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COURSECODE : COMM111

COURSETITLE : COMMUNICATIONSKILLS

INSTRUCTIONS

 AnswerQuestionONE(compulsory)andanyotherTWOQuestions

Question1

a) Effectivecommunicationisusuallytheresultofacarefulselectionoftheappropriate

medium/channel. Assess this assertion in light of your understanding of

communicationmedium/channel

(10marks)

b) Anumberofdifferenceapproachestospeakinginpublicareavailable.Theapproach

chosendependsontheoccasionandpurposeofthespeech.Explainfourdifferent

approachesormethodsofspeakinginpublic. (8marks)

c) Identifyatleastfourcommontypesofvisualaidusedbypublicspeakers.

(4marks)

d) Briefly,explainatleastfourmethodsofhandlingandmanagingquestionsduringa

presentation. (8marks)

Question2

a) Whatcommunicationskillsareneededforeffectiveface-to-faceinteractionsuchasthe

interviewormeeting (6marks)

b) Youareduetoattendaninterviewforajobyoucareabout.Explainthepositive

nonverballanguagethatyoumayusetopersuadeyourinterviewersthatyouarethe

suitablecandidate. (10marks)

c) Givefouradvantagesofclosedquestions.

(4marks)

Question3

a) NatashaKinyafrom Kanyanyeine,Muranga.Box5031boughtsweetsfrom sweetie
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manufacturingcompanies,33,Westlands.Shewashorrifiedtofindthatthesweet’shad

residues,wasdirtyandhadnotaste.ImagineyouareNatasha,writeacomplaintletter

tothecompany.Useindentedletterlayoutandopenpunctuation. (15marks)

b) Identifyfiveadvantagesofwrittencommunication. (5marks)

Question4

a) Identifyfivereasonswhyonerequireseffectivecommunicationskillsthroughouttheir

lifetime. (5marks)

b) YouarethesecretaryofRetaAnnualGeneralLimited.Thegroupheldits6thMarch,

2007attheplenaryHall,K.I.C.Cbuildingthreememberssenttheirapologiesandthe

ministerforco-operativeDevelopmentHouseJoeNyangahadbeeninvited.Several

membersdidnotattendthemeeting.Theissueofexpandingthecompanywas

extensivelydiscussed.Compiletheminutesofthesaidmeeting. (15marks)

Question5

a) Youhavebeenchosenbyyourlocalm.ptoaddressapublicgatheringonthe

importanceofC.D.Finyourconstituency.Usingexamplesidentifythepossible

communicationbarriersthatyouarelikelytoface.

(10marks)

b) Discussthedifferenttypesoflistening. (6marks)

c) Leastdownatleastfourcharacteristicsofapoorlistener. (4marks)


