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DEPARTMENT OF COMMUNICATION AND MULTIMEDIA JOURNALISM

DECEMBER EXAMINATIONS 2023
RFC 101: COMMUNICATION AND WRITING SKILLS
DATE: 00/00/0000: TIME: 0.00 – 0.00AM
____________________________________________________________________________

INSTRUCTIONS:

1. This is an online and timed exam.

2. Ensure that you have an alternative source of power and internet.

3. Any form of cheating will be penalised.

4. Ensure that you contextualise your answers through use of practical examples.

5. In case of any hitches, contact the lecturer or the ICT office immediately either through email or a phone call. The ICT contact is as follows:

 ict@riarauniversity.ac.ke
0703038370

_____________________________________________________________________

INSTRUCTIONS: Answer Question One, and one other question in Section B.

QUESTION ONE - (COMPULSORY)
Imagine you are the procurement manager of an information technology company installing servers at Riara University. Using imaginary names, contacts and addresses, write an official letter to Riara University seeking an appointment with the vice chancellor to discuss the next phase of the project.  
Ensure it has all the necessary parts; 

i. Addresses and salutation (2 marks)
ii. Six body paragraphs (12 marks)
iii. A call to action, sign off and designation.  (6 marks)
iv. Discuss three advantages and two disadvantages that using the above letter would have. (10mks)
SECTION B (20 marks) 

ANSWER ANY ONE QUESTION
QUESTION TWO

Analyze a case where a business in the hotel industry has suffered due to miscommunication between teams from different cultural backgrounds. Explain why good communication skills among the employees is important to the organization in question. (20 marks)
QUESTION THREE
Imagine you are a job interviewer. How would you employ effective listening skills to assess a candidate's qualifications and fitness for a position within a company you work? (20mks)
QUESTION FOUR
How would you determine the credibility and reliability of a book you find in the library? What criteria would you use to assess its suitability for your research?
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