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INSTRUCTIONS: ANSWER QUESTION ONE AND ANY OTHER TWO QUESTIONS
Q1 (a) Define the term communication

(b) Give five situations when oral communication can be used

(2 marks)

(5 marks)

(c) State the vocal qualities that one should perfect in order to be an effective oral communicator. (3 marks)

(d) List five types of interviews

(e) With clear examples, distinguish between skimming and scanning

(f) Explain the three components of a paragraph

(g) Give three disadvantages of using a memo as a form of communication
Q2 Discuss any five barriers of communication and ways of overcoming them
Q3 Identify and explain any five types of reading

Q4Discuss the barriers to listening and show how they can be overcome

Q5 Write short notes to demonstrate your understanding of the following.

I.  Card catalogue

Il.  The Dewey Decimal classification
Il. Downward communication
V. Body language

(5 marks)
(6 marks)
(6 marks)
(3 marks)
(20 marks)
(20 marks)
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(5 marks)



