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TVET CURRICULUM DEVELOPMENT, ASSESSMENT AND CERTIFICATION COUNCIL (TVET CDACC)
 	
Qualification		:	LEVEL 5
Unit of Competency	:	DEMONSTRATE COMMUNICATION SKILLS

ASSESSOR’S GUIDE 

This only serves as a guide to expected responses.
SECTION A (20 MARKS)

The possible answers are bolded

1. Which of these is not an element of communication?
A) Sender    
B) Message   
C) Medium 
D) Completeness
1. Which of the following principles of communication shows that a message contains all necessary details?
A. Clarity
B. Coherence
C. Completeness
D. Correctness
1. Text messages (SMS) and letters are examples of  ----------------- form of communication  
A) Visual     
B) Oral           
C) written     
D) Communication
5. Decoding is a process of ------------ information.
A) Ideas                
B) Posting                
C)  Encoding            
D) Interpreting
1. The ---------------is the pathway that information follows to reach the receiver.
A) Sender          
B) Medium     
C) Message          
D) Sender
1. The work of a receiver in the communication process is to ---------------- information. 
A) Transmit  
B) Decode         
C) Encode       
D) Send         
1.  Prejudice and by stress are examples of…………. Barriers. 
A) Lingustic         
B) Mechanical                 
C) Physical               
D) Psychological 
1. Communication in an organization is for the purpose of ……………
A) Speaking
B) Coordination   
C) Writing      
D) Reading
1.  ------------- is the receiver’s response back to the sender.
A) Messages                 
B) Medium                  
C) Feedback              
D) Encoding

1. The Process of taking in sound vibration is called……………..     
A) Listening     
B) Decoding                     
C) Deleting               
D) Transmitting    
1. Messages may not get to the receiver because of _____
A) Barriers           
B) Anxiety   
C) Distractions       
D) Inattentiveness
1. Which of the following is a part of a report?
A) Salutation                 
B) Address                  
C) Methodology            
D) Signature
1. Visual aids are used in ------------------------ communication.         
A) Non-verbal communication     
B) Visual       
C) Oral         
D) Written
1. Which of the following is not an item in the sender’s address in an official letter?
A) P O Box number     
B) Signature       
C) Town        
D) Date
1. An effective notice should be --------------------
A) Crowded                
B) Long              
C) Smart    
D) Clear

1. An example of verbal communication includes --------------
A) Meetings           
B) Writing        
C) Language                  
D) Visual aids
1. Which of these is complementary close in letter writing?
A) Yours Faithfully
B) Dear Sir
C) Introduction
D) Heading
1. ----------------is a source of information.
A) Communication    
B) Clarity          
C) Politeness            
D) Internet
1. Which of the following is an example of body posture?
A) Crossed arms          
B) Shouting                   
C) Speaking          
D) Writing
1. ----------------is a source of information. (The candidates were asked to skip this question as it is a repetition)
A) Communication    
B) Clarity          
C) Politeness            
D) Internet

1. Which of the following is an example of facial expression?
A) Speaking
B) Shouting                   
C) Smiling        
D) Writing
 SECTION B (40 MARKS)
Answer all questions in this section
1. Outline three elements of communication. (3 marks)
Sender
Message
Medium
Receiver
Feedback
1. List two principles of effective communication. (2 marks)
Completeness
Correctness
Consideration
Coherence
Courtesy
Clarity

1. Define the following terms as used in communication. (3 marks)
Encode – Putting ideas together to form a message
Decode – Interpreting messages
Transmit – Sending messages
1. List two items found in the personal information part of a resume. (2 marks)
Name
Address (PO Box)
Gender
Marital Status
Telephone
E-mail address

1. Outline three examples of written communication. (3 marks)
Reports
Letters
Memos
Sms
Notices
1. Highlight two examples of oral communication. (2 marks)
Face to face
Telephone
 Meetings
1. Identify three parts of a business report. (3 marks) 
Title
Terms of reference
Methodology/Procedure
Findings
Conclusion
Recommendations    
1. Identify two types barriers to effective communication?  (2 marks)
          Mechanical
          Linguistic
          Psychological
         Different comprehension of reality
1. State the difference between communication and effective communication.  (2 marks)
Communication is the process of sending and receiving messages while effective communication is mutual understanding between the sender and the receiver during exchange of information.
1. List three types of touch as a method of communication. (3 marks) 
Professional
      Friendly
     Social
    Sexual
1. Outline four measures for overcoming barriers to effective communication. (4 marks)
Building conducive working relationships
Making communication lines short
Having a straightforward organizational structure
Having organizational communication policy
1. State four advantages of oral communication. (4 marks)
Fast
Room for clarification
Less costly 
Reaches many people at once
1. Highlight two barriers to effective listening. (2 marks).
Prejudice
Selective listening
Selfishness
External noise
Internal noise
1. Mention three roles of a secretary in a meeting
Ensuring meetings are effectively organized and minuted 
Maintaining effective records and administration
Communication and correspondence
1. Identify two types of interviews.
Group interviews
Panel interviews
Project or case interviews
Face to face interviews
Telephone/Skype interview
[bookmark: _GoBack]Lunch/Dinner interview

SECTION B (40 MARKS)
Select two questions from this section
1. Delta Construction Agency ordered for 100 bags of cement from Simba Cement. Upon delivery of the consignment, all the cement was found to be expired. As the procurement officer, write a letter to Simba Cement complaining about the inconvenience. (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

2. In about 200 words write an essay on the effects of drug and substance abuse among the Kenyan youth today. (20 marks)

Introduction: Definition of drugs and substance abuse (2 marks)
Body: dropping out of school/increased crime/death/poor performance (any 4 explained points in paragraph form each 3 marks)
Conclusion: 2 marks
Grammar usage: 4 marks



3. The Scouts Club has held is third meeting since the beginning of the year to discuss the following:
Selection of new officials
Buying of Club van
Club party
As the secretary, write the minutes. (20 marks)
Agenda:
Preliminaries
Reading and Confirmation of minutes of previous meeting
Matters arising 
Business of the day: Selection of new officials/Buying of club van/ Club party
Date of next meeting
Any other business
Adjournment
TITLE: Minutes of…group that is meeting, day/date, venue, time (2 mark)
PRELIMINARIES: How the meeting started e.g. by prayer said by…. (1 mark)
READING AND CONFIRMATION OF MINUTES OF PREVIOUS METING (2 marks)
Minutes of previous meeting were read, proposed by….seconded by… and signed by the chairperson as a true record of the proceedings 
MATTTERS ARISING: Pending business from previous meeting at least two items (2marks)
MINUTE 1: Selection of new officials
MINUTE 2: Buying of club van
MINUTE 3: Club party    ( 3 well explained points 2 marks each Total 6 marks)
ANY OTHER BUSINESS: Any item(s) not listed in the agenda of the day….should not read ‘there being no other business…’ There must be specific items (2 marks)
DATE OF NEXT MEETING: Time, venue, date must be specified (3 marks)
           ADJOURNMENT: How the meeting ended e.g. The chairperson thanked members for attending, or by prayer said by….. (2 marks)
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