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Part A (Answer any 6 questions. Each carries 3 marks)
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Differentiate between verbal and non verbal communication 3
What are the advantages and disadvantages of grapevine! 3
Why is it important to inclide a subject line in business letters 5
What is the function of headings and subheadings in prganising a business report

3
Why are business reports essential for decision‘making in an organisation 3
Explain the importance al a resume in cmplovment 3
What are the do’s and dont’s.of interview 3
What are the characteristics of a pancldntérview 3
Part B (Answer any 4 questions. Tach carries 6 marks)
Discuss the role of husiness letters in buildigg relationships fi
. Discussthe diffesent types.of business letters in business communication £
. Asa Sales manager, draft a report to your managing director regarding the sudden
decline in sales of refrigerators and give suggestions to overcome it. £
Critically assess the impact of including irrelevant information in a resume 6
Dﬂsvign a professional resume for a candidate applyving for a job 6
How does body langnage affect an interview )

Part C (Answer any 2 question(s). Each carries 14 marks)

* Communication means the process of passing information and understanding from

one person to another”, Explain, 14

Analyse T (Vs and explain how it can reduce mis ratandings in cor icatic
Analyse 7 C's and explain how it can reduce misunderstandings in communication
14

Evaluate the role of written communication in business focusing on its advantages
and potential challenges 14



