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UNITTITLE:COMMUNICATIONSKILLS

UNITCODE:COMMIII

INSTRUCTIONS:Answer3questionsonly.

Questions1(Compulsory)

a)Briefly describe a communication incident and list the barriers to

communicationwhichpreventedtherightmessagegettingthrough.

(10marks)

b)Humanbeingsseemtohaveasenseof‘personalspace’whichisdividedinto

fourtypesofdistanceeachappropriatefordifferentkindsofinteractionand

relationships.Withexamplesdescribethefourtypesofdistance.

(4marks)

c)WhatarethevariousobjectivesofCommunication?Explainthembriefly.

(8marks)

d) Explaintheobjectivesandimportanceofmaintainingaproperrecordofminutes

byany

organization.

(10marks)

Question2
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a)Compareandcontrastwrittenandoralcommunicationasusedinorganizations

(10marks)

b)ExplaintheIntervieweeandInterviewerpreparationforaninterview

(10marks)

Question3

a)Explainthevariouswaysapublicspeakercancapture,arouseandmaintainthe

attentionoftheaudienceduringapresentation.

(10marks)

b)Explainthekeyguidelinesofpreparinganddeliveringapresentationusingvisual

aids

(10marks)

Question4

a)WhatisListening?Whyislisteningimportantinbusinesscommunication

(10marks)

b)Whatarethebarriersineffectivelistening?Howcantheybeovercome?
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(10marks)

Question5

a)Therecanbenofixedrulesaboutthestyleoflanguagewhichisappropriateforan

internalmemorandum .Itwilldependonseveralfactors.Brieflyexplainthese

factors

(5marks)

b)YouareemployedbyBill’sGeneralMotors.TheHeadofSecurityMr.Collinshas

discoveredthatonmorethantwooccasionsrecentlythevehicleshavebeenleft

unlocked.

HethinksthattheMaintenanceandProductiondepartmentshouldbeabitcareful.

Hehas

decidedtointroduceasystemwhereallkeyswouldbestoredafter5.00pmeach

dayanda

booktosigninandoutanykeyspicked.

Collinssaystoyou,IwouldlikeyoutosendaMemototheconcerneddepartment.

Let

themknowthatIhaveacopyofthememo.Remindthemtolockupalltherooms

when

theyleave.

(15marks)
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