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INSTRUCTIONS
· Answer any Three questions.
Question one
· Discuss the elements of communication.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	(10 mks)


· Explain any five principles of communication.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	(10 mks)


Question Two
	Describe the process of academic writing.
	 
	 
	 
	 
	(20 mks)


Question Three
	· Explain why effective reading is important.
	 
	 
	(10 mks)



	· Evaluate the barriers and ways of overcoming barriers to effective listening.
	 
	 
	 
	 
	 
	 
	 
	 
	(10 mks)


Question Four
	i) Explain the following terminologies in respect to documentation
	 

	 
	Citation

	 
	Reference notes

	 
	Bibliography

	 
	Catalogue

	 
	Glossary

	ii) Discuss the criteria used in selecting the right book.
	 
	 
	(10 mks)
	 
	 
	 
	 
	 


Question Five
	Discuss any five types of interviews used in organizations.
	 
	(20 mks)
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