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ZU/WI/7/EXM/6
UNIVERSITY EXAMINATION 2014/2015
EXAMINATION FOR DEGREE IN BACHELOR OF BUSINESS ADMINISTRATION AND MANAGEMENT/ BACHELOR OF SCIENCE IN INFORMATION TECHNOLOGY/BACHELOR OF BUSINESS IN INFORMATION TECHNOLGY
COMM 101/HSC 101/: COMMUNICATION SKILLS

DATE: AUGUST 2015                                                                                TIME: 2 HOURS.

INSTRUCTIONS: ANSWER QUESTION ONE AND ANY OTHER TWO
QUESTION ONE

a) Communication is not static. Describe the process of communication with the help of a diagram. 








(6 marks)
b) Clarify three types of Listening that you can use as an Interviewer.           
(6marks)

c) What are the advantages of taking notes when studying?


(4 marks)

d) As a scholar you need to gather information from different sources. Discuss any three types of Information sources relevant to a student.                         

(6marks)
e) There are FOUR main areas where technology enhances productivity. Explain. (8 marks)
QUESTION TWO
a) Explain at least four Principles of Communication 



(8 marks)

b) Sometimes we communicate but the message doesn’t make the intended meaning. Clarify four barriers to effective communication.  




(8 marks)

c) Briefly describe four types of Interviews used in business.


(4 marks)

QUESTION THREE

a) What are the major types of reading applied when studying for an exam?
(10 marks)

b) Elaborate on the common poor reading habits



(10marks)

QUESTION FOUR

a) What are the important terminologies in referencing and documentation?
(10 marks)

b) Explain types of Libraries you know.





(10 marks)

QUESTION FIVE

a) Assume that you are the secretary of a business club and you have annual general meeting on 23rd September 2015. Write a memorandum to all members requesting their attendance.








(8 marks)

b) Clarify ways in which ICT affects communication.                                    
 (8 marks)

c) Communication can be done in either written words or through codes. Explain any four categories of non-verbal communication.                                            

(4 marks)
