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INSTRUCTIONS TO CANDIDATE
This paper consists of TWO sections A and B.
Answer ALL questions in section A and any THREE in section B in the answer booklet provided.
[bookmark: _GoBack]Marks for each question are indicated in brackets.
Do not write on this question paper.
Answer the questions in English.
	



This paper consists of THREE (3) printed pages
Candidate should check the question paper to ascertain that all pages are printed as indicated and that no questions are missing



SECTION A (40 MARKS)
Answer all  questions in this section.
1. Highlight five strategies that a chairperson may adopt in order to start a meeting.     (5 Marks)
2. List four ways of using etiquette in an organization. 				        (4 Marks)
3. As a manager in one of the top parastatals in Kenya, you communicate frequently with the subordinates. Give five characteristics that you will employ as a good communicator. 
                                                                                                                                      (5 Marks)              
4. Explain any three negative effects of social media on communication.                     (6 Marks)
5. Give three advantages of using written communication. 	                                 (3Marks)
6. State two ways in which internal communication in an organization is important.    (2 Marks) 
7. Highlight four factors to be considered when choosing a communication medium.											                               (4 Marks)
8. Highlight three ways in which the management of an organization may minimize grapevine communication. 					                                                        (3 Marks)
9. State four characteristics of an effective advertisement.                                            (4 marks)                       
10. Distinguish between diagonal communication and lateral communication.                (4 marks)

SECTION B (60 MARKS)
Answer any three questions in this section.
11. Navi Technical Training Institute has received an assortment of equipment as donation from a local non-governmental organization. As the Communication Officer, write a letter to the management of the organization acknowledging receipt of the equipment and appreciate the kind gesture.									(20 Marks)
12. a. (i) As a panelist in an interview recruiting employees for your County Government, describe five forms of interviews that you are likely to use during the interview.    (10 Marks)
(ii) For the above interview, explain five ways on how you would prepare for the interview. 												(10 Marks)
13. a) Communication has been transformed by technology. Discuss five impacts of technology.												(10 Marks)  
b) As a manager in your organization, explain five circumstances under which you may find it          appropriate to use email as a medium of communication to the employees.	(10 Marks)
14.	The Principal of Mamboleo Institute has noted that most students are not attending classes as expected. As the chairperson of the students’ council, you have been requested to investigate the matter and write a detailed report with recommendations. Write a report.
(20 Marks)
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