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ANSWER ANY FOUR (4) QUESTIONS

QUESTION 1
Business communication has features/characteristics that enable one to distinguish it from
other communication types. [dentify and discuss at least five (5) of these
features/characteristics.

[25 marks]

QUESTION 2
DeVito (2000) indicated that there are five (5) stages in the listening process. Using
appropriate examples to illustrate your answer, Identify and discuss these stages.

[25 marks]

QUESTION 3

a) Explain non-verbal communication. (5)

b) Proxemics is one type of nonverbal communication. Identify and explain the forms of
proxemics indicating the situations in which each form can be used during

communication. (20)
[25 marks]

QUESTION 4

a) Identify and explain the three (3} types of reports you have learnt in your course. (15)
b) In business, a report and a proposal are important documents and their
differences are subtle but worth noting. Show at least five (5) differences between a
report and a proposal in business. (10)
[25 marks]

QUESTION 5
a) Explain at least five (5) functions of social media. For each function, make one
example of a social media network that can be used. (15)
b} Social media offers a variety of opportunities for businesses. Describe at least five (5)
points showing how businesses can use social media. (10)
[25 marks]

QUESTION 6
a) Explain the purpose of a job application letter, (5)
b) Identify and discuss at least five (5) things you need to consider in planning for a

successful interview. (20}
[25 marks]

END OF EXAM




