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INSTRUCTIONS TO CANDIDATES

This paper consists of TWO secrions; A and B.
Answer ALL the guestions in section A and FOUR questions from section B in the answer booklet

provided,

Maximum marks for each part of @ guestion are as indicared.

Candidates shouwld answer the guestions in English.

Candidates should check the guestion paper to ascertain thal
all the pages are printed as indicated and that no guestions are missing.

This paper consists of 3 printed pages.
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SECTION A (20 marks)

(Compulsory)
State four ways in which the chairman of an interview panel may make an interview
suctessiul, {2 marks)
Outline two benefits of good grooming of employees 1o the organization. (2 marks)

State four circumstances under which oral communication may be preferrad in an office.
2 marks)

FRTIL L

Lt twin types of essays. G (2 marks)

Oiatline four ressons that may make an organization hold meetings throu gh teleconferencing.
{2 marks}

State fonr barriers 10 communication _Jthar. may be causcd by 2 mamager in organisation.

{2 marks)
State Four uses of reports in an organisation (2 marks}
Outline four purpeses of writing notices in an nrg:anisz'.linn. (2 marks)
State four effects of pour horizonial g_qu11y§j§hliﬂru in an organisation. (2 marks)
Outline four [eatores of an effective E_%ggﬁ in communication (2 marks)
SECTION B (80 marks)
Answer any FOUR guestions from Ihis section.
(a) Explain Bve oles played b}rﬂﬁrﬁa it an organisation, { 10 marks}

(b)  Outline five ways in which the physical environment of an office may hinder effective

EOMmMmMUNICANG. i 10 marks)

}&{ {a) Explain five charactenistics of a good Summary, {10 marks)

{b)  Explain five challenges that may be faced when holding mestings. {10 marks)
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It has been noted that the saics of Raha Timited have drastically declined over the past
three months. The mansgement bas assigned you, as the Sales Assistant to investigate
the matter. Assume that you have completed the investigations, write a report.

{ 16y marks)
QOutline four ways in which the internet may be wsed for communication in an
organisation, {4 marks)
Ezplain five advantages of written communication. {10 marks)

Explain five methods that can be used in upward communication in an organisation.

A0 marks)
Explain five ethical issues (hat should be considered in business communication.
{1y marks)
Outline Gve ways in which 4 person may portray telephone etiquette in commumication.
10 marks)
Explain five principles that zshoultd be observed 10 ensure effective communication,
(10 marks)
Explain five factors that may cause a supervisor (o fail to communicaie effectively 0
subordinates. (1} marks)
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