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SPECIAL INSTRUCTIONS 
1. Write your REGISTRATION NO. Clearly on the answer booklet(s). 
2. Answer Question One and ANY other TWO questions.
3. Questions in all sections should be answered in answer booklet(s) 
4. PLEASE start the answer to EACH question on a NEW PAGE.
5. For the questions, write the number of the question on the answer booklet(s) in the order you answered.
6. Write on both sides of each leaf and indicate number of each question at the top of each page.
7. Write the answers in a paragraph form unless stated otherwise. 
8. Marks allocated to each question are shown at the end of the question. 
9. 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 book
11. Fasten the supplementary pages to the inside back cover of this booklet
					
QUESTION ONE: COMPULSORY (30MKS)
a) [bookmark: _Hlk96460858]Define 
(i) Business communication (2 Marks) 
(ii) Explain four importance’s of communication in an organization. (8 Marks)

b) Identify three types of business letters and state their primary purposes. (6 Marks)

c) Explain the seven C’s of effective business communication. Provide practical examples of how these principles can be applied when drafting a business memo. (14 Marks)

QUESTION TWO
d) Analyze FIVE barriers to effective communication (10 Marks) 

You have been called to attend an interview at Riara University for a job position in Accountant. Summarize SIX tasks that you need to complete as you prepare for the success of your interview.   (10 Marks)
QUESTION THREE
e) Discuss FIVE attributes of good interpersonal communication (10 Marks)

f) Explain the FIVE elements of a good meeting agenda (10 Marks) 

QUESTION FOUR
a) Discuss the FIVE effective listening Habits (10 Marks)

b) Explain the Four A’s of a sales letter (10 Marks)
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