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SECTION A (COMPULSORY) 

Question 1

a) Identify  and  explain  FIVE factors  one  should  consider  when  choosing  communication
media. (10 marks)

b) State FIVE barriers of effective communication (5 marks) 

c) With an illustration of a diagram, explain the process of communication (10 marks)

d) State FIVE importance of communication (5 marks)

SECTION B (Answer any TWO questions from this section)

Question 2

a) Briefly explain FIVE principles of effective communication (10 marks)

b) List and explain  FIVE problems experienced in the upward vertical flow of information  
(10

marks)
Question 3

a) State the details of a business letter (10 marks)

b) Briefly explain FIVE components of minutes (10 marks)

Question 4

a) Identify and explain FIVE tips for being a good listener (10 marks)

b) List and explain FIVE examples of oral communication (10 marks)

Question 5

a) As a secretary of your committee, kindly invite the members to a meeting through a notice
combined with an agenda (10 marks)

b) State and explain FIVE functions of a secretary in a committee (10 marks)
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