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SPECIAL INSTRUCTIONS

1.

2.

8.

9.

Write your REGISTRATION NO. Clearly on the answer booklet(s).

Answer Question One and ANY other TWO questions.

Questions in all sections should be answered in answer booklet(s).

PLEASE start the answer to EACH question on a NEW PAGE.

For the questions, write the number of the question on the answer booklet(s) in the order
you answered.

Write on both sides of each leaf and indicate number of each question at the top of each
page.

Write the answers in paragraph form unless stated otherwise.

Marks allocated to each question are shown at the end of the question.

All rough work must be done on the answer booklet and crossed through!

10. Use supplementary pages only when you have exhausted those in this booklet.

11. Fasten the supplementary pages to the inside back cover of this booklet.
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QUESTION ONE: COMPULSORY (20MKS)

a) Elaborate the SEVEN elements within the communication process. (14
Marks)

b) Evaluate TWO essentials of a good presentation. (2
Marks)

¢) Successful organization are said to be driven by effective communication. Describe
SEVEN C’s mangers apply in successful business communication. (14
Marks)

QUESTION TWO

a) Use of e-mail for official communication is the norm in this era. Examine FIVE email

etiquette in business communication. (10
Marks)
b) Assess FIVE demerits of using oral media of communication (10
Marks)
QUESTION THREE

a) You have been called to attend an interview at Riara University. Summarize SIX tasks
that you need to complete as you prepare for the success of your interview. (12 Marks)

b) Discuss SIX essential qualities of a good business letter (12 Marks)

QUESTION FOUR

a) Describe FIVE collaboration tools that can be used for meeting facilitation when

distance or other factors prevent face-to-face gatherings (10
Marks)
b) Evaluate FIVE factors to consider in negotiation management (10 Marks)
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