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QUESTION ONE (COMPULSORY - 30 MARKS)

Define communication and explain its importance in both daily life and professional settines

[4 Marks]
List and describe the four main types of communication, providing an example for each.

|6 Marks]
Describe the communication process and discuss strategies to overcome barriers. [6 Marks]
Explain how effective communication benefits personal and professional relationships.
Provide examples. |6 Marks]
Identify two common barriers to communication and suggest ways to overcome them.

|4 Marks]
Discuss the importance of cultural sensitivity and diversity in communication. Provide an
example. [4 Marks|

QUESTION TWO (15 MARKS)
Explain how effective communication can be practiced in a classroom setup. [4 Marks]
Discuss three key strategies for achieving effective communication in meetings and formal
discussions. [6 Marks]
Reflect on a time when poor communication affected your understanding or performance in a
professional or educational setting. Analyze the causes and suggest steps to prevent similar
1ssues. |S Marks|

QUESTION THREE (15 MARKS)
Outline the principles of structure and style in professional writing. [3 Marks|
Describe the components of a formal email, and explain why each is important. [6 Marks]
Explain two methods for making written communication clear and concise. Provide examples

for each. |6 Marks]
QUESTION FOUR (15 MARKS)

Discuss the significance of emotional intelligence in communication and its four main

components. |6 Marks|

Imagine you are mediating a conflict between two team members. Describe how you would
use active listening and collaborative problem-solving to help them resolve their differences.
[5 Marks]
Explain how feedback contributes to the communication process and describe the elements of
effective feedback. ) |4 Marks]

QUESTION FIVE (15 MARKS)
List three best practices for using visual aids in a presentation and explain their importance.
|6 Marks]
Describe two strategies for simplifying complex information in a presentation. [4 Marks]
You are presenting quarterly financial results to a non-financial audience. Explain how you
would structure the presentation and use visuals effectively. |5 Marks]
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