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COURSECODE : COMM111

COURSETITLE : COMMUNICATIONSKILLS

INSTRUCTIONS

 AnsweratotalofTHREEQuestions.

 QuestionONEiscompulsory

Question1

a)Communicationcanbeverbalornon-verbal.Inverbalcommunicationbothwritten

andunwrittencommunicationmeansareused.Compareandcontrastwrittenand

oralcommunication. (20marks)

b)Brieflydescribeacommunicationincidentandlistthebarrierstocommunication

whichpreventedtherightmessagegettingthrough. (4marks)

c)Withexamples,explainthreecomponentsofthecommunicationprocess.

(6marks)

Question2

a)Interviewsareameansofcollecting/extractinginformationfromtheinterviewee.

However,thisprocessisfacedwithanumberofproblems.Establishtheproblems

anddiscusshowtheseproblemsmayaffecttheobjectivesofaninterview.

(10marks)

b)Therearedifferenttypesofinterviewsthattakeplaceinanyorganization;butthere

structureisgenerallythesame.Brieflyexplainvariousactivitiesthattakeplacein

thepre-interviewstage. (10marks)

Question3

a)Speechanxietycanbeamajorhindrancetodeliveringapresentationeffectively.
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Outlineanddiscussatleastfivestrategiesformanagingspeechanxiety.

(10marks)

b) Participantsinanymeetingmustdevelopanumberofskillsandprofessional

practicesiftheyaretomakeapositiveandeffectivecontribution.Discussfiveof

theseskills.

(10marks)

Question4

a)Visualaidssimplifythecommunicationprocess.Discusstheconsiderationto

makeforeffectiveuseofvisualaids. (10marks)

b)ALBERTEISTERNoncesaid“ifIcan’tseeitIdon’tunderstandit’.Someoneelse

said,“Apictureisworthyathousandwords.”

Commentonthisstatementinthelightofyourunderstandingofvisualaidsin

communication. (10marks)

Question5

Imagineyouaretheclassrepresentativeofyourclass. Writeamemotoallthe

studentsinyourclassinformingthemofthefollowing:

a)Thenatureofthehandoutyouhavebeengivenbythelecturer.

b)Where,whenandhowtopickit.

c)Whatassignmenttodoafterreadingit. (20marks)


