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Question One
a) What is a communication cycle                                                                     (2 marks)
b) Explain the following terms as applied in communication process              (14 marks)
i. Channel
ii. Medium
iii. Distortion
iv. Information
v. Feedback
vi. Noise
vii. Message
c) Explain two aims of communication                                                              (4 marks)

 Question Two
a) Explain five factors to consider when choosing a medium of communication (10 marks)
b) State the advantages and disadvantages for each of these kinds of communication 
                                                                                                                                 (10 marks)
i. Oral communication
ii. Written communication



Question Three
a) Explain five principles applied when using a telephone                                  (10 marks)
b) Explain the following reading techniques                                                         (6 marks)
i. Scanning
ii. Skimming
iii. Detailed reading
c) Why would one need to take notes when reading                                             (4 marks)

Question Four
a) Explain the following as applicable in communication                                   (10 marks)
i. Electronic mail
ii. Tele machine
iii. Newsletter
iv. Informal notes
v. Press advertisement
b) Describe the structure of a letter                                                                   (6 marks)
c) Explain two principles of letter writing                                                        (4 marks)

 Question Five
a) Explain the considerations in designing of a form                                      (10 marks)
b) Give some of the common uses of forms                                                      (4 marks)
c) State six precautions when completing a form                                              (6 marks)

Question Six
a) Discuss any five types of business letters                                                   (10 marks)
b) State the functions of a secretary in committee                                           (7 marks)
c) Highlight the advantages of video conferencing                                         (3 marks)

Question Seven
a) Explain the parts of report                                                                          (10 marks)
b) Write short notes on business reference sources                                        (10 marks)
