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PAPER NO: 313/22/M02-WORK PLACE COMMUNICATION

QUESTION 1

Describe in detail what you regard as the elements of a good set of minutes taken
during a board meeting. (25 marks)
QUESTION 2

Explain, with good examples the advantages and disadvantages of using written
communication. (25 marks)
QUESTION 3

Describe the following types of reports:

a)  Informationalreport .. 5 marks)

b) Progress report (5 marks)

c) Internal report (5 marks)

d) Formal report (5 marks)

e) Accident report form (5 marks)
Or

Identify and explain fully, the effect of five (5) different non-verbal cues in the
workplace. (25 marks)

QUESTION 4
a) What are the advantages and disadvantages of using electronic mail.
(15 marks)
b) Briefly explain the following terms:
i) Chain of command (5 marks)
i) Span of control (5 marks)
Or

Explain four (4) functions of organisational communication at your workplace
using concrete examples. (25 marks)



