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INSTRUCTIONS:

· Answer THREE questions.
· Question ONE is compulsory.
Q1.
(a)
Write the aid of a diagram, illustrate the major elements of the communication 


process. 







(10 marks)


(b)
Discuss the importance of communication in an organization.
(10 marks)


(c)
Write an application letter in response to a job advertisement placed by Nation 


Newspaper in search for a journalist. Remember to include the main parts of an 


official letter. 







(10 marks)

Q2.
(a)
State the key components of minutes of meetings. 


(10 marks)


(b)
Explain 5 reasons why one should take minutes during meetings. 
(5 marks)


(c)
Differentiate FIVE types of diagrams that can be used in the presentation of 


numerical data.






(5 marks)

Q3.
(a)
Discuss the role of research in report writing.


(5 marks)


(b)
List FIVE qualities of a good report. 




(5 marks)


(c)
Describe 5 considerations one should make when developing an in-house 



newsletter. 







(10 marks)

Q4.
(a)
Illustrate the main elements of a curriculum vitae and their functions. (10 marks)


(b)
Write a memo informing students about the cancellation of classes during the 


culture week. 







(10 marks)
Q5.
(a)
Discuss FIVE steps involved in report planning and their importance in the 


writing process. 






(10 marks)


(b)
Describe FIVE qualities of a good report.



(5 marks)


(c)
Explain the role of an abstract in a report. 



(5 marks)
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