











SECTION A: (55 marks) \ \
Answer ALL questions in this section,
1. Explain cach of the following forms of downward communication used in an organization;

(a) bulletins; I J : \{

(b)  employees handbook. (4 marks)
2.0 State three features of an effective poster as a medium of communication, (3 marks)
3. Explain two components of a good paragraph. k (4 marks)

e

4. Highlight four ways in which information communication technology (ICT) may contribute .

to effective communication. (4 marks)
5. Explain each of the following barriers to effective communication:

(a) by-passed instructions;

(b)  attitudes and opinions. (4 marks)
6. Distinguish between a 'periodic” report and a ‘progress’ report. (4 marks)
7. Explain two disadvantages of asking ¢losed questions during an interview. (4 marks)
8 State four benefits that may be associated with the use of the telephone asa medium of )

communication. (4 marks)
9. Highlight four reasons for holding regular lgfmeenngs in an organization. (4 marks)
10.  Outline three critéria that may be used to (:L_a_s‘sﬁ@m an organization. (3 marks)

(4 marks)
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INSTRUCTIONS TO CANDIDATES

You should have an answer bookl 1 for this e. tnation
This paper consists of TWO sections; AandB.
Answer ALL questions in'section A , questions 16 and 17 and ONE other question from section B in
the answer booklet provided. - .

Marks for each part of a question are indicated,
Candidates should answer the questions in English.







