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SPECIAL INSTRUCTIONS
1. Write your REGISTRATION NO. Clearly on the answer booklet(s).
1.  Answer Question One and ANY other TWO questions.
1. Questions in all sections should be answered in answer booklet(s). 
1. PLEASE start the answer to EACH question on a NEW PAGE. 
1. For the questions, write the number of the question on the answer booklet(s) in the order you answered. 
1. Write on both sides of each leaf and indicate number of each question at the top of each page.
1. Write the answers in paragraph form unless stated otherwise. 
1. Marks allocated to each question are shown at the end of the question.
1. All rough work must be done on the answer booklet and crossed through! 
1. Use supplementary pages only when you have exhausted those in this booklet.
1. Fasten the supplementary pages to the inside back cover of this booklet. 











SECTION A: COMPULSORY (30 MARKS)

QUESTION ONE
Read the case study below carefully and answer the questions that follow.


Real Time Agrics
Mr. Andrew is the newly appointed CEO of Real Time Agrics company that deals in exporting fresh produce to overseas countries. Since his appointment, he has been extremely busy as the induction process has been quite long with a series of meetings. He however has realized that some of these meetings were unnecessarily long as out of politeness, he had allowed members to drift off the agenda by narrating hilarious but important incidents that gave him more insight into the company’s operations. 

His first assignment is to deliver a presentation to clients and stakeholders in Paris, France, a major importer of their horticultural products and thereafter have an interview session with the press. His flight is scheduled for the next morning. On realizing that he is short of time and having delivered excellent speeches in the past, he musters confidence that this particular speech would be no different.  

During his presentation, Mr. Andrew keeps looking out of the window in a bid to avoid eye contact with his audience. In addition, he falters severally over some of his sentences as they seem not to make sense and he keeps going over points that he had already covered. Mr. Andrew does not have any visual aids so he attempts to supplement them with gestures inappropriately which makes him uncomfortable and his voice drones off. As a result, he rushes through his presentation and stops abruptly, saying, “And that marks the end of my presentation.”

The audience looks bewildered and for a moment there is silence in the room. Some clapping of hands is heard, an indication of applause. A hand is raised but Mr. Andrew in a husky voice and with sweet dripping down his brow explains, “Am sorry ladies and gentlemen, I will not take any questions as I must leave for the airport to catch my flight which is in three hour’s time. However kindly feel free to send me an email.”

Outside, the media fraternity was waiting for him with questions. He was not ready for them and gave the same answer. One pressman could be heard asking, “Mr. Andrew, at least give us your press statement.” This is when Andrew realized that he had completely forgotten to have a press statement prepared.

Required
1. Evaluate Mr. Andrew’s preparation for this speech stating clearly what he ought to have done in order to avoid this embarrassment.                                           (10 marks)
1. You are Mr. Andrew’s Personal Assistant. On his return, he asks for your advice on speech delivery. With reference to speaking as an art of communication, explain any seven important points on effective delivery skills.                                         (7 marks)                                                                            
1. Assess Mr. Andrew’s effectiveness in handling of meetings.                           (5 marks)
1. Highlight any six examples of non-verbal communication that have been used in this case study.                                                                                                          (6 marks)
1. Highlight any two principles of communication that Mr. Andrew flouted. (2 marks)

SECTION B: ANSWER ANY TWO QUESTIONS (40 MARKS)

QUESTION TWO
Read the case study below carefully and answer the questions that follow.

The Ministry of Communication
	Ministry of Communication’s Statement                      
Media enquiries: +254 020 999 999
FOR IMMEDIATE RELEASE                                                        info@communications.org
Statement
October 9, 2015
Ministry of Communication’s Statement on Travel Advisories
The Country’s Ministry of Communication today issued the following statement:
The travel advisories that have been issued by some western countries in the past three months have portrayed the country as an insecure destination for not only tourists but also investors. 
These advisories rely heavily on past events that happened as far back as 5 years ago and do not take into account steps that the country has taken to mitigate this risk.
The ministry would like to take this opportunity to assure all visitors and investors that the country is not at risk of any terrorist attack as measures have been put in place to counter terrorism and which cannot be disclosed for security reasons.
We in the Ministry always strive to disseminate timely information to all stakeholders and to achieve this, we have ensured that all communication systems are in top gear in the fight against terrorism and citizens are actively involved in community policing. 
All entry points into the country have been secured, from airports to ports to border points. Our air space has been secured and so has been the waters.
The ministry therefore wishes to underscore the fact that it is every citizen’s responsibility to remain patriotic and market the country as a tourist destination and an investment zone, from within the borders and the diaspora. 
Finally, the media in turn should carry out responsible reporting as opposed to portraying the country as a ‘hot bed of terrorists’ for it is indeed a fact that the country is not only a ‘hot bed’ of world champions but also of leaders.




The Cabinet Secretary for communication issued the above statement in response to travel advisories that had earlier been issued by some western countries in the past months. 
However, as the Cabinet Secretary issued this statement, rumours were rife that a notorious terrorist group operating in the region was planning an attack on an important institution and social media was abuzz with caution to avoid public functions yet this was the season for graduation ceremonies for institutions of higher learning.
Required
1. “Effective external relations require a sound communication strategy.” With reference to the communication strategy framework, explain any five aspects that the Cabinet Secretary took into consideration when developing her press statement.     (10 marks)
1. The choice of medium of communication in this case study is appropriate. Discuss. (10 marks)

QUESTION THREE
“Good leaders are good communicators.”
Listening is a very important skill in communication. As a good leader explain the steps that you would take to improve your listening skills.                                                       (20 marks)

QUESTION FOUR
a) With the help of appropriate examples define communication?                    (5 marks)
b) With appropriate examples, outline the five steps that you as a leader would take to change your emotional intelligence.          (15 marks)

QUESTION FIVE
a) Outline any three instances when meetings are used in an organisation. (3 marks)
b) Describe any three deadly sins that should be avoided in a meeting. (6 marks)
c) Explain what is discussed in the item “Matters Arising” in a meeting. (3 marks)
d) Assess any two important documents in a meeting. (4 marks)
e) Explain any two steps that you as the Chair of the meeting would take to ensure an effective meeting. (4 marks)
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