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COURSECODE : COMM111

COURSETITLE : COMMUNICATIONSKILLS

INSTRUCTIONS

 AnswerQuestionONEinsectionAiscompulsory.

 AnsweronequestionfromsectionBandsectionC

SECTIONA

Question1

a)Aswecommunicateorallywitheachotheralmostallthetime,ofteninarelaxed

socialcontextwithfriendsandrelatives,weperhapsfailtorealizejusthow

complicatedtheprocessis.Summarizetheoralcommunicationprocess.

(5marks)

b)Describetheeffectivetelephoningtechniquesduring,beforeandaftercallingthat

anyorganizationcanuseinimprovingtelephonecommunication.

(6marks)

c)Describe,usingexamples,thewayinwhichcontextualaspectsofasituationcan

influencecommunicativebehaviour. (2marks)

d)Theinteractiveprocessmodelofcommunicationisadvancementonthelinear

transmitionmodelandaddressessomeofitsinadequacies.Withexamples,explain

thisassertion. (6marks)

e)Therecanbenofixedrulesaboutthestyleoflanguagewhichisappropriateforan

internalmemo,itwilldependonseveralfactors.Brieflyexplainthesefactors.

(3marks)

f)Whatarethebenefitsofactivelisteninginaclassroomsituation? (2marks)
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g)Explainthedifferencebetweenthereadingtechniques,scanningandskimming.

(2marks)

h)Explainfourfactorsthatinfluenceourunderstandingofnon-verbalcommunication

inourday-to-daydailyinteractions. (4marks)

SECTIONB

2.YouarepreparingforComm111:Communicationskillspresentationattheendof

thesemester.Astheheadofyourgroup,advisememberson:

a)Howtoprepareadequatelyforthepresentation. (5marks)

b)Howtoovercomestagefright. (5marks)

c)Methodsofdeliveringthepresentation. (3marks)

d)Useofvisualaidsinthepresentation (3marks)

e)Openingandclosingofthepresentation (4marks)

3.Meetingsareanimportantfunctioninanybusinessforinformationsharing,selling

ideas,decisionmakingandtraining.Tohelpensurethesuccessofameetinga

suitableroomenvironmentisrequiredincludingtheappropriateseatinglayoutand

availabilityofanyaudio/visualaidequipment.

Provideadiagram ofyoursuggestionofadifferentroom layoutforeachofthe

followingtypesofmeetingstogetherwithyourreasonforselectingthem.

a)i)Asalesmanagerandasmallgroupofsalesstaffdiscussinganddeveloping

techniquesforthelaunchofanewproduct.

ii)TheBoardofDirectorsaddressingalargegatheringofshareholdersatanannual

generalmeeting.
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iii)Acommitteemeetingofacompany’ssportsandsocialclub.

iv)Apracticaltrainingcoursefor12staffontheuseofnewsoftwarepackage.

(12marks)

b)Thewayinwhichorganizationshavedeveloped,haveresultedinthemeetingbeing

usedmorefrequentlyformakingdecisionsandproblem solving.Discussthis

assertion. (10marks)

SECTIONC

4.Overthepastyearanumberofaccidentshaveoccurredinthewarehouseofa

packagingandsupplycompany.Thesehavecausedseriousconcerntothestaff,

managementandunions.

Thehealthandsafetycommitteehasdiscussedtheproblem andhasconcluded

thatmanyaccidentshavebeencausedbythecarelessnessofstaffandthemnot

followingthecompany’ssafetyregulations.

Prepareamemo(memorandum)tothestaffremindingthem ofthesafety

proceduresdesignedtosafeguardtheirhealthandstatingthatstaffwillbeseverely

reprimandediftheyarecaughtnotwearingthesuppliedsafetyclothingandnot

obeyingsafetyprocedures.

(20marks)

5.PrepareaCurriculumVitae(CV)foraperson(notnecessarilyyourself)whoyoucan

assumehasseveralyearsexperienceofworkinginanareaofyourchoice.ThisCV

mustbeinaformthatcanbeusedtosupportajobapplicationandshouldcontain

detailsoftheperson’sachievementsandinterests.

(20marks)
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6.Assumethatyouaretheleaderofateamdevelopingacomplexsoftwareprojectfor

aclient.Therehavebeendifficultieswiththeclientchangingtheirrequirements

andwiththelong-termillnessofsomeoftheteammembers.Asaconsequenceof

theseproblemstheprojectisrunningaboutthreemonthslate.

Yourmanagerhasjustreceivedaletterofcomplaintfromtheclientindicatinga

lackofconfidenceinthecompletionoftheproject.Youareaskedtowritealetterin

replystatingthefactsofthesituationpolicingexplainingthereasonsforthedelay

andtheactionsthatyouhavetakentoensurethesuccessfulcompletionofthe

project.

Note:Usefullyblockedletterlayoutandclosepunctuation.

(20marks)


