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ZU/WI/7/EXM/6
ACADEMIC YEAR 2014/2015

EXAMINATION FOR DEGREE IN BACHELOR OF BUSINESS ADMINISTARTION AND MANAGEMENT
COMM 102: BUSINESS COMMUNICATION

DATE: AUGUST 2015  
     
                                                            TIME: 2 HOURS

INSTRUCTIONS: ANSWER QUESTION ONE (1) AND ANY OTHER TWO (2) QUESTIONS
QUESTION ONE
a) Highlight three advantages and two disadvantages of oral communication. 
[6 marks]

b) Briefly describe three salient features of skills required of an interviewee. 
[6 marks]

c) Evaluate four impacts of email communication on modern global businesses. [8 marks]

d) “Business communication is critical to the success of any organization.” Discuss this statement with reference to the importance of business communication. 
[6 marks]

e) Differentiate between scanning and skimming as types of reading used in business communication. 







[4 marks]

QUESTION TWO
a) Describe five principles of effective communication and support your answer with suitable examples. 








[10 marks]
b) Explain five personal barriers to communication and how individuals can overcome them.     
             [10 marks]
QUESTION THREE
a) Using suitable explanations, discuss five basic principles of written communication. 


               [10 marks]

b) Explain the role of the following means of modern technology as used in communication.     
i) Fax

ii) Bluetooth

iii) Telex

iv) Telephone answering machine

v) Virtual reality







[10 marks]
QUESTION FOUR
a) Discuss four advantages that a business organization accrues in adopting written communication over oral communication. 




[8 marks]
b) Write short notes on the following types of listening: 

i) Active listening

ii) Empathetic listening

iii) Critical listening 






[6 marks]
c) Explain any three poor reading habits used by students in Zetech University. [6 marks]
