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INSTRUCTIONS: Answer question one and any other two questions 
		   
		
QUESTION ONE (30 MARKS)
a) Briefly explain the following terms as used in communication:
(i) Distortion.
(ii) Media.
(iii) Decoding.
(iv) Encoding.
(v) Coding.									(5 Marks)
b) Discuss five ways in which a sender can make the work of receiver easy.	(10 Marks)
c) Identify five reasons that would hinder an employer from hiring an employee despite having all the required educational qualifications.					(5 Marks)
d) Explain five advantages of using face-to-face communication as a manager when dealing with your employees.								(10 Marks)							


QUESTION TWO (15 MARKS)	
a) Discuss how various communication skills you have studied will benefit your career.												(10 Marks)
b) Explain the five major elements of the communication process.			(5 Marks) 

QUESTION THREE (15 MARKS)	
a) Explain five advantages of using emails as a way of communicating within an organization												(5 Marks)
a) Discuss five major causes of distortion in communication.			(10 Marks)			
QUESTION FOUR (15 MARKS)
a) Highlight five poor listening habits.						(21/2 Marks)
b) 	State five profiles of a good speech.						(21/2 Marks)
c) Explain the importance of including visual aids in oral presentations.		(10 Marks)
QUESTION FIVE (15 MARKS)
The fear of public speaking is one of the greatest fears in the world.  As a communicator, explain how you can overcome this fear.						(15 Marks) 
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