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UCU 2102:  COMMUNICATION SKILLS 
	
DATE: DECEMBER 2016						  	 TIME: 1 ½ HOURS
INSTRUCTIONS:  Answer question one and any other two questions.

QUESTION ONE (30 MARKS)
a) Explain the role of the following in the communication process.  		(10 marks)
(i) Sender
(ii) Receiver
(iii) Channel
(iv) Noise
b) An oral presentation involves the speaker and the audience.  Highlight the preparations that the listeners must do in order to benefit from the presentation  		(5 marks)
c) Using illustrations, give five types of visual aids a speaker may use during a presentation  
(10 marks)
d) Minutes are important records on deliberations in meetings.  Outline the general format of minutes stating the information that must be included in minutes  	(5 marks)

QUESTION TWO (15 MARKS)
a) Discuss five non-verbal techniques that help in communication  		(10 marks)
b) Highlight the difference between intrapersonal communication and interpersonal communication  								(5 marks)
QUESTION THREE (15 MARKS)
a) As the manager of Green Bushes Travel Company, you have noticed that company vehicles are being used for personal errands contrary to company rules.  Write a memo to all heads of departments addressing this issue.  				(10 marks)
b) Highlight five considerations you would make in choosing the written channel of communication  								(5 marks) 
QUESTION FOUR (15 MARKS)
a) Write an essay of about 200 words on effects of technology on communication  												(10 marks)
b) Discuss the disadvantages of oral communication.  				(5 marks)
QUESTION FIVE (15 MARKS)
a) Highlight the barriers to effective communication 				(10 marks)
b) Discuss the importance of good listening skills to a university student.  	(5 marks) 			 
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