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QUESTION ONE 

 a) Define the term communication          (5marks) 

 b)  Describe any five Elements of Communication      (10marks) 

   c)  List any five barriers to effective communication     (5marks) 

QUESTION TWO 

. a) Outline the format of a report          (5 marks) 

  b) Describe communication types under the following categories  

i) By the number of people involved          (5marks) 

ii) By the channel or medium of communication       (5marks) 

iii) By the direction of flow          (5marks) 

QUESTION THREE 

a)  Clearly describe 5Common poor reading habits        (5) marks 

  b) Give 5 (five) advantages of using email for communication    (10marks) 

c) Name five types of meetings                                                     (5 marks) 

 

    



 

 

QUESTION FOUR 

 4.  Discuss 5 (five) categories of non-verbal communication        (20 marks) 

  

5a)  clearly distinguish any five types of interviews                           (5marks) 

b) Discuss advantages and disadvantages of grapevine  
    communication          (10marks) 

c)  Explain the circumstances under which written communication is 

    appropriate.               (5marks) 

 

 


