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QUESTION ONE (COMPULSORY)

(a) You are secretary to a committee and you have attended a meeting at which the following items

were discussed.

- GaU Student Council Elections

- Atrip to a destination of your choice

- Aclean up activity around the university

Write minutes for the above meeting

(b) Differentiate the following
I Verbal communication and non-verbal communication
ii. Agenda of a meeting and notice of a meeting

(c) Define business communication

(d) State and explain any four dimensions of communication

QUESTION TWO

(a) Describe any four ineffective style of listening.
(b) Describe some of the barriers to communication

QUESTION THREE

(a) Define listening

(b) Describe the different types of committees

(c) State and explain the forms of communication
(d) Describe the lines of communication

QUESTION FOUR

(a) State some of the advantages of written communication
(b) State the ways in which management can keep high morale through communication
(c) Describe the contributors of poor listening

QUESTION FIVE

Discuss some of the major technologies that are being used in the world of business

QUESTION SIX

(a) Outline the advantages of written communication
(b) Explain any five purposes of business communication
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