circulating the ageénda of a meeting in advance. (2 marks}
L) =y e
{11) M ==Jor _
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1, State two reasons that make it necessary for organizations to send acknowicdgement letters
(2 rmarks)

(1} i = — ! T
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SECTION B [ B0 marks) |
Answer any FOWUR guestions from this Secrion
1 () Punctuate the Tollowing passage.
Tis getting late weve got to put an cffort to ensure were i Crarissa in good time said
Fundi , What do you mean asked Joe itll take us another two hours to complete whal
were doing here forget it remarked Fundi {5 marks)
(h)  Listfive components that consfifute minutes of a meeting. (3 muarks)
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] The past of the Production Manager at Pema Manufactorers Ltd. has fallen wicant

Ag the Communieations Manuger wnite an adverfisement for this position to be placed
ir1 the local dailies. (10 ek

¥ (a) Dhstmguish between formal and informal communication. {4 marks)
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(2a]] Cutline five steps that should be followed by a sender of & message 1o ensure effective
I

COmmuncition. (11 marks)

i) The management of the organization you work For encodrapes communication through
electronic media. Ouotling six steps that should be followed in the process of i
sending e<mnail {6 Thaks )
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3o a) Distinguish between the following stages in the process of commiunication.

'l - gl ¢
= TTIRA S

[1} mehsags .::'-l._:-::dmi = | - -
(11} 11»'mn-i~-:4:|m:~1c_g = ___ - =
5] Explun the |-|“';|'i|'|'r'lIIE:l:;\L:;L;I'IF, _ _-I f-'_ﬂ_\ IF|-:~:'
iﬂ -]ila:-allli;[inll r;jlnr-?
(1)  Mamtenance repor ___ =
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(o) Explain five circomstances under which written communication may be appropriate

i an Grganization, { 10 marks)
14, {a} atate four characieristics of effective Public Relations material. {4 marks)
o) Ihe Workshep block of Wemu Engincering Works Lid was recently destrogred by fire

The Managing Director has requestad vou, the Manager, to investipate the matter
Assumung you have completed the investigations, write a report and make

recominendations { 16 marks)
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1501/201,
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Explain four preparations made by an interviewer before the date of the

ImtEryiew!

(8 marks)

The management of Amka Ltd. prefers to use visual aids when making presentations

Explain four reasons that may account for this preference.
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icl Explain four benefits of elfective communication in-an organization.
(4 marks)

fi [a) Some organizations are reluctant (o useé nolices as o means of communication
Explain three reasons that may account for this reluctance. (6 marks)
(b} Explain three measures that may be taken by a Public Relations Oflicer o improve
the image of the organization (& marks)
JIT
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(e} Explain four reasons for using the telephone 1o communicate in an organization,

| (B marks)
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