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Riara School of Business
Nurturing business innovators

JAN–APRIL 2025 TRIMESTER
EXAMINATION FOR DIGREE OF BUSINESS ADMINISTRATION

DAY PROGRAMME

RBA 303: BUSINESS COMMUNICATION & NEGOTIATIONS

DATE: 	15TH 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) In a recent team meeting at XYZ Corporation, the manager, Sarah, presents a proposal for a new project. While speaking, she uses clear, concise language, but the body language of the team members—such as crossed arms, fidgeting, and lack of eye contact—suggests a lack of engagement. Using this case study, analyze TWO verbal and THREE non-verbal communication cues. Explain how each of these communication channels (verbal and non-verbal) impacted the effectiveness of Sarah’s proposal. What could Sarah have done differently to improve the communication process?         		(10 Marks)                                                                                                                                                                                                
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[Your Company Address]
[City, State, ZIP Code]
[Phone Number]
[Email Address]
[Website URL]
2/16/2021
Arnold Baraka
[Recipient’s Position]
[Company Name]
[Company Address]
[City, State, ZIP Code]

Dear Arnold,
[Arrow 4]
I hope this letter finds you well. We are reaching out to discuss the recent developments in our potential partnership. After our last meeting, we are excited to move forward with our proposal and see great potential in working with your team.
 [Arrow 5]
Our company has recently launched a new software platform designed to streamline business operations, which we believe would be an excellent fit for your needs. We have attached the product brochure for your reference.
We are confident that this partnership would greatly benefit both of our organizations. We are committed to offering you the best service and support, and we look forward to discussing the next steps.
 [Arrow 6]
Please do not hesitate to contact us if you have any questions or need further clarification. We look forward to hearing from you soon.
[Arrow 7]
Sincerely,
[Arrow 8]
[Your Name]
[Your Position]
[Company Name]
[Arrow 9]
Enclosures: Product Brochure, Proposal Document
[Arrow 10]
Ref: 12345/XYZ
b) Using the arrows, identify TEN components of the business letter and provide the name of the component for each arrow. Additionally, discuss the verbal and non-verbal cues highlighted within the letter.      						(10 Marks)                                                                                                                                                                                                                                                        
c) At a recent marketing conference, the CEO of a tech startup used a series of graphs and images to convey the company's growth potential. Audience members responded positively, remembering key points from the visuals more clearly than the text-heavy slides used by other speakers. Research suggests that people tend to remember visual information more effectively than text. Discuss FIVE fundamental principles for creating visuals that enhance communication. 								(10 Marks)                                                                                                                                                                                                                                                        
          											                                                                                                                                   
QUESTION TWO
a) At TechNova Inc., frequent communication breakdowns during team meetings have led to misunderstandings, missed deadlines, and low morale. As the chairperson of the next strategic planning meeting, you need to address these issues and ensure that the meeting is both productive and efficient. Discuss FIVE strategies that the chairperson could implement to overcome communication barriers and make the meeting more effective.                     
(10 Marks)	                                               	                                                                                                                          
b) In your department, a new employee from Tanzania has recently joined the team. Although they are proficient in their native language, they are still learning English and may face challenges in fully understanding or expressing themselves in meetings and discussions. As a team member, you aim to help the new employee feel comfortable and engaged in conversations. Assess FIVE techniques you would use to listen more effectively to your new colleague, considering their language learning stage.   
 (10 Marks)
                                                                                                                                                                         

                                                                                                                                                                                                                                                                     QUESTION THREE
a) In business, preparing an agenda before a meeting provides numerous advantages. Assess FIVE key benefits of creating an agenda in advance. In your response, consider how an agenda contributes to the meeting’s efficiency, clarity, and success.                                                                                                                                                                                   
(8 Marks)             
b) At ABC Corporation, the management team has decided to explore the possibility of expanding the company’s product line. They have asked the marketing department to prepare a detailed report assessing the feasibility of this expansion. The report is expected to present data on market trends, customer needs, and competitive analysis, while also considering financial implications, risks, and potential returns. When drafting the report, the team at ABC Corp. ensures it adheres to key content characteristics to provide clear, actionable, and credible information to the management. They focus on maintaining clarity, objectivity, relevance, structure, accuracy, and conciseness throughout the process. Using the case study, evaluate the SIX key content characteristics that should be present in the report drafted by the marketing department at ABC Corp. Stating how each of these SIX characteristics would contribute to the success and effectiveness of the report.                                                                                                                                                                                                                   
(12 Marks)
QUESTION FOUR
a) At GlobalTech Ltd., team members are spread across various locations worldwide, making it difficult to organize face-to-face meetings. Identify FIVE collaboration tools that can be utilized to facilitate meetings when geographical distance or other obstacles prevent in-person interactions.          						 (5 Marks)                                                                                                 
b) At InnovateX, the company has been experiencing a rise in the adoption of web conferencing as a primary method for conducting meetings and connecting teams globally.
Suggest FIVE reasons why companies, like InnovateX, are increasingly using web conferencing for their meetings              					(5Marks)                                                                                      
c) At Zawadi Solutions, the management team is in the process of negotiating a partnership with a potential client. The negotiation involves understanding each party's interests and ensuring that no one is at a disadvantage. Examine FIVE factors that should be considered in negotiation management to ensure a fair and successful outcome for all parties involved       								 (10 Marks)    
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