©2022 The Kenya National Examination Council

[bookmark: _Toc424440988][bookmark: _GoBack]LEVEL 5

DEMONSTRATE COMMUNICATION SKILLS 
Nov. /Dec. 2022 [image: ]


    THE KENYA NATIONAL EXAMINATIONS COUNCIL

WRITTEN ASSESSMENT 
Time: 3 hours 
INSTRUCTIONS TO CANDIDATES 
Maximum marks for each question are indicated in brackets ().
This paper consists of TWO sections: A and B and C
Answer questions as per instructions in each section. 
You are provided with a separate answer booklet.



















[bookmark: _Hlk64121143]SECTION A: (20 MARKS)
Answer all the questions in this section
                  Each question carries one (1) mark 
1. What quality of oral communication would make you prefer it over written communication? 
A. It has legal validity
B. Conveying feelings and emotions
C. It helps one recall facts
D. Providing opportunity to refer back
2. Identify the behavior that is part of active listening among the following
A. Fidgeting 
B. Scrolling through the phone
C. Maintaining eye contact
D. Reading a newspaper
3. Using a memo to communicate at the workplace falls under one of the following 
A. Grapevine
B. Diagonal
C. Vertical
D. Intrapersonal 
4. One of the following describes the mental processing of a received message
A. Decoding
B. Encoding
C. Communication
D. Feedback
5. Which one of the following shows a positive facial expression?
A. Frowning 
B. Taking notes
C. Smiling 
D. Blinking consistently


6. Communication in which lower level workers discuss amongst themselves about upcoming retrenchment is
A. Grapevine
B. Formal
C. Vertical
D. Upward
7. The technical language used by professionals and peers is called   
A. Formal
B. Grapevine
C. Jargon
D. Conscious 
8. All of the following are factors to consider before making a call except? 
A. Choosing the right time 
B. Verifying the receiver’s number
C. Gathering needed information
D. Knowing the location of the recipient
9. Which of the following is a factor to consider before making a speech?
A. Researching on topic 
B. The audience information overload
C. Cost of attire worn
D. The audience residence
10. Which term below refers to circumstances where one is not aware of what they are communicating? 
A. Formal
B. Unconscious 
C. Grapevine
D. Unfamiliar 
11. What must you give to the audience first during oral presentation?		
A. Flashback 
B. Front view 
C. Forward view  
D. Background
12. Which one of the following is not an element of the communication cycle?	
A. Channel
B. Receiver
C. Time
D. Sender
13.  Communication  is a continuous  
A. Programme
B. Process
C. Plan
D. Information
14. What communication barrier occurs when one uses abbreviations in disseminating information?									
A. Organizational
B. Physical
C. Linguistic
D. Cultural
15. Identify one principle of effective communication from the following.		 
A. Sophistication
B. Consciousness 
C. Consideration
D. Completion
16. As a manager, you will encounter one of the following forms of communication	
A. Formal 
B. Non-verbal
C. Interpersonal
D. Audience 
17. Identify one example of non-verbal communication.					
A. Meditation
B. Reflection
C. Gestures
D. Contemplation


18. Which of the following is a form of written communication 
A. Notices 
B. Maps 
C. Models
D. Handwriting 
19. In a meeting, the chairperson will perform one of the following			
A. Progress chaser
B. Appointing speakers
C. Taking notes
D. Participating in debates
20. Which of the following is a type of interview?
A. Exit interviews
B. Classroom  interviews
C. Personal interviews
D. Conflict interviews
SECTION B (40 MARKS)
Answer all questions in this section
21. Define the following terms as used in communication
a) Transmitter 								 (2 Marks)
b) Etiquette								 (2 Marks)
c) Diplomacy						                         (2 Marks)
22. Highlight FOUR ways of dealing with communication barriers. 		 (4 Marks)
23. Highlight FOUR roles of the secretary during a meeting                              (4Marks)
24. State FOUR examples of written communication used in vertical communication
                                                                                                                        (4 Marks)
25. Outline FOUR disadvantages of audio-visual communication	              (4 Marks)
26. Highlight any THREE causes of unsuccessful meetings in an organization. 
                                                                                                                         (3 Marks)
27. State any FOUR limitations of downward communication	                          (4 Marks)
28. List any FIVE ways of filing documents					  (5 Marks)
29. Highlight any THREE forms of Mass Media in Kenya. 			  (3 Marks)
30. List any THREE ways in which Public Relations can boost sales in your organization.  								  (3 Marks) 

SECTION C (40 MARKS)
Answer any TWO questions from this section
31. The onset of Covid-19 affected various sections of the economy. Education was not an exceptional in the experience of these effects.
a) Write an essay on the topic: “The effects of Covid-19 to education in Kenya”
                                                                                                           (12 Marks)
b) Explain FOUR characteristics of a good notice.                               (8 Marks)
32. The Scouting club of your institution is holding the fourth meeting this year as they organize for a trip to the Aberdare mountains. As the secretary of the meeting
a) Prepare the agenda for the meeting.                                                   (6 Marks)
b) Write minutes of the meeting.                                                           (14 Marks)
33. The long winding words in the writing of messages have been reduced to the use of Emojis. This has indeed transformed technology. 
a) Discuss FIVE impacts of technology in communication.		(10 Marks)
b) Discuss any FIVE negative effects of social media on communication 
                                                                                                           (10 Marks)



[Type text]	Page 1

Page 1 of 6

image1.jpeg




