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UCU 1102:  COMMUNICATION SKILLS 
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INSTRUCTIONS:  Answer question one and any other two questions.

QUESTION ONE (30 MARKS)
a) Identify and explain any four elements of the communication process 	(8 marks)
b) State any six functions of communication  					(6 marks)
c) Explain any three categories of non-verbal communication  			(6 marks)
d) Explain five advantages of using face-face communication as a manager when dealing with your employees.  							(10 marks)
QUESTION TWO (15 MARKS)
a) Highlight five bad listening habits  						(5 marks)
b) Explain why internal communication is important in an organization  	(10 mark)
QUESTION THREE (15 MARKS)
a) Discuss four factors that would influence your choice of a communication medium  											(8 marks)
b) State any four characteristics of a good speaker  				(4 marks)
c) State any three C’s of communication 					 (3 marks)
QUESTION FOUR (15 MARKS)
a) Explain three advantages of including graphs in a presentation  		(6 marks)
b) State three roles of the receiver in the communication process		 (3 marks)
c) Briefly discuss any three types of reading  					(6 marks)
QUESTION FIVE (15 MARKS)
a) Sometimes a student may be required to submit an assignment in form of a report.  State five qualities of a good academic report.  					(5 marks)
b) You work as an assistant to the Hotel Manager of Umoja Hotel.  Of late customers have been complaining about poor state of cleanliness in the hotel.
Write a memorandum to all members of staff concerning the matter.  	(10 marks) 		 
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