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INSTRUCTIONS TO CANDIDATES

Lhis paper consisty-of SIXTEEN{16) guestions e TWO sections: A and B.
Answer ALL the questions in section A and any FOUR guestions from section B
inl the arswer booklet provided.

Meecimunm marks for cach part of a question are as indicared,

Candidates should answer the guestions in English.

This paper consists of 4 printed pages.

Candidates should check the question paper te ascertain that all the
pages are printed as indicated and that no questions are missing.
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SECTION A (20 ks
Avwaer ALE rhe GLEFToNs te dhis sectionr.

State two Lypes of information that may be communicated using @ memorandum,

{2 marks)
Chathine tweo bamtiers to effective eommunication that may be caused by the receiver.

{2 murks)
Outline two ways in which an InteTviewer may prepare for an interview. (2 marks)
List four categories of information that may be included in a eurriculum vitae, {2 marks)

Hxplain two cireumstances under which a tanager may prefer to issue oral mstroctions to an
employee. {2 marks)

Chatline four reasons that make effictive COmMMUNICAtion Necessary in an otganization.
(2 marks)

State four disadvimta zes of giving ol reports. {2 marks)
Chutline fwo siluations when araphs may be usedin cormmunication, (2 marks)

Expliin the message that may he communicated by each of the following non-verhal
cucs durimg & conversation:

fal Fidgeting:
(b) Nodding,
(2 marks)

State two uses of paragraphs in ESEIY WHting, {2 marks)
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SECTLON B (80 marks)
Answer any FOLR questions fron this section

I {a) Explain four reasons that make it fiecessary 1o prepare an agenda for a meeting.
(4 marks)

ih) You work as a supervisor at Jali Works 1 Jmited where employees have left the COmpany
Earpe mumbers i the last three months. The Managing Director has requested vou o
uvestigate the matter and write 5 FepuOTt.
Assuming that you have completed the myestigations, wrile the report.

(16 marks)
s ey Explain four differcnces hétween a business letter and a mermorandim,
(% marks)
(by Outline four ways in which an individual may enhance effective listening.
{4 marks)

(c) James bas been invited for an imterview for the positon of plant en sineer at Mali
Ergineering Limited. Explain four ways i which he may prepare to ensure snccess m
the inferview, (& marks)

13. f{ay Explain cach of the following tenms appriud n fectings:

(z] CONYENLT;
(i) delegate:
(i) constitulion:
(7} onst of order.
(8 marks)

b} Outlme four ressons that make managers prefors to use formal GO i 1o,
EETE |
(4 marks}

ic) Explain four roles of the public relations department in an organization, {4 marks)
(dl  Outlive four ways in which the iniernel iy De wsed for communication nan
OFgaTiZation. {4 marks)
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Explain four consequences of calling a meeting on a short natice. (% marks)

Chitline four benefits that an organization may derive from using Short Messaping
Service (5MS) a5 a mode of communication. (4 marks)

Explain four advantages of using visual aids when communicating.
(¥ murks)

Explain four ways i which the chairman of an intenviewing pancl may ensure that the
best candidate is selected for a post, (X marks)

Fxplain four factors that a sender should consider when determinmg an effective
medium of communication, {8 marks)

State Four benefits that an organization may derive from the use of grapevine
commumcation. {4 marks)

Outling five objectives of holding meetings in an organization. {3 marks)

Explamn five factors that may [t effective upwiard sommumcation mean
OrEEnTAation {10 marks)

State five advantages of using wnitten chmminication, [ 5 marks)
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