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INSTRUCTIONS: Answer Question ONE and any other TWOquestions.

QUESTION ONE (30 MARKS)
a) Explain five components of the communication process. (20 marks)
b) State and explain five roles of visual aidsin communication. (20 marks)

¢) Poor listening occurs every day. |dentify five characteristics of poor listeners.

(5 marks)

d) Statefive advantages of written form of communication. (5 marks)
QUESTION TWO (15 MARKYS)

a) Explain three categories of non-verbal communication. (6 marks)

b) State five functions of communication in an organization. (5 marks)

¢) Explain two factors to consider when selecting a communication medium. (4 marks)

QUESTION THREE (15 MARKS)

a) List four benefits of using mobile phones to communicate. (4 marks)
b) Explain four factors that may contribute to the failure of a meeting. (8 marks)
c) State three aimsof communicating to customers. (3 marks)
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QUESTION FOUR (15 MARKS)

a) List three aspects of personal grooming that one should consider when preparing for a
job interview. (3 marks)

b) You are the purchasing manager for Digital Applications Limited. You recently
bought a photocopier from Multi-choice Systems Company, only to find it had several
defects. Write aletter to them either for areplacement or arefund of your money.

(12 marks)
QUESTION FIVE (15 MARKS)

a) Statefive principles of communication. (5 marks)

b) Explainfive ways of how a presenter can overcome the fear of public speaking.
(5 marks)

c) List five reasons why memoranda are more frequently used than any other form of
written communication in an organization. (5 marks)
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