SOLUTIONS TO INTRODUCTION TO BUSINESS COMMUNICATION MAY 2008 EXAMINATION PAPER
QUESTION 1

Any one of the following two definitions:-

Communication is the transaction whereby participants together create meaning through exchange of symbols.

Communication is a two way process where information is sent

from one person through a channel to another person who reacts by giving feedback.







        



  (1 mark)
(b)(i)
The sender is able to assess whether the receiver got the message the 

way he/she intended.

(ii)
Feedback completes the communication process/enables the two way flow of information between sender and receiver.

(c)
Any five of the following:-

It enables one to listen attentively.

It helps one to express themselves clearly and concisely.

It establishes sound interpersonal relations with colleagues and customers.

It helps in preventing conflict.

It helps one to handle conflict situations effectively.

It ensures effective team work

It increases productivity.

It enhances one’s personal image.

It helps one in negotiating deals.



 
     (1 mark each)
(d)
Verbal communication – written or oral using words.
Non-verbal communication – signs.
Visual communication – graphical form.
QUESTION 3

The opening used to win audiences attention.


             
      (2 marks)
The middle: each point relating to study skills
(8 marks) 

        (2 marks each)

The closing used to summarise, provoke audience, attention, leaving lasting impression or wishing a success.







      (2 marks)
Language









      (3 marks)










   (Total = 15 marks)
QUESTION 4

(a) An internet is a computer network made up of thousands of networks world wide.









                  (1 mark)






(b) Any four of the following:-

· Sending and receiving electronic mail

· File transfer

· Source of vast information to a banker

· Interest group membership

· Interactive collaboration

· Multi media displays

· Real time broadcasting

· Breaking news

· Shopping opportunities




         ( 1 mark each)
(c)
(i)
WWW

World wide web




       ( 1 mark)
Is a system of internet servers that support hypertext to access several internet protocols on a single interface



        (1 mark)


(ii)
HTTP
-
Hyper Text Transfer Protocol


        (1 mark)


The protocol that www uses



                  (1 mark)


(iii)
HTML
-
Hyper text Markup Language 

                  (1 mark)



The language used when producing hypertext for the web.











                  (1 mark)

QUESTION 5

(a) Explanation of each of the items 





      (2 marks)
An example of a business situation on each item 


        (1 mark)








Total for part (a) = 9 marks

(b)
Layout of e-mail







        (1 mark)
Structure of e-mail







        (1 mark)
Difference between narrative and resolution minutes 
     4 marks (2 marks each)
Merits of narrative minutes






      (2 marks)
Merits of resolution







      (2 marks)










     Total = 10 marks

QUESTION 6

(a) -
Entertain

· Inform

· Persuade







        (1 mark)
(b) Any five of the following:-

· Your appearance must be presentable

· Speak clearly, audibly – don’t shout

· Reduce nervousness – take your time speaking

· Use pauses in your speech

· Make eye contact with audience

· Do not fidget or make other nervous gestures

· Be yourself





                    (1 mark each)
(c)
-
Look at your audience


-
Focus attention on listeners


-
Concentrate on your manner of speaking


-
Be enthusiastic


-
Display effective visual effectively


-
Learn to work with your nervousness

                    (1 mark each)

(d)
-
Know the decision makers


-
Know Council’s priorities and interests

-
Understand Council processes

-
Get your subject on agenda

-
Understand Council meeting procedures

-
Know your own subject

-
Get support before hand

-
Timing

-
Plan your approach to presenting your proposal

-
Support your proposal with written material or visual aids.

QUESTION 7
(a)
Any two of the following:-

-
Ensure that decisions are made in accordance with democratic

principles.

· Minority opinion must be respected.

· Make sure a few overpowering people do not impose their will.

          (1 mark each)

(a) Any three of the following:-

· Ensure purpose of meeting is achieved

· Ensure the will of the majority is carried out

· Uphold the constitution and that rules and procedures are followed

· Know the constitution and meeting procedure thoroughly

                    (1 mark each)

(b) Any five of the following:-

· Impartial

· Objective

· Ever tempered

· Patient

· Friendly and courteous

· Firm

· Confident

· Considerate

· Tactful

· Quick thinker

· Well versed in procedure
                    (1 mark each)

(d)
-
Know the decision makers


-
Know Council’s priorities and interests

-
Understand Council processes

-
Get your subject on agenda

-
Understand Council meeting procedures

-
Know your own subject

-
Get support before hand

-
Timing

-
Plan your approach to presenting your proposal

-
Support your proposal with written material or visual aids.

QUESTION 8

(c)
Any five of the following:-

· Available in most training rooms

· Does not require electricity

· Easy to use

· Not expensive

· Suitable for use both trainers and participants

· Excellent for brainstorming, problem solving etc


                    (1 mark each)

(d)
-
Be sure the video tape is rewound and at the starting point.


-
Check the playback machine and the monitor are playing

Properly

· Check audio level and contrast

· Lights should be dimmed but not turned off
                   ( 1 mark each)
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