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INSTRUCTIONS 

1. Do not write anything on this question paper. 

2. Answer question ONE (Compulsory) and any other THREE questions.   

 

1.a. Discuss the barriers to communications in any organization.  [10marks] 

    b. Define written communication and briefly describe various forms of   

written communications.            [10marks] 

a. What are suggestion boxes? Explain the advantages of suggestion box.  

     [10marks] 

 

2. Explain the various factors responsible for effective communication.  

[20marks] 

 

3. Discuss the five basic principles of communication.            [20marks] 

 

4. Highlight five ways an interviewee can prepare himself before the 

interview.          [20marks] 

 

5. Discuss the various roles of a secretary in any organization meeting.  

          [20marks] 


