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COURSECODE : COMM111

COURSETITLE : COMMUNICATIONSKILLS

INSTRUCTIONS

 AnsweranyTHREEQuestions

Question1

a) Definethetermcommunicationasappliedincommunicationskills (6

marks)

b) Outlinethefactorswhichaffecteffectivecommunication (10

marks)

c) Explainwhatyouunderstandby

(i) Communicationisaprocess (4

marks)

(ii) Communicationisirreversible (3marks)

Question2

a) Identifyandexplainfivereasonswhyeffectivecommunicationisimportantin

any

businessorganization (10

marks)

b) Explaintheadvantagesanddisadvantageofgrapevinecommunication (7

marks)

c) Discussfactorsassociatedwithgoodlisteningskills. (6marks)

Question3

a) Differentiatebetweenreadingandstudyinggivingexamples (8marks)

b) Whatyouunderstandby:-
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i)Extensivereading (3marks)

ii)Intensivereading (3

marks)

iii)Lightreading (3marks)

c) Discussthemainobjectivesofreading (6marks)

Question4

a) DiscussthemajorrolesandfunctionsofalibrarywithreferencetoaUniversity

Library (8marks)

b) Whatisacatalogue?

i)WhyisitnecessaryinLibrary (4marks)

ii)Listandexplaintheusesofthreeformsofacatalogue (5

marks)

c) ExplaintheusesofBibliographyandreferencelistsasusedinwritinganessay

marks

(6marks)


