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University Examinations 2018/2019  

SECOND YEAR FIRST SEMESTER EXAMINATIONS FOR BACHELOR OF BUSINESS 
ADMINISTRATION 

BFB 3204: BUSINESS ENGLISH 

DATE: AUGUST 2019                        TIME: 2 HOURS 

INSTRUCTIONS: Answer Question ONE and any other TWO questions. 
 
QUESTION ONE (30 MARKS)  

a) You are attending an interview for a promotion at Mwalimu textiles limited.   Explain 
how you would conduct yourself during the interview.   (10 marks) 

b) As the director of White Hill Academy, you have noticed that most employees arrive 
late for work and spend a lot of time chatting during working hours hence affecting 
their productivity.  Write a memo to the staff about this.   (10 marks) 

c) Rewrite the following sentences according to the instructions given after each. 
          (5 marks) 

i) We were forbidden to talk to strangers by our parents. (Begin:  Our 
parents…..)        (1 mark) 

ii)  Our school has bought many equipments recently.  (Correct the error in the 
sentence.)        (1 mark) 

iii)  Who is the    girl in your area?  (tidy) use the correct form of the 
word in brackets.       (1 mark) 

iv) The students saw the uselessness of using violence.  They changed their 
strategy (rewrite beginning:  Seeing……..    (1 mark) 

v) They finish work.  Many people walk to their homes. (Rewrite as one 
sentence)        (1 mark) 

d) Explain the key parts of an effective paragraph.    (5 marks) 
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QUESTION TWO (20 MARKS) 

a) Discuss the importance of business etiquette in entrepreneurship.  (10 marks) 

b) Fill in each gap in the following sentences with the correct form of the word provided 
in brackets.         (5 marks) 

(i) Jilo’s    made him come first in the race. (determine). (1 mark) 

(ii)  Mumbi’s    did not make her arrogant. (beautiful) (1 mark) 

(iii)  His    has endeared him to many people. (kind)  (1 mark) 

(iv) Njeri was in a state of    she could not remove her son from the 
deep pit. (help)       (1 mark) 

(v) Lack of proper medication has caused deterioration of Mary’s   .  
(healthy)        (1 mark) 

c) You are the secretary of Undugu Co-operative sacco.  How would you handle a visitor 
at the office.         (5 marks) 

QUESTION THREE (20 MARKS) 

a) Discuss five characteristics of a good report.     (10 marks) 

b) Fill in the blanks using correct pronouns.     (5 marks) 

My wife is addicted to   favourite T.V. programme   is called the Bold 
and the Beautiful.  Sometimes    is so excited that    will forget 
   had something cooking in the kitchen. 

c) Explain advantages of written communication.    (5 marks) 

QUESTION FOUR (20 MARKS) 

a) Explain five uses of agenda in minutes writing.    (10 marks) 

b) Choose the correct words from the brackets to fill in the blanks.  (5 marks) 

i)             (It’s, Its) time to start off the game. 

ii)  _______ ( Theirs, Their) bus is ready to leave. 

iii)  This is that ________ (Chief’s, Chiefs’) home 

iv) The pencil is _______ (our’s, ours) 

c) State four purposes of a memo in an organization.    (5 marks)  
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QUESTION FIVE (20 MARKS) 

a) You are the secretary of Mt. Kenya Millers Limited.  Prepare a meeting notification to 
be sent out to members.       (12 marks) 

b) Explain four characteristics of business letters.    (8 marks) 


