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



















SECTION A: (40MARKS)
Answer all questions in this section.
1. Define the TERM communication.						        (2 Marks)
2. Outline FIVE elements of communication.					        (5 Marks)
3. List any THREE objectives of communication.				        (3 Marks)
4. State TWO reasons why one should use tact and diplomacy when dealing with conflict in an organization. 								       ( 2 Marks)
5. List THREE benefits of effective communication in an organization.	        (3 Marks)
6. List FOUR types of visual  aids that may be used during oral presentations        (4 Marks) 
7. State FOUR advantages of using a computer as a tool of communication in an organization                                                                                                            (4 Marks)
8. List FOUR documents that may be prepared in relation to formal meetings.       (4 Marks)
9. Outline THREE internal sources of information in a business enterprise. 	        (3 Marks)
10. Outline FOUR barriers to effective communication. 			        (4 Marks)
11. State TWO ways in which one may demonstrate proper dressing and grooming during a job interview.									        (2 Marks)
12. Describe the meaning of the following terms as used in communication             (4 Marks)
a) sender
b) Audience:
c) Decoding: 
d) Encoding:
1. 

SECTION B: 60 MARKS.
Answer any THREE questions from this section
13. It has been observed that majority of the workers at The Utumishi Limited Company have neglected performing their duties as expected. 
a) As the manager of the company, write a memorandum reminding them of their duties                                                                                                        (12 Marks) 
b) Discuss FOUR advantages of conducting meetings in an organization    (8 Marks)         
14.  The Principal of your institution sent an invitation to all the parents of the students for an urgent meeting. Unfortunately only a handful of parents turned up and they observed that the information was received rather late.
a) Explain FIVE factors that one should consider when selecting a medium of communication							     (10 Marks)                 
b) Explain FIVE circumstances under which a manager may find it appropriate to use email as a medium of communication to the employees.		      (10 Marks)	
15. Your organization wishes to hold a motivational talk with employees and you are required to invite the guest speaker.  				
a) As the office manager, write an invitation letter to the guest speaker     (10 Marks)                 
b) Explain FIVE important reasons for the use of visual aids in a presentation        
                                                                                                                  (10 Marks)
16.   The Cabinet Secretary of Security, Honorable Maji, arrived at the bomb blast scene and demanded to take over the activities. This created a conflict between him and the Kenya Defense Forces that were fully in charge before his arrival.
a) Explain FIVE ways in which communication flows within an organization  
                                                                                                                  (10 Marks)
b) Explain FIVE merits of external communication in an organization      (10 Marks)
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