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2024/2025 ACADEMIC YEAR UNIVERSITY EXAMINATIONS

END OF SEMESTER EXAMINATION FOR THE CERTIFICATE IN BUSINESS ADMINISTRATION

ACB 016: EMEMENTS OF BUSINESS COMMUNICATIONS
DATE:14/12/2024				                             TIME: 3 HOURS 

INSTRUCTIONS TO CANDIDATES

Answer Question ONE (compulsory) and ANY OTHER THREE questions 
Question one carries 25 marks and the rest 15 marks each
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[bookmark: _Hlk157990804]1    a)	Explain FIVE purposes of communication in an organization.		(10 Marks)
			
b)	Discuss FIVE principles of effective communication			(10 Marks)          
c)	Explain FIVE importance of verbal communication				(5 Marks)		
2. a) Describe FIVE types of nonverbal communication				 (10 Marks)
     b)  state FIVE Challenges posed by the use of ICT in communication		 (5 Marks)
3.  a) Explain the FOUR Stages of Communication			 		 (8 Marks)	         
     b)  Explain the following terminologies
i. In-attendance					(1 Mark)
ii. Quorum hitch					(1 Mark)
iii. Briefing Meeting					(1 Mark)
c)  State TWO advantages and disadvantages of grapevine information		(4 Marks)														
4.   a)	With the aid of a diagram, explain components of the process of communication 
											(12Marks)
    b)   Explain THREE Importance of office etiquette 				 (3Marks)
5.  a) Explain any FIVE Cs of Good Communication 				(10 Marks)
     b)  Outline the traits of a good leader according to Traits Theory 		(5 Marks)	
6.   a) Describe five areas of office etiquette						 (10 Marks)
      b) state FIVE barriers to effective communication				(5 Marks)
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