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Section A
Answer any 6 questions. Each carry 2 mai:ks.

1. Explain thc importancc of buiiness letteN.

2. Which are the different types of business letters?

3. Explain the layout of a resume

4. Difierentiatc betwccn Rcsumc and Curriculum Vitae

5. Ext,la r rl" rprms Kir p5i.c. lroxomi' s and Chron"mins

6. What are thc main typ€s of communication channels

7. Why is communication csscntial for org:a.nisational success

E. How docs information ovcrload becorne a barder in eflective communication?

Section B

Answer any 4 questions. Each carry 6 marks.

9. How can active iistening improve conrnlnical,ion in busiiless

10. What are the advantages ofdigital comrnunication in todav's busincss cnvironment

11. Discuss the limitations of written cornrllrlnicaliion

12. Communication is the life blood of any business organization-" Comment and
c).plain objectivcs of busincss colllmunication

13. What are communication baui,.rs? What are the najor tl'pcs oI barri.rs aficcting
communication?

14. How does clerity impact thc success of Brrsiness Cornmuni{ration-

Section C

Answer any 1 questions. l)ach carry 14 rnarks.

15. Examine the rok: of recrommendalirms irr brsi ess reporls ill accordancc with tbe
oL_., ti.a- ^f -. Dor, .

16. As a canclidatc iist out thc rvar,s in r,hich r'_ou r.ilL prepare for alt inlerview


