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Riara School of Business
Nurturing business innovators
JANUARY-APRIL SEMESTER, 2025
EXAMINATION FOR DIPLOMA IN BUSINESS MANAGEMENT
DAY PROGRAMME
RBM 015: BUSINESS COMMUNICATIONS

DATE:  11TH APRIL 2025                                                                                                                 TIME: 2 HOURS

GENERAL INSTRUCTIONS:
Students are NOT permitted to write on the examination paper during reading time.
This is a closed book examination. Text book/Reference books/notes are not permitted.
 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 a 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 book
1. Fasten the supplementary pages to the inside back cover of this booklet








QUESTION ONE (COMPULSORY – 30 MARKS)
a) Business communication is information sharing between people within and outside an organization that is performed for the commercial benefit of the organization. Discuss FOUR roles that communication play in Business.			       				(8 Marks)	                                                      
b) Explain the THREE objectives in business communication.        	        		(6 Marks)
c) Define internal or external business communication with examples of how each is used in a business set up.		  	  		     			       		(6 Marks)
d) “Effective communication is a part and parcel of any successful organization.” Explain FIVE C’s you need to consider in successful Business communication.                        	      (10 Marks)
							 	

QUESTION TWO
a) Name and explain FOUR ways on how information and media sharing sites are used in business     communication.     					     				(8 Marks)
b) Summarize SIX common types of routine replies and positive messages.      	    	(12 Marks)

QUESTION THREE
a) Discuss SIX essential qualities of a good business letter   	          	          		(12 Marks)
b) Describe the FOUR tasks involved in completing business reports and proposals                         													(8 Marks)

QUESTION FOUR
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) Meetings occur when groups of people gather to discuss, and try to resolve matters which are of a mutual concern. If a business meeting has little or no structure, the results are unproductive and dissatisfying for all concerned. Explain the FOUR main structures used for a productive meeting.						     						 (8 Marks)



Page 2 of 2

image1.png
Riara@l

University




