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Instructions: 

Section A 
Answer All Two Questions in This Section 

 

Question One 

You are in-charge of a Book – shop called Brilliant Books as an Assistant to the Manager Mrs. Maria Oketch. 

The Bookshop has rules about the staff. The contract says that all staff should wear black or dark blue trousers 

or skirts with a white shirt or blouse. Mrs. Oketch says to you, “I would like you to send a memo, to the staff 

supervisor, Mrs. Scola Kilonzi. I have noticed that some office staff have not been following the rules recently. 

Please remind her that the staff should follow the rules. I have seen some of the officers with long hair that is 

not pinned up, staff wearing trainers and not the correct shoes. I want you to mention in particular that a small 

amount of jewelry can be won, such as a ring but nothing too much. You’d better use my name in the memo”.  

Required 

(a) Write a memo to, the staff supervisor, about the Company’s clothing rules and ask her to make sure that her 

staffs follow the rules.           [10 Marks]  

(b) You are due to attend an interview for a job that you really care about. Explain the non-verbal 

communication signals that you will use to persuade your interviewers that you are the most suitable candidate 

for the job.             [5 Marks]  

(c) Identify FIVE reasons that would hinder a prospective employer from hiring an interviewee in spite of 

having all the required Educational Qualifications.       [5 Marks] 

Question Two 
(a) Distinguish between a formal meeting and an informal meeting      [10 marks]  

(b) Identify and explain in detail five basic documents that are prepared for formal meetings [10 marks] 

Section B 

Answer Any Three Questions from this Section 

Question Three 
 

You are the Assistant Operations Manager of JOKAM Telecommunications Services. For the past two years, 

the Company’s’ profits have been going down. The management has asked you to investigate this situation 

and write a report. Assuming that you have completed your investigations, write the report in a schematic 

format.            [20 marks] 



 

Question Four 

(a) You have been an employee of Annex Company Limited. Stantech Manufacturing Company has offered you 

a better job. Write an appropriate letter to your current boss informing him about this   [10 marks]  

(b) As the Manager of KAZI NYINGI Company Limited, you have realized that a lot of communication 

amongst the employees occurs through the grapevine. Explain the steps you will take to limit this type of 

communication.            [10 marks]  

Question Five 
 

(a) We can communicate an idea around the world in seventy seconds, but it sometimes takes 

years for an idea to get through a human brain. This statement refers to poor listening skills.  

i. Briefly explain how a receiver can make the work of a presenter effective   [5 marks]  

ii. What are the possible barriers to listening         [5 marks]  

 
(b) To be able to effectively use a library, one needs to know the functions of each section. Name and briefly 

explain five sections of a modern library.        [10 marks] 

Question Six 
 
(a) Explain in detail the reasons, why managers in Business would prefer to use face – to face communication 

when dealing with the staff.           [10 marks] 

 

(b) Besides writing, reading and speaking the listening skill is now widely recognized as an essential 

Management tool. Explain why listening is important in good Business Communication. {10 marks]  

 
 


