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Qualification		:	 Level 6
Unit of Competency:	Demonstrate Communication Skills
ASSESSORS GUIDE


SECTION B (30 MARKS)
Answer all the questions in this section
1.  Explain FIVE strategies that a chairperson may adopt in order to stir a meeting (5marks)
· Observe punctuality
· Control meeting
· Define purpose of meeting
· Ensure all members contribute
· Make summaries and decisions
2. List four ways of using etiquette in an organization ( 4 marks)
· Requesting; please, 
· Appreciating : thank you,
· Apologizing: sorry
Congratulating: good work
3. As a manager in one of top parastatals in Kenya, you communicate frequently with the subordinates. Give five characteristics of a good communicator that you will employ.												(5marks) 
· Provides positive feedback. 
·  Listens carefully and ask questions to clarify the message.
·  has empathy, thinking from the other person’s point of view
·  Encourages the speaker to provide more detail.
·  is clear in expressing own point of view and position without dominating the conversation					(award 1mark for each correct point)
4.  Social media is increasingly used to pass information to people in various organizations. Discuss any five negative effects of social media on communication.	(10marks)
· Disrupts protocol
· Can lead to distortion if not well operated
· Minimizes confidentiality of information
· Affects emotional reactions
· Affects social cues
· Affects face to face interactions
· Affects listening skills		(award 2mks for each correct point well discussed)
· Affects authenticity of information 
5. As manager in your organization you need to increase the number of employees and you intend to use a written form of communication to invite them for the interview. Give five advantages of using written communication in an organization. 						(5 marks)
· It is suitable for long distance communication and repetitive standing orders.
·  It creates permanent record of evidence. It can be used for future reference.
· It gives the receiver sufficient time to think, act and react.
· It can be used as legal document.
· It can be sent to many persons at a time.
· It is suitable for sending statistical data, chart, diagram, pictures, etc.
· Order, allocation of work, job distribution, etc. in written form reduce ambiguity and help in fixation of responsibility.
· Uniformity in work procedure can be maintained through written communication.
· It is easy to send unpleasant or bad news through written communication.
· A good written communication can create goodwill and promote business.
(award 1mk for each correct point)
6. Discuss the importance of internal communication.

7. Identify and explain any four factors that should be considered when choosing a communication medium?  (4 Marks)
· Cost
· Distance 
· Urgency
· confidentiality
8. Highlight three ways in which the management of an organization may minimize grapevine communication (3 marks).
· Respect channels of communication
· Pass information on time
· Identify the culprits





SECTION B (60 MARKS)
Answer ANY THREE the questions.
9. Nairobi 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. (20marks)
The following should feature:
· Address of sender and receiver -2 mrks
· Date-1 mk
· Salutation  1mks
· Reference/heading  1 marks
· Body 8 mks
· complementary close 1 mark
· Signature  1 mk
·   Designation  1 mk
· Grammar  4 marks

10 a. . 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)
· Selection: matching the person to the job. 
· Counselling: listen reflect, advice, not prescriptive. 
· Induction: company/department introduction to a new employee.
· Grievance/Complaint: employee complaint hearing and resolution.
· Appraisal: assess performance and set targets. 
· Disciplinary: inform, discuss and correct. 
· Dismissal/Termination: attrition analysis and P.R. 
(award 2marks for each well describes point)
[bookmark: _GoBack]   b. For the above interview that you are a panelist, explain five ways on how you would prepare for the interview.								 (10 marks)
· Gather facts prior to the interview. 
· Ensure privacy and no interruptions: 
· Allow adequate time for each interview. 
· Plan the approach to take, the method, and make room for the unexpected. 
· Develop a list of pre-planned questions that will help stay on track. 

(Award 2marks for each well explained point)
11 a. communication in an organization has really been transformed by technology. Discuss five impacts of technology in communication.					(10 marks)  
· It has led to very little or no personal touch between communicators 
· Due to office automation, the number of employed staff has reduced
· Work is not quite challenging as information is readily available
· Technology has reduced the world into a global village
· It has provided means to collect organize track and report information in record time
(award 2marks for each well discussed point)
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)
· If it’s the only medium available
· When he or she wants to address many people at once
· When the message is urgent
· In case of a pandemic such as covid
· When he or she needs to refer to the message later.
 (award 2mks for each well explained point)

12. 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. Assume you have completed the investigations and write a report. (20 marks)
Follow the guideline of report writing:
· Title :1 mk 
· Terms of reference: 1 marks
· Methodology: 3 mks
· Findings: 10 marks
· Conclusion: 1marks
· Recommendations: 2 maks
· Grammar:2 marks
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